STANDARD OPERATING PROCEDURES FOR GSA WORKAROUND

· Daily, Check Issue/IPAC branch will run gsa_checks.sql query on T0 database (CPC25) after checks have been printed.

· Check Issue branch will pull all GSA checks, reconcile against query output and receive backup from Accounts Payable and/or Debt Management. 

· GSA checks, backup and a copy of query will be forwarded to an accountant in Disbursing Operations branch.  

· Operations accountant will execute gsa_checks query and update monthly spreadsheet.

· Operations accountant will forward checks and backup to Operations technician to be collected and deposited in appropriate suspense account.

· Operations technician will process IPAC payment through GOALS annotating document reference number on backup.

· Operations technician will process an IPAC disbursement (negative collection) from suspense referencing the GOALS document reference number.

· Operations technician will return collections to accountant for certification and update of spreadsheet.

