DISBURSING DIVISION

STANDING OPERATING PROCEDURES

 SUSPENSE ACCOUNTS

 August 2004
References:  
1. Memorandum: USACE Finance Center Suspense Account Procedures



2. Treasury Financial Manual, Volume 1, Part 6, Chapter 3000, Payments of Unclaimed Moneys and Refund of Moneys Erroneously Received and Covered.

Spreadsheets:

1. Consolidated spreadsheets are prepared and updated by Cash Reports and made available to Disbursing Division on the G:drive by the 10th of each month. The spreadsheet will include recommendations from Cash Reports for distributing the funds.

2. One employee of the disbursing office will copy the spreadsheets from the G:drive to the disbursing drive and notify the accountants that the report is available.  

Duties Assigned to the Accountants:


1)
Reviews the suspense spreadsheets monthly to ensure:

· Certifiers are following guidelines for using the appropriate budget/suspense accounts.    (See USACE Finance Center Suspense Account Procedures.)     
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· Collectors are researching and using suspense only when absolutely necessary.

· Recommendations from Cash Reports are appropriate.  Changes will be annotated in the remark section of the spreadsheet.

· Items identified for clearing last month were completed.

· Collections over 90 days are justified.

2) When the review is complete, distributes the spreadsheets to the technicians.

3) Certifies the transfer of funds from budget clearing/suspense accounts to the correct appropriation and verifies that the transaction does not cause a negative balance.
4) Approves SF1034s for disbursement of funds from suspense accounts.
5) Provides technical assistance to the district and UFC personnel regarding the appropriate use of budget clearing/suspense accounts and resolves the more complex problems.
6) Prior to fiscal year end, reviews spreadsheets and identifies unclaimed moneys.

7) Directs the transferring of unclaimed moneys from suspense to Treasury accounts.

8) In October, transfers RGA funds in 96F3875 to 96R5090.

9) Is accountable for all worked performed by the technicians under their direction.

Duties Assigned to the Technicians:

1) Reviews the spreadsheets, determines what actions are required.
· An SF1034 will be prepared for every check written from the suspense account.  Back up to the disbursement will include a copy of the collection voucher, e-mail or documentation requesting the check and/or a copy of the spreadsheet.  The SF1034 will be signed by the responsible accountant before a check is written.

· A zero voucher will be created to transfer funds from suspense to the correct appropriation.  Supporting documentation is required.  

2) Maintains copies of SF1034 and documentation for “zero” vouchers.  Documentation is retired at the end of the fiscal year.

3) Follows up before the cut-off date for disbursements and collections to ensure all transactions are processed during the current month.  

4) Contacts district personnel if the collection was entered outside the Finance Center and requests a memo or e-mail with instructions for transferring or refunding the money.

5) Reviews all requests from the district for collections and disbursements from suspense and budget clearing accounts.

6) Reports unresolved problems to the accountant for assistance.
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