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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USACE FINANCE CENTER SUSPENSE ACCOUNT
PROCEDURES

References:

1. Memorandum, DFAS-HQ/AQS, 16 February 2000, subject: guidance to
Discontinue Use of Deposit Fund X6875 and Revise Reporting Requirements for
Online Payments and Collections.

2. Memorandum, CEFC-A, 25 January 2000, subject: U.S. Treasury Revised
Reporting Procedures on Deposit Funds.

3. Memorandum, CEFC-A, 2 May 2000, subject: U.S. Treasury Revised
Reporting.

Definitions:

Budget Clearing Account (Suspense): Established to temporarily hold
unidentified general, special or trust collections that subsequently will be credited
to the proper receipt or expenditure account of the Federal Agency.

Deposit Fund Accounts (Liabilities): Established to record moneys that do not
belong to the Federal Government and are not included in the Federal budget.

Funds must meet one of the following three criteria:
1. Withheld by the government for payment of goods and services.

2. Received from outside sources for which the government is acting solely as a
banker, fiscal agent or custodian.

3. Held awaiting distribution based on a legal determination.
Reviews:

Agencies should review deposit funds periodically, but at least quarterly, and
take corrective action as indicated.

a. Reviews should determine whether all moneys held in a deposit fund
account are consistent with the title and legal authority for the account.

b. All deposit fund accounts must have a positive balance.

c. UFC will process appropriate adjustments to correct inconsistencies and





establish procedures to ensure the appropriate use of accounts.

Unclaimed Money (funds held in deposit account for rightful
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1. Treasury checks issued by the UFC and retumed as undeliverable.

2. A refund that cannot be processed because the individual's whereabouts is
unknown.

Appropriate use of Accounts

21F3875.0111 or 96F3875 (budget clearing account)

RGA lease payments for subsequent fiscal year (moved in October to 965090)
Funds withheld from payments for reporting through FEDTAX (Income, FICA,
and Medicare taxes)

True suspense - Unidentified items from the public/government that belong to

the agency.

Mo checks can be issued from 3875.
21X6500.0000 or 96X6500

IRS offsets

EFT rejects

Unavailable Check Cancellations

Recertified Checks (TO database will be used for all districts)

Limited Payability Credits (TO database will be used for all districts)

All overpayments to be refunded to private or federal agencies

True Suspense — Unidentified items that will be ultimately returned to the payer

21X6501.0000 or 96X6501

Performance deposits

Bid deposits for leases before agreement is written

Bid deposits for timber

Bid deposits for contracts before award

Performance bonds

Property taxes

Funds withheld from contracts due to litigation or violation of agreement (i.e.
Davis-Bacon Act)





21R1060.0000 or 96R1060 (Forfeitures of Unclaimed Money and Property)

Unclaimed moneys under $25 held in deposit accounts for more than one year.
20X6133

Unclaimed amounts of $25 or more held in deposit accounts for more than one
year.

21R3210 or 96R3220

Moneys held in deposit or suspense accounts where refund is not appropriate
and correct appropriation cannot be determined.

Duties Assigned to the Disbursing Office:

1.

POC for all requests for disbursements from deposit or suspense accounts.
Point of Contact names provided on Cash Reports Spreadsheet to
supported activities.

Prepare SF1034 for check issue and SF1080 for transfers from accounts.

Certify collections and disbursements for suspense and deposit accounts.

Review Monthly Consolidated spreadsheet prepared by Cash Reports.
Take corrective action in a timely manner if needed.

Research and initiate appropriate action to reduce the balances in suspense
and deposit accounts.

Verify the appropriate use of suspense and deposit accounts as collections
are certified.

Process adjustments needed to correct cash report out-of-balances and
initiate transfers to appropriate accounts as needed or identified.

Duties Assigned to the Cash Reports Office:

. Balance Suspense Subsidiary Accounts to CEFMS General Ledgers

Analyze databases for out of balance conditions; advise disbursing of out of balance
conditions and recommended corrective action.

Maintain Excel Spreadsheets consisting of each item in suspense account with
detailed information





4. Email spreadsheets to P.O.C. at each site monthly, annotate Cash Reports and
Disbursing POCs and phone numbers on each spreadsheet.

5. Consolidate each site into one spreadsheet by suspense account at month end
reconciling each subsidiary account to CEFMS General Ledgers

6. Transfer consolidated spreadsheets to Share drive for Disbursing access and review
by the Deputy Directors

Reporting

Civil

Suspense accounts are reported directly to Treasury Via Goals
Military

1. Suspense accounts are reported directly to DFAS via Delmar 302 file submission
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. Query CEEMIS for Suspense totals and compare to consolidated spreadsheets

3. Edit Acceptance and DO Deposit report are received from DFAS and suspense totals
are compared to grand totals in CEFMS

4. Detailed monthly Suspense Account Report (SAR) is prepared for each FSN and
emailed to DFAS

5. Each SAR report is signed by the Director of Finance and faxed to DFAS






