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I. INTRODUCTION

This manual is designed to inform you about your role in
helping the Agency conduct its business within prescribed spend-
ing levels. Although you may not be an accountant by education
or profession, your job responsibilities each day involve perform-
ing certain key tasks that directly affect the ability of the Agency's
accounting system to serve your organization. This manual 1s

written for you.

1. WHAT IS A SYSTEM ?

A "'system'' usually has three major parts:

A way to put something in
. A way to process what has been put 1n
. A way to get something back
In the accounting system you send spending documents to
your servicing finance office, the data is entered into the computer
for processing, and you get back reports.

2. ACTIONS TO SPEND MONEY SET OUR ACCOUNTING
SYSTEM IN MOTION

To relate the system idea more specifically to you, con-

sider the organization you work for (and others just like it

-1-



throughout the Agency) and the fact that it 1s authorized to spend
money to do its work. It 1is a special action each time the Agency
spends money for something. (The Agency's accountants usually
call these actions "TRANSACTIONS'"). Almost every spending
action has to be documented on some kind of government form such
as a purchase requisition or a travel order. In EPA these spending
documents are the "inputs' to the accounting system. The spending
documents that are most commonly used in EPA are shown in Ap-

pendix B to this manual.

When you have prepared the inputs correctly, it becomes the
Job of the Financial Management Office to make sure that what you
have submitted 1s put into the Agency's computer correctly, that
the computer does its job properly, and that its outputs——reports to

be used by you and your organization—are accurate and timely.

3. YOUR PARTNERSHIP WITH THE FINANCIAL
MANAGEMENT OFFICE

Fundamentally, you and the Financial Management Office
are partners in the vital activity of seeing that the Agency DOES
NOT SPEND MORE MONEY THAN IT HAS AVAILABLE, and 1n
making the Agency's accounting system work the way it should.
(Incidentally, the computer almost never makes a mistake!
When errors occur it usually gets blamed for what some "human
computer'' has done!). Although some people tend to think of an
accounting system as something that only the accountants have

-2-



contact with, by now you probably see that the ''system' really
depends on a lot of key people such as yourself who serve outside
the Financial Management Office. The system is supported by men
and women throughout the Agency, and 1s definitely not some special
activity carried out strictly within the confines of the Financial

Management Office.
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II. YOUR OFFICE---YOUR MONEY

Our nation's pollution problem 1s as complex as 1t 1s wide-
spread. Accordingly, EPA is expected to channel 1ts people and
other resources 1nto a variety of programs carried out all over

the country,

Because pollution is so wide~spread, the Agency maintains

Regional Offices, National Environmental Research Centers (NERC's)
and other Operation Centers that blanket the nation. In some cases
the Agency's activities also involve the oceans, as well as other

countries having pollution problems of mutual interest and concern.

Considering the extent of the pollution problem, both 1n
terms of complexity and geography, it 1s not surprising that a
large number of EPA employees and offices are located outside
the Washington, D. C. area. The problems are such that the
Agency necessarily must have field operations 1n addition to

those conducted by headquarters in Washington.

The above points affect the Agency's operations in many
different ways., Two of the most important are 1n the areas of

work groups and 1n the distribution of money.
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1. THE WORK AND PEOPLE IN EPA

The basic responsibility of the Agency is to prevent, reduce,
and control the problem areas of:
Air pollution
Water pollution

Solid wastes
Pesticides

Radiation
Noise

To cope with these problem areas, our Agency has set up the

following major work groups:
Air and water programs
Categorical programs
Research and monitoring
Enforcement and general counsel
Planning and management
Admanistration and staff offices
Regions /NERC's/Operation Centers

Exhibit I, opposite this page, shows the problem areas each of

the work groups are responsible for.

The major work groups described above represent the way
EPA is organized to do the work. Within the work groups there
are key individuals who share the responsibility to get the job done.
The Agency also has a work plan that determines how much money

will be spent on each problem area in accord with the way Congress



has approved the money to be spent. The key individuals and the

way the work plan is divided is explained in the next paragraphs.

(1) The EPA Administrator

The head of our Agency, the EPA Administrator, is in
charge of planning our programs and seeing that they are
carried out. To help him do these things, he has the aid of

a Deputy Administrator and five Assistant Administrators.

(2) Assistant Administrators

Each Assistant Administrator and the Deputy

Administrator are also known as National Program

Manager(s) (NPM). A National Program Manager is usually
in charge of a specific problem area of pollution, e.g., the

pollution of our country's water.

Each NPM (with a lot of help) devises many different
ways to attack a pollution area. Each way is called a

Program Element.

(3) Allowance Holders

An Allowance Holder is a major money manager for EPA.
Each person who is an Allowance Holder 1s responsible for a
share of the program elements assigned to him by NPM's.

Each share 1s called a Program Subelement,

-6-



The following individuals serve as the Allowance Holders

for EPA:

. Assistant Administrators

. Deputy Assistant Administrators
Regional Administrators
Directors of the National Environmental
Research Centers
Certain special offices

(4) Project Managers (RESPONSIBILITY CENTERS)

Because he must have help to carry out his responsi-
bilities, each Allowance Holder draws upon the assistance

of Project Managers. A Project Manager is usually the

chief of a major division. The Allowance Holder relies on

his project managers to carry out specific subelements.

Because a Project Manager 1s usually a control point
for particular subelements, his organizational unit, e. g.,

division, is also called a Responsibility Center. In all

probability you now work 1n a Responsibility Center (RC).
As you read through the rest of this manual, you will see
that 1t's about how you help your RC control money! - i.e,

Your Office and Your Money !



EXHIBIT II

EPA :
ADMINISTRATOR \ = RESPONSIBLE FOR EVERYTHING

DEPUTY ADMINISTHATOF\
AND - NATIONAL PROGRAM MANAGER
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. ;
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(5) Task Managers

Responsibility Centers commonly have branches and/or
sections that perform key activities related to a subelement.
The subelement work they do may have several different

names such as projects, tasks, etc.

Exhibit II, opposite this page, shows the key individuals
we have talked about and their share of the responsibility for

the work of EPA.

Exhibat III, following this page, shows the Allowance

Holders who are the major money managers, and other in-

dividuals responsible for controlling the money of EPA.

2. HOW YOUR RESPONSIBILITY CENTER GETS ITS MONEY

The money given to an Allowance Holder to spend during a
fiscal year is called an Allowance. The allowance enables him to
incur expenses related to program subelements. The Allowance

also limits how much he can spend for each quarter of the year.

The Allowance Holder in turn will divide the money to the
heads of his various responsibility centers having the capability to
do the work related to particular program subelements. The money

received from the Allowance Holder by the Responsibility Center 1s
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called a suballowance. As in the case of an allowance, the sub-

allowance gives the RC the money needed to cover its spending and

will limit how much it can spend for each quarter of the year.

Although the RC chief may have work groups such as branches
reporting to him, he will not divide his suballowance among them
for the purpose of controlling money. Clearly these work groups
will initiate many spending actions, Nevertheless, the responsibility
for making sure that total spending does not go beyond the suballow-
ance amount is strictly that of the RC chief. In line with this major
responsibility, the RC chief has total authority to approve or dis-

approve any proposed spending action to be charged to his suballowance.

Up to this point, the discussion has described the general
process by which the work and the money is passed from the
National Program Manager to the Allowance Holder and finally to
the Responsibility Center. The following paragraphs will describe

more of the background of this process.

1) Work Plans

Several months before the start of the fiscal year, the

Admunistrator, NPM's, Allowance Holders, and RC chiefs
are involved 1n a major effort to estimate how much money

w1ll be needed to do the work that has to be done. The



end-result of this activity is a document called the Work

Plan., A work plan is very detailed and shows a great deal

of information about how much work must be done, the
number of people needed to do 1t, and the other kinds of

expenses connected with it,

Once the Agency has finalized the work plan, this
serves as the basic guide for determining how much money
each Allowance Holder will receive when the money actually

is made available to spend. The lack of certainty about when
the money will be available is a problem and is discussed in

the next section.

(2) Obtaining Money on July 1

Although the fiscal year begins on July 1, the Congress
normally has not determined by that time the exact amount
of spending authority which it will make available. The
Congress does, however, make provisions to give the
Agency enough spending authority to keep operating.

Usually the amount available to be spent as of that date is

less than originally provided for in the work plan.

Unti1l the Congress officially determines how much

spending authority it will provide for the new fiscal year,
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1t permits the Agency to start spending money on July 1 at
about the same rate as 1t did during the same time 1n the
last fiscal year. This 1s called a "Continuing Resolution"
and is a stop-gap measure until the Congress officially acts

(passes the Agency's appropriation).

(3) How Money Is Distributed

If July 1 arrives and the Congress has not yet passed
the Agency's appropriation, each Allowance Holder must
estimate the amount of money available to him under the
continuing resolution. Next he will notify his RC's that they
have suballowances as of that time in certain specified amounts.
The documentation for the suballowance will probably be his
memo to the RC chiefs, He will also inform the Financial
Management Office (FMO) who will enter the suballowance in-
formation into the computer., The FMO will also provide each
RC chief with other essential information, such as account
numbers. Account Numbers are tools used in the accounting
system to indicate where and how money is being spent. This

and other tools will be discussed more thoroughly later on.
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A little later in the fiscal year the Congress will pass
the Agency's appropriation thereby making its final deter-
mination as to the spending authority available for EPA to
use. At that time the Agency's Budget Office, located in
Washington, will issue formal Advices of Allowance to all
Allowance Holders. These Allowances are entered into the
computer by the Financial Management D‘ivision in Washington,
Upon receipt of this document, an Allowance Holder will
adjust, if necessary, the RC suballowances to agree with
the approved work plan. As before, the FMO is responsible
for entering into the computer the adjustments for each RC's

suballowance,

Had the Congress actually passed the Agency's appro-
priation by July 1, the procedure described in the last para-
graph would have been followed from the outset of the fiscal

year, without the necessity of any subsequent adjustments,

This discussion has given you a glimpse of one of the
functions of an FMQO, You need to know more about his
office. Chapter III, which follows this page, tells you about

his role in the Agency.
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III. YOUR FINANCIAL MANAGEMENT OFFICE

The Financial Management Office 1s a service group. This
means that their basic job 1s to supply financial services to individ-
uals throughout the Agency, especially to the RC. Financial
Management Offices have been established in Washington and 1in
every Region and NERC. A list showing the location of these
offices and the activities they service is included in Appendix B

to this manual.

1. THE WORK OF YOUR FMO

If you had the opportunity to observe a Financial Manage-
ment Office in operation for a few days, you would learn that its

people perform the following tasks:

. Put your spending actions into the computer

. Make sure that the computer processed the in-
put correctly

. Provide you with reports

. Help to get your paycheck on time and in the
right amount

. Examine vouchers from your vendors to see
that payments can be made

. Issue travel advance payments and provide you
travel reimbursement checks
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. File your original spending action documents
. Maintain the Agency's official accounting records

. Prepare special reports required by such
agencles as the U. S, Department of the Treasury

Respond to requests from Allowance Holders
and RC's for special financial studies and reports

As you can see, most of the above services are directed to you and
your office, The Agency believes that they are performed best
when performed locally. This 1s why a major effort was made
during the 1973 fiscal year to provide each region and NERC

location with 1ts own FMO,

The creation of FMO's for each region and NERC means,
of course, that the Agency's service capability for you 1s greater
than ever, if for no other reason than because your FMO 1s, 1n
most cases, convenlent to your office. Of equal importance,
however, 1s the fact that your FMO has been given much greater
access to the Agency's computer. This point is discussed 1n more

detail next.

2. TALKING TO THE COMPUTER

The Agency's computer 1s physically located in Washington,
D.C. To tie in with this facility, each Financial Management

Office has the use of a machine called a terminal, The FMO uses
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1t to talk directly to the computer in Washington, Here are some

of the things the FMO tells the computer:

. Set up a "Bank Account'' for each Responsibility
Center (RC)

. Check the money available to RC's and remember
how much
. Check all spending actions of the RC and remem -

ber the correct ones

. Check the payments made to vendors and remem-
ber them also

. The RC's I serve want regular weekly and
monthly reports of everything I've given you
Even though the computer does not physically sit in the
Financial Management Office, your FMO has just as much access
to it as if that were the case. Exhibit IV, opposite this page,
shows all the servicing finance offices, Each has been provided

a terminal to the computer located in Washington.

3. YOUR OWN FMO + THE COMPUTER = TOTAL SERVICE

Earlier we noted that your prime role in the Responsibility
Center 1s to make sure that your RC does not spend more money
than it has. One of the main reasons why you have the services
of your own FMO (who has a computer service) is to give you the

maximum support you need to perform this role.
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It 1s especially important for you to know that all the FMO
and computer support you need are avallable, in most cases,
right in the building where you work, For all RC's located in the
field, there 1s basically no support that must be obtained from
Washington., By intent, the Agency has equipped each major
field office with a total local accounting and financial service

capability,

4, HELPING ONE ANOTHER

Chapter IV of this manual will spell out 1n detail what an RC
should do to control money. As you review this material you will
be impressed with the amount of attention given to the prevention

of mistakes.

Because you are serving your RC 1t 1s natural that you will
want to avoid making mistakes, Likewise, the FMO's are just as

concerned about not making them.,

In addition to the concern of you and the FMO, there 1s a
third party that 1s concerned about mistakes --- the computer,
The computer without fail does precisely what it has been told to
do; no more and no less. It knows whether what it 1s given 1s
correct or not, When 1t 1s given things that are incorrect, 1t

will reject them and tell the FMO why 1t did so.
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The Agency's system operates in a manner such that 1f you or
an RC make a mistake, 1t should be caught either by the FMO or
the computer, or both. If the FMO makes a mistake, you and/or
the computer are partners in detecting 1it, In the unlikely event
that the computer ever makes a mistake, you and the FMO will have

ways to pick 1t up.

As you can see, what 1s being described 1s a system of
checks and balances. Everyone involved is the beneficiary because
mistakes of any kind cause everyone problems, including the com-

puter,

Of course, of paramount importance 1s the fact that if you
don't like to take anything for granted, you don't have to. This
manual will show you the things at your disposal to assure
yourself that mistakes that anyone has made (including your own)
have been caught and that the information shown on your computer

reports is reliable,
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IV. HOW TO CONTROL SPENDING

This chapter describes the Agency's system for ensuring
that spending 1s kept within required limits. You and your RC
are a critical part of the system. Therefore, your role and the

tools to help you carry it out are described 1in detail.

1. THE ACTIONS TO SPEND MONEY

When the term "'Spending Money' 1s used, it 1s referring to
p g y g

two types of RC actions:

. Commitments
. Obligations

(1) Commitments

Commitments are actions reserving money that probably
will be needed sometime in the future. For example, the RC
estimates that his payroll costs for a three-month period
will be $50, 000. To make sure everybody gets paid he must
set aside this money. He is ''committing' $50, 000 for pay-
roll costs. Only the following types of spending actions,
which are further explained in Chapter V, may be used to

commait money:
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. Grants

. Contracts
. Payroll
. Some purchase requisitions

(2) Obligations

Obligations are spending actions which impose on the
Agency a liability to make payment for a product or service.
Taking our payroll example again, once the commitment for
$50, 000 for three months has been established, salary ex-
penses are incurred as the employees actually work. As
time goes on the commitment decreases as obligations in-
crease, Let's look at the process for the three-month
period:

Step 1--The RC chief determines that he needs $50, 000

for a three-month period for payroll costs.

Step 2--The RC "commits' $50, 000 for payroll.

Step 3--The actual payroll costs (obligations) are:
in the first month $10, 000, second month
$15,000, third month $15,000, The process
would look like this:

Commitment - start $50, 000
Subtract first month obligations -10, 000
Commitment balance $40, 000
Subtract second month obligations -15, 000
Commitment balance $25, 000
+ Subtract third month obligations -15, 000
Commitment balance $10, 000
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EXHIBIT Vv

ENVIRONMENTAL PROTECTION AGENCY

Commitment Notice

NQTE: Preparation and approval of this form does not constitute an obligation of money. The
use of this form 15 intended to guarantee availability of money by reserving it for certain

types of specified transactions.

This commitment transaction in the amountof$ s for:
(whole dollars)
{(__) AGrant (Number )

{__) A Purchase Requisition

(__) A Contract

() July1,19__
(__) October1,19___
(__) January 1,19__
(__) Apnl 1,19 _

(___) Payroll for the Quarter Beginning

(___) Other (Specify below)
SPECIAL COMMENTS OR INSTRUCTIONS:

The amount of money shown above is.
(__) An original commitment
{—_) Anincrease to a previous commitment

{___} A decrease to a previous commitment

Responsibility Center:

Prepared by: Name' Approved by: Signature
Date Date
Phone Phone

FINANCIAL DATA:! (See instructions on reverse of this form before filling out)

Appropriation:
FMO USE I DOCUMENT 0
CONTaa N T ER ACCOUNT NUMBER | OBJECT DOLLAR AMOUNT
a5 le]7 18 9Noli[12[13]1a[1s[16[17[18]19]20{31]32[33]34]35] 36]37]38]30]40]a1]a2[43]44]a5]46|47]a8] a9]50| 51| 52|53{54]55]56
ola|o0 olo olo
o|alo ofo oo
0140 o0 010
olajo olo 0|0




In this case we find that the RC has $10, 000 left over at the
end of the three-month period. The RC chief may use 1t for
something that he needs but at first thought he didn't have

enough money for.

While there are many different documents used by the
RC for obligation actions, there 1s only one that will be
used for commitment actions. These spending documents
are shown and described 1n Appendix B of this Manual., The

major ones are further explained in Chapter V,

THE HELP YOU HAVE

The Agency has developed six tools designed to help the RC

control money., These tools are:

. Commitment Notice

. Document Control Register

. Document Control Number

. Account Number

. Object Class

. Reports From The Accounting System

(1) Commitment Notice

The Commitment Notice 1s an Agency form that has
been designed for use by RC's to officially reserve money.
A sample of this form is shown on Exhibit V, opposite this page.

The Commitment Notice is prepared by you in duplicate and
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ALLOWANCE HOLDER
THE INDIVIDUAL WHD RECEIVES AN
ALLOWANCE FROM WASHINGTON

THE DOCUMENT CONTROL REGISTER AND ITS CONTENTS

RESPONSIBILITY CENTER

THE ORGANIZATION TO WHICH A
SUBALLOWANCE IS OISTRIBUTED

DOCUMENT CONTROL REGISTER

ARECORD OF AC INITIATED FINANCIAL
TRANSACTIONS A BASIC TOOL USED BY AN

APPROPRIATION NO
THE SEVEN DIGIT NUMBER
IDENTIFYING THE SUB
ALLOWANCE APPROPRIATION

SUBALLOWANCE NUMBER

THE NUMBER IS THE COMBINATION
OF THE ALLOWARCE NUMBER ASSIGNED
BY WASHINGTON AND THE RC CODE

EXHIBIT v|

PAGE NUMBER

THE CONSECUTIVE NUMBER
ASSIGNED TO DCR SHEET WITHIN

NEW DOCUMENT CONTROL NUMBER

A SIX DIGIT NUMBER ASSIGNED TO EACH
TRANSACTION AND RECORDED IN THE DCR
BY THE RC TECHNICIAN, SERIAL NUMBER
WITHIN EACH SUBALLOWANCE WHICH
VDENTIFIES THE INITIATING ORGANIZATION
BELOW THE RC OR THE TYPE OF TRANS
ACTION FIRST DIGIT ALPHA SECOND
DIGIT ALPHA OR NUMERIC THIRD THRU
SIXTH DIGIT NUMERIC COUNTER (SERIAL
SEQUENCE) STAYS WITH TRANSACTION
THROUGHOUT ITS LIFE

ASSIGNS DCN, MAINTAINS DCR RC FOR MONEY CONTROL A LOG OF THE SUBALLOWANCE
DOCUMENTS PROCESSED ORGANIZED BY
SUBALLOWANCE APPROPRIATION NO
ALLOWANCE HOLDER OOCUMENT CONTROL REGISTER SUBALLOWANCE NO
RC PAGE NO
NEW REFERENCE | osLicaTion [TRANSACTION ACCOUNT | OBJECT AND TRANSACTION | AVAILABLE AVAILABLE BALANGE
DOCUMENT | DOCUMENT | Sootommt DATE DESCRIPTION NUMBER | susossecT | FOL° AMOUNT BALANCE
CONTROL CONTROL NUMEER CLASSES (GFTIONAL AN DPTIONAL COLUMN WHICH INDICATES
NUMBER NUMBER c|o » THE AMOUNT OF MONEY REMAINING

BALANCE ronwmn/‘ / /'

l

[ [ / /

/ Ia
{ \\

REFERENCE DOCUMENT
CONTROL NUMBER

A DCN RELATED TO A PREVIOUSLY
RECORDED TRANSACTION IS ONLY
USED TO RECORD FOLLOW-UP TRANS
ACTIONS ASSOCIATED WITH INCREASES,
DECREASES FOR BOTH COMMITMENTS
AND OBLIGATIDNS THIS IS NEVER

A NEW DCN

OBLIGATION DOCUMENT
NUMBER

A COLUMN USED TO RECORD
THE BASIC IDENTIFYING
NUMBER OF THE 08LIGATION
DOCUMENT

TRANSACTION DATE
THE CALENOAR MONTH DAY AND YEAR
ON WHICH THE TRANSACTION (S
RECORDED

DESCRIPTION
A COLUMN WHICH 1S USED TO RECORD
SPECIAL INFORMATION

ACCOUNT NUMBER
A TEN DIGIT NUMBER WHICH IDENTIFIES
THE LEVEL FOA WHICH SPENDING CAN
BE ANALYZED

OBJECT AND SUBOBJECT CLASSES

BOTH ARE TWO DIGIT NUMBERS THE OBJECT
CLASS IDENTIFIES THE GENERAL EXPENSE
TYPE FOR WHICH MONEY IS SPENT THE
SUBODBJECT CLASS IS AMORE DETAILED
EXPLANATION OF THE EXPENSE TYPE

IN A SUBALLOWANCE THAT CAN BE
COMMITTED OR DBLIGATED IF UTILIZED
THIS BALANCE PROVIDES A MEANS BY
WHICH MONEY AVAILABIUTY CAN BE
DETERMINED BY USING A CUT OFF DATE
THIS BALANCE CAN BE COMPARED

WITH THE AVAILABLE BALANCE AS
SHOWN ON FINANCIAL REPORTS

TRANSACTION AMOUNT
THE DOLLAR AMOUNT (CENTS OPTIONAL)
OF THE LINE ITEM TRANSACTION USED TO
RECORD THE LINE ITEM AMOUNT OF
BOTH COMMITMENTS AND OBLIGATIONS

FOLIO

IN THE BLANK COLUMN PLACEA €
FOR COMMITMENT OR AN Q' FOR
OBLIGATION WHEN THE ENTRY IS
RECORDED PLACE A CHECK MARK
{AINTHE C OR O COLUMN WHEN

YOU HAVE VERIFIED THAT THE
TRANSACTION IS IN THE ACCOUNTING
SYSTEM




the original is sent to the FMO to enter the information in
the computer. A more detailed explanation on how to complete

the form is provided in Section 5.

(2) Document Control Register

The Document Control Register (DCR) is a book that
serves as a record of RC-initiated spending actions. The
DCR 1s maintained and used by the Responsibility Center
only, and 1s a basic part of the system of keeping track of
the action from the time the RC initiated the spending docu-

ment to when the FMO will pay the bill.

The basic idea of the DCR 1s to give each RC the
capability to:
. Check that spending actions have been entered
into the computer correctly

. Follow each spending action through the ac-
counting system

. Keep a running balance (1f desired) of money
available for spending
Txhibit VI, opposite this page, shows you the basic
points about the DCR. Note that each part is identified and
explained. The Document Control Number, Account Number,
and Object Class codes are further explained in the follow-

ing paragraphs (3) through (5). It 1s important that you
-921-



EXHIBIT VII

SIX DIGIT DOCUMENT CONTROL NUMBER (DCN)

THE FIRST DIGIT IS ALWAYS A LETTER OF THE ALPHABET THAT
IDENTIFIES AN ORGANIZATIONAL UNIT WITHIN YOUR RESPONSIBILITY
CENTER; FOR EXAMPLE A CERTAIN BRANCH MIGHT BE IDENTIFIED

“C"” AS SHOWN ABOVE. THE CODES WILL BE ASSIGNED BY THE RC

CHIEF AND THE FMO. YOU WILL BE PROVIDED THIS LIST BY THE
FMO

CAUTION

BE SURE NEVER TO USE A DCN WITHOUT
RECORDING THE TRANSACTION IN THE
OCR. THIS COULD CAUSE DUPLICATE
NUMBERS AND CAUSE EVERYONE A LOT
OF PROBLEMS

THE SECOND THROUGH THE SIXTH DIGITS ALWAYS INDICATE THE
ORDER IN WHICH THE TRANSACTIONS WITHIN EACH SUBALLOWANCE
WERE NUMBERED AND PROCESSED. TOGETHER THESE DIGITS FUNCTION
AS A COUNTER. AT THE START OF EACH FISCAL YEAR, ON JULY 18T,
ALL THE COUNTERS READ ZERDO, 1.e., 00000. AS EACH COMMITMENT OR
OBLIGATION TRANSACTION IS PROCESSED, THE COUNTER IS ADVANCED
AND THE NUMBER (COUNT) ENTERED ON THE TRANSACTION DOCUMENT.
IN THE ABOVE EXAMPLE THE COUNTER, DIGITS 2-6, READS '60349".

YOU OBTAIN THE DCN FROM THE SUBALLOWANCE DOCUMENT CONTROL

REGISTER BY ADDING 1 (ADVANCING THE COUNTER) TO THE LAST NEW
DCN RECORDED

CAUTION

SPENDING ACTION OOCUMENTS WITHOUT
A DCN WILL BE REJECTED BY THE
FINANCIAL MANAGEMENT OFFICE AND/OR
THE PROCUREMENT OFFICE AND WILL BE
RETURNED TO YOU FOR COMPLETION




become familiar with the make-up of the DCR because later

on you will read how 1t 1s used 1n a number of specific ways.

(3) Document Control Number

A Document Control Number (DCN) must be entered
on every spending action document and serves the following

purposes:

. Shows that you have made a check to see that
money 1S avallable to cover the spending action,
A spending document without a DCN will be
rejected by the finance office and/or the procure-
office and will be returned to you for completion.

. Creates a permanent link between each DCN you
record on the Document Control Register with
the spending actions subsequently listed on
reports produced by the computer.

. Gives each spending action processed by the
Agency's computer a unique 1dentification number,

Exhibit VII, opposite this page, shows the makeup of
the Document Control Number (DCN) and explains each

part of it. Your attention i1s called to the "caution' signs.

The spending documents in Appendix B show where
the fiscal codes are entered on each document. The DCN 1s

entered by you and must always be entered as the second

number 1n the sequence of fiscal codes.
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LNTHBIT v

THE 10 DIGIT ACCOUNT NUMBER PROVIDES 6 TYPES OF CODED INFORMATION

ISTOIGIT 2ND, 30D & 4TH DIGITS STH & 6TH DIGITS 8TH & 9TH DIGITS 10TH DIGIT

SOURCE YEAR OF FUNDING PROGRAM ELEMENT ALLOWANCE RESPONSIBILITY CENTER SECTION OF LAW LOCAL OPTION
SERIAL ND HOLOER
IDENTIFIES THE FISCAL YEAR o EACHPROGRAM ELEMENT IS o THE INDIVIDUAL WHO RECEIVES « THE INDIVIDUAL WHO RECEIVES « ACODE THATPROVIDES A » USED TO MEET THE NEEDS
THE MONEY BEING SPENT WAS IDENTIFIED BY A UNIQUE AN ALLOWANCE FROM WASHINGTON A SUBALLOWANCE FROM THE REFERENCE TO A LAW THAT OF YOUR R C SUCHAS A
ORIGINALLY MADE AVAILABLE SERIAL NUMBER ALLOWANCE HOLDER USUALLY GOVERNS THE APPROPRIATION - BRANCH CODE GR
TO THE AGENCY — 210 IDENTIFIES AGENCY s THE INDIVIDUAL RESPONSIBLE A DIVISION OR LAB DIRECTOR _ 99 THIS CODE IS USED WHEN - PROJECT CODE
MANAGEMENT FOR DOING THE WORK COVERED ~ CIDENTIFIES THE DIVISION SECTION OF LAW CODE IS NOT
THE COBE IS UPDATED EACH UNDER A SUB-ELEMENT OF FINANCIAL MANAGEMENT APPLICABLE » THIS CODE IS ALWAYS USED
FISCAL YEAR TO INCLUDE NEWLY s EACH SERIAL NUMBER RELATES — 18, 10ENTIFIES THE OFFICE IN CONJUNCTION WiTH THE
AUTHORIZED MOKEY TO AN APPROPRIATION OF AESOURCES MANAGEMENT CODES FOR
— ‘4 IDENTIFIES FISCAL YEAR - IN THIS CASE AGENCY 8 — ALLOWANCE HOLDER &
1974 REGIONAL SUPPORT 6340105 - RESPONSIBILITY CENTER

— 1 IDENTIFIES FINANCIAL
SYSTEMS BRANCH



It 1s important that you record the spending action 1n
the DCR immediately after the DCN is entered on the spend-
ing document, A thorough explanation of how to record

spending actions in the DCR 1s provided in Section 4,

(4) Account Number

The Account Number 1s a ten-digit number which con-
tains six types of information as shown on Exhibit VIII, on
the opposite page. As you can see from the exhibit, the
Account Number is a shorthand way of expressing a great

deal of information about each spending action.

The monies that Congress gives EPA are called
appropriations. Each appropriation is an Act of Congress
-- a law. Because the appropriation is a law, 1t must be
obeyed. Therefore money can only be spent for the specific

purposes authorized in the law.

When you record the Account Number on a spending
document you say in effect: ''This is the specific purpose of,
and the legal authority for, this spending action''. Recording
correct account numbers offers the following advantages:

Indicates the legal authority and purpose of the
spending action 1n a coded form
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. Provides the capability to make a variety of
meaningful summarizations of financial informa-
tion on the computer reports distributed to:

- Responsibility centers

- Allowance holders

- Financial Management Officers
- Headquarters management

. Provides means for accumulating financial data
in ways to support the requirements for:

- Program planning and control
- Budgeting
- Accounting

Recording an invalid or wrong Account Number has the

following effects:

. Makes the spending action appear 'illegal”
. Delays the processing of the action
Temporarily distorts the computer reports
. Increases your work since you must go back to
your records and supply the correct Account
Number
IT IS IMPORTANT THAT THE ACCOUNT NUMBER YOU
RECORD IS CORRECT AND HAS BEEN AUTHORIZED FOR
YOUR USE BY THE FINANCIAL MANAGEMENT OFFICE.

A detailed explanation of how Account Numbers are obtained

and used is provided in Chapter V.
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The Account Number actually reduces your work, The
six types of information provided by the Account Number
must be recorded with each spending action, Without the
Account Number, you would have to write out on each spend-
ing document all of the information required. Recording this

required information with the correct Account Number then

1s really a shortcut,

(6)  Object Class

Object classes are a group of standard two-digit
uniform Federal codes used to categorize spending actions
by the type of product or service commonly referred to as
expenses. These broad categories indicate the general
type of expense, e.g. 1100 personnel compensation. In
order to provide more detail about the item, a two-digit
subobject class code is attached to the right of the object

class code, e.g. 1153 overtime pay.

Object class information is important to your RC and
is required in the monthly reporting of obligations to the
Department of the Treasury. Object class summarizations
are also used when the Agency supplies information for

Congressional hearings and for the President's budget.
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All obligation actions are required to have both an
object class and subobject class recorded on the spending
document. You will record only the major object class on
the Commitment Notice; the subobject class has been pre-

printed with two zeros (00).

All of the valid combinations of object and subobject
class codes are i1dentified in Appendix A of this Manual, A
brief description of each classification is also 1ncluded 1n
the Appendix. While EPA's predecessor organizations may

have used different codes, it 1s essential that you use only

those codes listed in Appendix A,

(6) Reports From The Accounting System

Chapter I of this manual emphasizes that you put
spending information in the accounting system and that the
accounting system responds by giving you back this infor-

mation summarized 1n meaningful ways.

You will receive at least the following three basic

computer generated reports:

. Transactions To Be Verified - Weekly
. Report of Money Available - Weekly
. Document Control Register - Monthly
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ENVIRONMENTAL PROTECTION AGENCY EXHIBIT IX
TRANSACTIONS TO BE VERIFIED
FOR THE WEEK ENDING

APPROPRIATION
ALLOWANCE HOLDER
SUBALLOWANCE NUMBER

FINANCIAL MANAGEMENT
(TITLE) REPORT NUMBER____

DATE PREPARED

RESPONSIBILITY CENTER (TITLE) PAGE
DOCUMENT OBLIGATION BATCH
CONTROL DOCUMENT ENTRY ACCOUNT 0BJECT BATCH SEQUENCE TRANSACTION
NUMBER NUMBER DATE NUMBER CLASS NUMBER NUMBER CODE COMMITMENTS OBLIGATION
DATE THE TRANSACTION WAS AMOUNT OF TRANSACTION
PROCESSED BY THE FMO ENTERED INTO THE COMPUTER
THE NUMBER ASSIGNED BY THE
FMO TO A GROUP OF TRANS-
ACTIONS ENTERED INTO THE
COMPUTER
A WEEKLY REPORT, THAT LISTS ALL THE SPENDING
ANUMBER ASSIGNED BY THE ACTIONS PROCESSED BY THE COMPUTER SINCE THE THE CODE ASSIGNED BY THE FMO
COMPUTER TO EACH TRANS- LAST REPORT. THE PURPOSE OF THE REPORT IS }g,JEELL THE C°MCP‘{T§“ TE:‘NEG
ACTION FOR THE GROUP BEING TO ENABLE YOU TO CHECK THAT THE FINANCIAL TR O e ANSACTION B
PROCESSED MANAGEMENT OFFICE AND THE COMPUTER — 040 FOR COMMITMENTS
PROCESSED CORRECTLY THE SPENDING ACTIONS — 050 FOR OBLIGATIONS
YOU SUBMITTED.




The format and explanation of each of the above reports 1s
shown on Exhibit IX, opposite this page, and Exhibits X

and XI, following this page. Succeeding sections in this
chapter explain each of these reports in detail, and show how
they can be used as tools to assist you in carrying out your

responsibilities.,

3. ESTABLISHING THE DOCUMENT CONTROL REGISTER

Before any spending decisions can be made your RC must

have the following:

. A suballowance, i.e., money to cover spending
actions

. A list of valid account numbers for use with the
suballowance

. A list showing the codes assigned to subunits of

your RC, corresponding to the task managers,
for use with every DCN

. A list of valid object class codes. (See Appendix
A of this manual, )

. A Document Control Register

The first step you must take is to establish a DCR for each
suballowance provided to your RC. The appropriation, Allowance
Holder, and suballowance codes are entered at the top of each page
of the DCR. This is especially important 1f you are responsible

for recording spending actions for more than one suballowance.
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APPROPRIATION

ALLOWANCE HOLDER mTLE)
RESPONSIBILITY CENTER MTLE)
SUBALLOWANCE MONEY

NUMBER AUTHORIZED MINUS

TOTALS FOR R/C

TOTAL FOR AH

ENVIRONMENTAL PROTECTION AGENCY
WEEKLY REPORT OF MONEY AVAILABLE
FOR THE RESPONSIBILITY CENTER

AS OF

TOTAL MONEY
OBLIGATIONS EQUALS UNOBLIGATED MINUS

OPEN

COMMITMENTS

- A WEEKLY REPORT THAT SHOWS THE AVAILABLE
BALANCE OF MONEY FOR EACH SUBALLOWANCE
YOUR RESPONSIBILITY CENTER HAS CONTROL
OVER THE PURPOSE OF THE REPORT IS TO SHOW
YOU HOW MUCH MONEY IS AVAILABLE FOR
SPENDING ACCORDING TO THE OFFICIAL
ACCOUNTING RECORDS

EQUALS

EXHIBIT X

FINANCIAL MANAGEMENT
REPORT NUMBER __

DATE PREPARED
PAGE ___

MONEY
AVAILABLE




LEXHIBIT XI

ENVIRONMENTAL PROTECTION AGENCY
DOCUMENT CONTROL REGISTER
FOR THE MONTH ENDING

FINANCIAL MANAGEMENT
APPROPRIATION REPORT NUMBER _____
ALLOWANCE HOLDER (TITLE) DATE PREPARED
SUBALLOWANCE NUMBER PAGE ____
RESPONSIBILITY CENTER (TITLE)
DOCUMENT OBLIGATION ORIGINAL SERVICING CURRENT

CONTROL DOCUMENT ENTRY FINANCE ACCOUNT OBJECT OPEN TOTAL PAYMENTS MONTH

NUMBER NUMBER DATE OFFICE NUMBER CLASS COMMITMENTS OBLIGATIONS MADE ADJUSTMENTS REMARKS

A MONTHLY REPORT THAT SUMMARIZES THE
STATUS OF EACH DOCUMENT CONTROL
NUMBER AND INDICATES ALL OF THE NET
CHANGES IN THE AVAILABLE MONEY BALANCE
DURING THE MONTH THE PURPOSE OF THE
REPORT IS TO ENABLE YOU TO COMPARE THIS
INFORMATION WITH CORRESPONDING FIGURES
KEPT ON YOUR DOCUMENT CONTROL REGISTER

RESPONSIBILITY CENTER MONEY AUTHORIZED $ —
EVERY FMO IS IDENTIFIED THE ADJUSTMENTS THAT AFFECT LESS OBLIGATIONS
BY ANUMBER THE NUMBER THE MONEY AVAILABLE SUCH AS UNOBLIGATED BALANCE
OF THE FMO IS RELATED TO - ;HE FIN:L PAYMENT FOR A LESS COMMITMENTS
EVERY TRANSACTION URCHASE ORDER WAS LESS
ENTERED INTO THE COMPUTER THAN THE OBLIGATION AVAILABLE BALANCE-END OF MONTH —_—
A LIST OF FMO'S, THEIR NO, AMODUNT RECORDED THIS
AND THE OFFICES THEY SERVICE WILL INCREASE THE MONEY
IS INCLUDED IN APPENDIX B AVAILABLE TO SPEND




DOCUMENT CONTROL REGISTER

APPROPRIATION NO

SUBALLOWANCE NO _A40D4 N4 L

|

68 X 0108

EXHIBIT XII

ALLOWANCE HOLDER o4
ae  WHTER RoslAnS Puision PAGE NO
NEW REFERENCE
pocuMent | DOCUMENT | QBLISATION frpansacrion DESCRIPTION ACCOUNT QBIECT AND| FOLIO | rpansacion |  AYALARLE
I:“(:INJ:EORL cNDU"J:EOHL o aEn DATE NUMBER CLASSES [c[v] AMOUNT (OPTIONAL)
AT THE START OF THE FISCAL
BALANCE FORWARD 0| —~f®———_| YEAR THERE IS NO BALANCE
BROUGHT FORWARD RECORD
/ 7 —1-72 |susaccowance - 157 grg — ~+ v (20,000 |-)] Zgooe | _ A ZERO
— /— 8-0-]73 |pEfREASE "TQTR SUBALLOW —\ \ 19 \ooo| — /,00d —

\

\
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/

\
\

|

|
|
|
|
/
|

|
l
|
I
|

|
|
l

|
|
|
|
|

|
|
|
|
|

\

\
|
\
\
I

/

/

SUBALLOWANCES ARE RECORDED BY THE
FMO IN THE AUTOMATED ACCOUNTING
SYSTEM, DOCUMENT CONTROL NUMBERS
ARE NOT USED FOR RECORDING SUB
ALLOWANCES

l 2 ENTER THE CURRENT DATE AS THE TRANSACTION
DA

P

ENTER THE "SUBALLOWANCE"” AND THE EFFECTIVE

PERIOD IN THE DESCRIPTION COLUMN

APPLY

4 ACCOUNT NUMBER AND OBJECT CLASS DO NOT

5 ENTER A CHECKMARK (4 IN THE LEFTMOST
FOLIO COLUMN WHEN YOU HAVE VERIFIED
THAT THE CORRECT AMOUNT HAS BEEN
ENTERED INTO THE COMPUTER THE
AMOUNT WILL BE SHOWN OF THE
‘WEEKLY REPORT OF MONEY AVAILABLE’

FOR SUBALLOWANCES DISTRIBUTED TO THE RC,
ADD THE TRANSACTION AMOUNT TO THE
AVAILABLE BALANCE FOR DECREASES IN
SUBALLOWANCES, SUBTRACT THE TRANSACTION
AMOUNT FROM THE AVAILABLE BALANCE

6 ENTER THE DOLLAR VALUE OF THE SUBALLOWANCE
IN THE TRANSACTION AMOUNT COLUMN PLACE
PARENTHESIS AROUND THE AMOUNT WHEN THE
SUBALLOWANCE INCREASES MONEY AVAILABLE

7 A DECREASE OF A SUBALLOWANCE DECREASES
THE AVAILABLE BALANCE

HOW TO RECORD A SUBALLOWANCE




Exhibit XII, opposite this page, shows how to record the
original suballowance i1n the DCR. Having recorded the sub-
allowance, you are ready to record spending actions (which 1s

explained 1n the next section).

How to record an adjustment to a suballowance is also
shown on Exhibit XII, The 1llustrated case 1s a decrease to a
suballowance. An increase to a suballowance 1s recorded in the
same manner as recording the original suballowance received at

the start of the fiscal year.

4, SPENDING ACTIONS AND THE DOCUMENT
CONTROL REGISTER

The 1ntent to keep a manual record of spending actions is
usually more a precaution taken on the part of individuals re-
sponsible for money, in the event that today's sophisticated and
computerized accounting systems do not meet their needs. The
accounting system for EPA was designed to meet the needs of
your RC and the needs of other people such as the Allowance
Holder and the Administrator of EPA, This 1s what we have been
leading up to in this manual. The accounting system serves many
people from only one source of information--the spending actions
you send to the FMO which he enters into the computer. The ac-
counting system will continually be developed to better meet the

needs of your RC.
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We have shown you that in fiscal year 1973 Washington,
Regional Offices, and NERC's have established a local servicing
finance office and have been provided a terminal to talk to the com-
puter in Washington. In effect, each location has its own system
and in fiscal year 1974 each RC may expect weekly reporting and
other additional services, This should have some effect on the
option your RC elects regarding the extent to which you will keep

a manual record of spending actions.

Your RC chief has three options to choose from. Optionl
requires the least amount of manual recordings, whereas

Option 3 requires the greatest amount.

Each of the three options available to him are discussed in
detail on the next two pages. Your RC chief will advise you

of the option he has selected.
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OPTION 1

Control spending actions solely by assigning DCN's and
utilize the basic three reports, described earlier, to determine
1f money 1s available prior to processing spending actions., In
this case only the first four columns of the DCR are utilized.

NEW REFERENCE

DOCUMENT DOCUMENT OBLIGATION

CONTROL CONTROL DOCUMENT TRANS.,
NUMBER NUMBER NUMBER DATE

The purpose here is to make sure that documents and DCN's
are controlled and duplicate DCN's are not used. This can be
done by making sure that this section of the DCR is completed as
soon as a DCN is assigned. If this option is elected, the steps to
be followed for recording transactions are the same as shown on
Exhibit XIII, opposite page 31, except you will use only the columns
shown above. A copy of the documents would be held in the pend-
ing file until the transactions were checked to make sure they
were entered correctly into the computer.

OPTION 2

Keep a manual record of all spending actions and rely on the
same basic three reports, described earlier, to determine if
money 1s avallable prior to processing spending actions. In this
case every column in the DCR is utilized except the 'Available
Balance' column,

The purpose here might be to have a more detailed report
to check that spending actions have been entered into the computer
correctly, Whether option 1 or 2 is elected, 1t 1s important that
you keep a copy of every spending action processed by your RC.

If this option is elected, the steps to be followed are the same as
shown on Exhibit XIII, opposite page 31.
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STEPS YO BE FOLLOWED FOR RECORDING SPENDING ACTIONS

DOCUMENT CONTROL REGISTER

APPROPRIATION

EXHIBIT XIII

69 x 0108

ALLOWANCE HOLDER o4

ac Widter

PAGE MO

LLOWANCEND __ 404N4 L
\

REFERENCE
OOCUMENT
CONTROL

WEW
DOCUMENT
CONTROL

0BLIGATION
OOCUMENT

TAANSACTION
NUMBER OATE

ACCOUNT

DESCRIFTION
NUMBER

OQRIECT AND
SUB OBJECT
CLASSES

FoLIQ AVAILADLE

[cT°]

TRANSACTION
AMOUNT

7-1-713

SUBALLOWANCE (D W]

v £ 20000 |

aTE 3

P
—LMCOUN'I NUMBER -

_’K—\J

\-——-—«.-——/—'-ﬂ\l\—/“'

\’_‘—/

THE LIST OF ACCOUNT

Y THE FMO TELLS YOU WHICH DCRTO USE |

[ree or

I
Canimem)

1000] o4 SUBALLOWANCE

2 THE APPROPRIATION ON THE DOCUMENT MUST Bf THE SAME AS THE

]

3 OBJECT CLASS -

GALY A VALID QBIECT CLASS MAY BE USED 1

CHECK APPENDIX A

L 4 AMOUNT -

/

(S THERE ENOUGH MONEY? J—

4 BRANCHOIFICE

& DN/ T T

A

/.

§ OODCURENT CONTROL MUMBER TQ BE USED -

IBENTIFY THE BRANCH AND FIND THE
BRANCH CODE PROVIDED BY THE FMO

FIND THE NEXT OCN SERIAL NUMBER TO
BE USED FROM THE OCR (N THIS EXAMPLE
THE FIRST NUMSER I$ USED

XXX IMPORTANT XXX ASSIGN DCN TO DOCUMENT
& RECORD IN DCR

[ 6. DATE - THE DATE YOU ASSIGN THE OCN

| T IFTHISIS A COMMITMENT ACTION PREPARE COMMITMENT NOTICE ]
RIBED 1 13 CH i

4 OBTAIN RC'S APPROVAL ON THE SPENDING ACTI10N DOCUMENT

€ FUNOR LESTED (N ITEM 7 ARE AVAILABLE
AND ®ESERVID

BaTe

708 MOCURIAI

CoNTRACT

NG

& roNT rievia

SEND AEQUISITION TQ THE PROCUREMENT OFFICE
SEND COMMITMENT NOTICE TO THE FNO <

7-2-13 v
T Z LABORATORY SumpLiEs,

4147041992 26 |00

V,DUD oo

USE THIS COLUMN
ONLY WHEN RECORDING
ORIGINAL TRANSACTIONS
WHEAE A NEWOCH
HAS BEEN ASSIGNED

USE ONLY WHEN
AECORDING
CHANGES TO
ORIGINAL
ACNONS

LEAVE BLANK
FOR COMMITMENT|
ACTIONS

[ -

[
!

USE ONLY MAJOR
OBJECT CLASS FOR
COMMITMENTS
THE 4 DIGIT ORJECT
CLASS IS RECORDED
FOR OBLIGATIONS
THIS MAY AEQUIRE

MORE THAN ONE LINE

FOR A DCN

USE €~
TO IOENTIFY THAT
THIS IS A COMMITMENT

AECORDING
OBLIGATIONS




OPTION 3

Keep a running balance of money available and a manual
record of all spending actions. In the event your RC chief elects
this option, every column in the DCR is used. It is for this pur-
pose that the DCR has been designed and if you follow the instruc-
tions in the next paragraphs your work will not be difficult.

2. STEPS TO BE FOLLOWED FOR RECORDING TRANSACTIONS

By this time you know that all spending actions are given to
you for processing. You also know that you need the following

tools before you can record spending actions in the DCR:

. A Document Control Register established for
each suballowance for your RC--PREPARED
BY YOU.

. A 1list of valid Account Numbers special to each

suballowance--PROVIDED BY YOUR FMO.
. A list showing the alphabet codes assigned to
the subunits of your RC who will initiate spend-

ing actions--PROVIDED BY YOUR FMO.

. A list of valid object class codes--APPENDIX A
OF THIS MANUAL.

. A sample of spending documents showing what
and where the accounting codes are to be re-
corded--APPENDIX B OF THIS MANUAL.

Exhibit XIII, opposite this page, shows how all of the above
tools are used to record an original commitment 1n nine (9) easy
steps., IT IS IMPORTANT THAT YOU FOLLOW THE STEPS IN
THE SEQUENCE THEY ARE GIVEN. Failure to do so may

cause you extra work.
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In completing the steps, the following additional information

should prevent mistakes that would cause problems later on.

Step 1--If the Account Number 1s 'INVALID' for your

RC, have the imitiating office review the spending action and
assign a valid number, THE COMPUTER WILL REJECT
ANY TRANSACTION WITH AN INVALID ACCOUNT NUMBER.

Step 2--If the appropriation is not the same as the appro-
priation on your DCR, have the initiating office review the
spending action for a possible wrong Account Number or
appropriation.

Step 3--If the object class is INVALID when compared to
Appendix A, assign the valid code if you can, or have the
initiating office review the spending action and assign a
valid code. THE COMPUTER WILL REJECT ANY TRANS-
ACTION WITH AN INVALID OBJECT CLASS CODE.

Step 4--Naturally, if there is not enough money to process
the spending action, consult your RC chief, Make sure the
amount 1s legible to avoid mistakes by the FMO,

Step 5--The critical nature of the DCN has been previously
described. Two important notes are:

SPENDING DOCUMENT WITHOUT A DCN WILL BE RE-

JECTED BY THE FINANCE OFFICE AND/OR THE PRO-
CUREMENT OFFICE AND WILL BE RETURNED TO YOU
FOR COMPLETION.

TO AVOID ASSIGNING DUPLICATE DCN'S ALWAYS BE
SURE TO RECORD THE SPENDING ACTION IN THE DCR
WHEN A DCN IS USED.

Step 6--The date of the spending action will be a guide to
use to determine when a commitment should have changed
to an obligation or to question why the FMO has not entered
the transaction in the computer, Contact the FMO 1if he has
not processed spending actions over ten days old--he prob-
ably did not receive the spending document.
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Step 7--You need to understand the instructions contained
in Chapter V to determine whether the spending action 1s a
commitment or obligation. Some general comments about
the only spending actions to be treated as commitments are
provided below:

GRANTS-- All grants are treated as commitments be-
cause the review process usually takes a long time
before the Allowance Holder signs the grant agree-
ment which then becomes an obligation. You probably
will not see the signed agreement. You will know 1t 1s
an obligation when the transaction 1s reported to you
on the weekly listing to be verified.

PAYROLL--Your chief draws upon the support of the
FMO to develop a good estimate of the payroll com-
mitment to record in the DCR. It will be important
for you to review the actual payroll charges against
the estimates that are established.

CONTRACTS--All contracts are treated as commit-
ments. They are processed similarly to grants.,

SOME PURCHASE REQUISITIONS--Special criteria
has been developed to determine when a purchase
requisition should be treated as a commitment. A
purchase requisition 1s sent to procurement where
they actually purchase the product by i1ssuing a
'PURCHASE ORDER TO A VENDOR', Procurement
will send a copy of the purchase order to you and the
FMO. The FMO will enter the information into the
computer., If the purchase order 1s related to a
requisition that you commaitted, you do not record
anything in the DCR. The purchase order 1s your
signal that the transaction will appear as an obligation
on your next weekly listing of transactions to be veri-
fied. If the purchase order 1s not related to a commit-
ment you will have recorded only the DCN and the date
in the DCR. On the basis of the Purchase Order,
record the remaining information in the DCR. The
criteria established for treating purchase requisttions
allows the flexaibility for not committing spending
actions that will become obligations i1n a day or two.
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ENVIRONMEMNTAL PROTECTION AGENCY
EXHIBIT XIV

Commitment Notice

NOTE  Prepaation and opoeroval of this form do2s not constitute an obligation of money The
use of this form 1s intended to guarzntee availubility of money by reserving it for certain
types of specified transactions

This commitment transaction in the amount of $ /000 is for:
{whole dollars)
(__) AGrant (Number )

() A Purchase Requisition
{(__) A Contract

() July1,19__
{___) October 1, 19__
(___) January 1,19__
() Aprii 1,19 __

{___) Payroll for the Quarter Beginning

(___) Other (Specify below)
SPECIAL COMMENTS OR INSTRUCTIONS:

The amount of money shown above is:
(") An original commitment
(__) Anincrease to a previous commitment

(___) A decrease to a previous commitment

Responsibility Center- MEMM&&WW
Prepared by N_ammm Approved by. Signature k BMZ
Date 7-2-73" Date2-2-73

Phone $68-/220 Phone_58%~-/22%

FINANCIAL DATA: (See instructions on reverse of this form before filling out)

Appropnation; - _62)(0/00
FMO USE A Te— N
CONTROL AU 3R ACCOUNT NUMBER | 28] DOLLAR AMOUNT
] T
215167 a]ololrtTi2iaiatisfishafisf19iz0l31]32]33[34135738737733]39]a0la 11221431 sa{a5]agla7] 231 a0 50l 51752755 557551 5

o|+lo| | |aldaaslel/|dalddilalglaldgle | | 1 lolololol®

—_— —

014]0 '0j0 ; !

| I
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i | 1%

1]!
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Exhibit XIV, opposite this page, shows how the Commit-
ment Notice would be prepared for the example used in

Exhibit XV, following this page.

A1l other spending actions will be recorded as obli-
gations, The minor differences for recording commitments

and obligations are discussed 1n the next section,

Step 8--The RC chief must authorize all spending actions,

Step 9--Send the processed spending actions to the appro-
priate office. In the example the requisition is sent to the
procurement office and the spending action (Commitment
Notice)is sent to the FMO, Spending actions should be sent
to the FMO the same day they are processed.

HOW TO RECORD COMMITMENTS AND OBLIGATIONS

In the previous section we have actually showed how to

record an original commitment. The only possible spending

actions to be recorded in the DCR are:

. Commitments
- Original
- Increase
- Decrease
. Obligations
- Original

- Increase
- Decrease
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THE ORIGINAL
TRANSACTION
IS MARKED WITH
THE PAGE NO
WHERE AN
INCREASE OR
DECREASE IS
RECORDED
NOTE 2

NOTES

NONE

1AND 2

1,2AND 3

4ANDS

4 5AND 6

HOW T0 RECORD COMMITMENTS AND DBLIGATIONS

DOCUMENT CONTROL REGISTER
APPROPRIATION G¥Xzs =

ALLOWANCE HOLDER
0 o4 SUBALLOWANCENQ __ #o# ¥ 2

EXINBIT XV

INDICATES THE AMOUNT
1S TO BE ADDED TQ THE
AVAILABLE BALANCE

AN ENTRY FOR AN ORIGINAL

RC  Lfare~ 7 Dovesson
rograms Divrsse PAGE NO z
NEW REFERENCE TRANS AVAILABLE
oocument | pocument {QEUESTON aemon | Geccmierion ACCOUNT | SEETAND | FoLIO TRANSACTION FUND
CONTROL contaoL | OuLURED DATE NUMBER CLASSES AMOUNT BALANCE
TRANSACTION NUMBER NUMBER c]o (OPTIONAL)
RECORDED NEALANCE FORWARD {
——————— Y
SUBALLOWANCE ISSUED m JL l 7-/ 7.d.s‘..;./...m_ /"4 — | - r h’L—[ I {20, ovo [9 20,000 | —
- Y
_oniginaL cammTvenT | | 0000/ | |72 P 7-2- 703 Varctae By G oh /570viotd o2 | 00 | 2 Aevo |—| gm0 |-
|
—_————— {
COMMITMENT INCREASED |£|ooses 717 73 [nercase Guastty] iy ok Bl 26 | 2o | & oo |- | /8 80—
_______ L]
PAGE N0 2
________ 1 | |
COMMITMENT DECREASED !C devos §-78-73 | CanceriEp rq,/»/zp4, 200l 2 Lr200 | D 29000 |-
- - T T
______ /! =
DRIGINAL OBLIGATION | 2| pps0.Z [ 50/0323| 8-22 -73 Voaspmenr Cendnl| sy revit] 23|07 | ese |- s# 350~
—————— 1
Y 4! 7 se 4 Lue ” /4 go ’” g5 - s5, 000 | —
_______ T
______ ]
OBLIGATION INCREASE 1. l
DR DECREASE .
WOTES 1|  RECORD THE ORIGINAL DCNIN THE REFERENCE DOCUMENT CONTROL NUMBER COLUMN

REFERENCE PAGE #OF THIS ENTRY BACK TO THE ORIGINAL COMMITMENT ENTRY

W~

BRACKET AMOUNT OF DECREASE AND ADO TO THE AVAILABLE BALANCE
L) RECORD OBLIGATION DOCUMENT NUMBER IN ADDITION TO DCN
5 INSERT SUB OBJECT CLASS IN ADDITION TO OBJECT CLASS

6 RECORD OBLIGATION CHANGES tN THE SAME MANNER AS COMMITMENT CHANGES

OBLIGATION CAN DNLY DCEUR
WHEN A COMMITMENT HAS

HOT BEEN RECORDED (F THE
SPENDING ACTION YOU GET
ALREADY HAS A OCN IT
PROBABLY HAS BEEN
PREVIOUSLY RECORDED AS
ACOMMITMENT OR OBLIGATION




Exhibit XV, opposite this page, shows how to record each
action mentioned above. The notes are intended to explain the
minor differences for recording these actions as compared to

recording an original commitment,

You should not attempt to record any spending actions in the
DCR other than the ones described in this section. You will re-
ceive a computer-generated DCR at the end of every month that
will show you the total adjustments for the month including those
cases where the final payment was greater or less than the obli-

gation entered into the computer.

On the 25th of the month you should make sure that all
spending actions have been received by the FMO and mark the

balance in the DCR.

The available balance shown on the computer-generated

DCR should be the same as the balance in your manual DCR ex-

cept for the adjustments referred to above and the spending actions

that are not in the DCR or entered into the computer. The next
section will explain how you can prove the available balance and
how to check that your spending actions have been entered into

the computer correctly.
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1. CHECKS AND DOUBLE CHECKS

As stated i1n Chapter III, you, the FMO, and the computer
are all concerned about mistakes -- each one checks the other,
The following paragraphs will explain how the Responsibility

Center, the FMO, and the computer help each other in the follow-

Ing ways:

. The FMO enters your actions into the computer
. The computer checks the work of the FMO

You are provided tools to check the FMO and
the computer

. The double-check on your available money

balance

(1) The FMO Enters Your Spending Actions into the
Computer

When your spending action documents are received by
the FMO, they are reviewed for completeness. This review

includes a check to see that there are no omissions 1n the

accounting codes.

When the initial review 1s finished, the information is
entered into the computer. The spending documents are

next filed for reference until payment can be made.
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(2) The Computer Checks the Work of the FMO

The Agency utilizes a large, modern computer to keep
track of all transactions for every RC. Each time informa-

tion is entered into the computer it will be checked for such

things as:
. Is all required information present, e.g.,
Account Number ?
. Does the transaction say it is related to an
older transaction, and does the computer have

1t on file?

. Does the computer agree with the FMO concern-
ing the number of transactions it was given to
process ?

. Does the computer agree with the FMO concern-
ing the dollars of the transactions it was given
to process:

When 2all transactions have been checked a

'"Transaction Input Listing’' is produced for the FMO which

provides the following information.

Shows all the transactions that the computer has

processed
. Tells what is wrong on each rejected transaction
. Indicates the number of transactions it has

processed (which can be compared to a manual
computation the FMO made)
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The Financial Management Office 1s responsible for cor-
recting mistakes flagged by the computer on the Trans-
action Input Listing. Most mistakes are self-explanatory.
However, on occasion, when the cause of a particular mis-
take is not evident the FMO will request your assistance to
resolve the problem.

(3) The 'Tool' You Are Provided to Check the FMO and
the Computer

Each week the FMO will provide you a listing of

'Transactions To Be Verified', The purposes of this listing

are as follows:

. Show transactions related only to your RC by:

- Suballowance
- Document Control Number

. Shows transactions that did not have mistakes
and that are related to:

- Commitments
- Obligations
Exhibit XVI, opposite this page, shows the
'Transactions To Be Verified' listing and how you can check
that the FMO and the computer handled your transaction

correctly,
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DOCUMENT CONTROL AEGISTER

APPROPRIATION

HOW TO RECORD COMMITMENTS AND OBLIGATIONS
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QALANCE FORWARD NUMBER NUMBER DATE DFFICE NUMBER CLASS COMMITMENTS QELIGATIONS MADE ADJUSTEMERTS REMARKS
P — — v —
7 1 7S [ttt 1% 2o owo | D] 20 eso TOTAL PAID OBLIGATIONS FROM PRIOR PERIODS
[4 -LXY-Yi 7 2 73 Varwtac by LesSd siv7eviond 2i | 00 v L rvo |~ ? o |- Caoool F0-73 0‘/ #970/1992  Zkoo {20000
Boooo2 P13 O Ddwden 2307 (IS0 E7S0 2S5
Cloces, 7 77 73 Vaecrcace Quasti iy rosk A 26 | o0 | S|V oo |- | & Foo |~ goooo’ g_z./,B o/ Yy 3190 Zep 00 30000 5000~
= Fbuz? §29-13 0  dxdiodesre 20 | MS ®
ad YOU ADDED ToTALS /Z,‘?‘/ﬂv 77500 7500 25002
&l 300ss lp -8 73| concecico | voymrerg 2¢ | o0 | & Lraoe | D 20w |- 5’:{‘;‘-‘;'&0 @
SUBTRACTED
RESPONSIBILITY CENTER MONEY AUTHORIZED $ 20000 00
LESS DBLIGATIONS 915
UNOBLIGATED BALANCE 19,025 00
8| 00002 |200/0323| 8 22 73 msnmear loxtnt| sy revity] 23|07 | v o5 —s 25| - LESS COMMITMENTS —2,945 00
A 00003 Voor032¢ |£-22-15 |Ew? Pt N awtroqsn| 31 | 90 v (z.sn —| r9yeeY -~ AVAILABLE BALANCE END OF MONTH $ 16,080 00
AUTOMATED

COMPARE BALANCES, IF THEY DO NOT AGREE
TAKE THE FOLLOWING STEPS

~

w

-

CURRENT MONTH ADJUSTMENTS ON COMPUTER
PRODUCED DCA

SUBTRACT INCREASES ADD DECREASES

TO YOUR BALANCE

DETERMINE WHAT ACTIONS HAVE NOT BEEN
PROCESSED BY THE COMPUTER { NO /IN THE
FOLIO COLUMN OF YOUR DCR)

AMOUNT
{120000)

OCN
Cog001

DETERMINE WHAT ACTIONS HAVE NOT BEEN
CORAECTED (FROM YOUR ANNOTATED COPY OF
THE TRANSACTIONS TO BE VERIFIED)

CHECK THE ADDITION AND SUBTRACTION IN
YOUR DCR - 100 00

YOUR BALANCE TO START THE NEXT PAGE
OF THE DCR

DCR BALANCE

DCR BALANCE

$19 700

$16,080 00

+ Z5M®

$13 72500

IXHIBIT XV

100 (@)

$17.280.00

+ 1,745 00 @

$13 025 00

- 70000 @

$19 025 00



(4) The Double Check on Your Available Balance

Possibly the most important responsibility you have is
to make sure that money is available to cover a spending de-
cision prior to the time the decision becomes a legal debt
that the Agency has to pay. Naturally if you know that there
isn't enough money available, advise your RC Chief so that

he can immediately take appropriate action.

As discussed earlier, you have two sources from
which you can determine the availability of money:
. The Weekly Report of Money Available for the
Responsibility Center (produced by the computer)

. The Monthly Document Control Register
(produced by the computer)

In addition, if your RC Chief has elected to keep a running
balance of money avgilable, you will also have the manual
Document Control Register that you maintain, However,
the balance you show may differ from the balance shown on
both of the computer-produced reports. Exhibit XVII,
opposite this page, shows the steps to follow in proving the

available money balance.

The primary cause of differences between the manual
and automated records are spending actions which

you have recorded in your DCR, but which have
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not yet been processed 1n the Financial Management

Office.

To reduce the impact of this situation on the
month-end financial reports you receive, you should make
certain that all spending actions have been given to the FMO
by the 25th of the month, Mark the balance in your DCR at
this time. This "cutoff' of input documents will enable the
Financial Management Office to reduce any backlog, and be
caught up as of the end of the month. Leave three or four
lines 1n your DCR and continue recording documents but do
not compute balances until you receive your monthly
Document Control Register (from the computer). Add or
subtract the total dollars from the Current Month Adjust-
ments column of this report to the balance that you marked
in your DCR on the 25th, Enter this as your new balance

and compute balanced for any documents recorded so far.

This "'cutoff' should eliminate most of the differences;
however, as you have seen from Exhibit XVII, there are
other possible causes. If, after following those steps, you
still have a difference, request assistance from the Financial

Management Office,
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V. SPENDING ACTIONS ABOUT WHICH YOU
MAY HAVE FURTHER QUESTIONS



V. SPENDING ACTIONS ABOUT WHICH YOU
MAY HAVE FURTHER QUESTIONS

The material in Chapter IV described your work and the
tools available to do it with. As you reviewed the material, cer-
tain questions may have come to mind about special types of
spending actions. This chapter discusses the unusual features
related to processing major types of spending actions. It also
provides you with tips and guidelines, and in some cases presents
background information on a certain subject 1n order to help you
understand why the processing procedures are set up a particular

way.

The topics which are covered in this chapter are:

o Grants

. Contracts

. Payroll

. Certain types of purchase requisitions

. Travel

. Spending actions for Agency and Regional

Support (i.e., The General Fund)
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EPA’'S PROPOSED BUDGET FOR FY 74 EXHIBIT XVIII
(WITH EMPHASIS ON GRANT MONEY)

CONSTRUCTION GRANTS . ALL OTHER AGENCY EXPENSES
83.6% (INCLUDING PAYROLL)

STATE AND INTERSTATE
PROGRAM GRANTS

TREATMENT MANAGEMENT GRANTS
(FORMERLY COMPREHENSIVE BASIN PLANNING GRANTS)

S —— TRAINING GRANTS
S RESEARCH GRANTS

2.5% 2.8% 0.2% 0.4% 0 3% T~ DEMONSTRATION GRANTS




1. GRANTS

The fight against pollution cannot be dealt with solely by EPA
employees. There 1s a need for involvement by other levels of

covernment such as states and cities, as well as that of many pri-

vate organizations. One way that EPA has of paying for the ser-

vices or assistance they will provide 1s to award them a grant.

The Congress has provided EPA with a great deal of money

for specific types of grants. Exhibit XVIII, opposite this page,

identifies the various types ot grants that EPA uses, and shows

the percentage of each type to the total EPA budget.

(1) General Processing of Grants

There are two organizational groups within the Agency
which are primarily responsible for the processing of grants.
They are the Grants Administration office (called a Division,
Branch, or Section depending on location) and a grants office
in each program area (air, water, etc.). The Grants
Administration offices handle the administrative functions

for grants, and the Grants Program offices (whose name

varies depending on the location) are responsible for
the technical aspects of the grants, as well as for providing

the money to pay for grants,
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EPA — TYPICAL RESPONSIBILITY CENTERS AWARDING GRANTS

EXHIBIT XX

ASST ADMIN | DIRECTOR OFFICE
— REGIONAL ADMINISTRATOR ASST ADMIN ASSISTANT ADMINISTRATOR BEPUTY A4
ALLOWANCE HOLDER RES 8 MON AIR AND WATER PROGRAMS CATEGORICAL | EOUC SMNPWR | o aguiw
AIR ANDWATER PROGRAMS DIVISION CATEGORICAL |  DIVISION OF vaRious VARIDUS piPuTY AA- | DiRecTORs  |wGwTa oRGAN
GRANT £5P0 - PROG OIV RESOURCES DIVISION DIVISIONS SOLWST OFFICE DIVSION
" RESPONSIBILITY CENTER MGMT UNDER DAAAIA |  UNDER UAA MGMT
CODE WATERPROGRAM
. CONSTAUCTION AIR WATER SOLI0 WASTE VARIQUS ~ VARIDUS VARIOUS VARIOUS ORGAN 8 MGMT
OFFICE COMMITTING MONEY —m{  GRANTS PROGRAMS PROGRAMS BRANCH MOSTLY MTHIN WITHIN BRANCHES STAFF SYST STAFF
BRANCH BRANCH BRANCH AT NEAC'S DIVISIONS DIVISIONS
oBJECT
APPROPRIATION | TYPE DF GRANT® CLASS
" ABATEMENY | MULTIPROGRAM STATE AND LOCAL ASSISTANCE an x x X
AND CONTROL
C | CONSTRUCTION | WASTEWATER TREATMENT WORKS CONSTRUCTION an x
GRANTS
A ABATEMENT | AIR POLLUTION CONTAOL PROGRAM "2 x
AND CONTROL
6 ABATEMENT | GREAT LAKES POLLUTION CONTROL 118 x
AND CONTROL
] ABATEMENT | STATE AND LOCAL INTERSTATE PROGRAM an X
AKD CONTROL
T ABATEMENT | TRAINING nn x
AND CONTROL
v ASATEMENT | FELLOWSHIP 025 x
AND GONTROL
[ REBEARCH & | RESEARCH aa
DEVELOMMENT
X x x
ABATEWENT
& CONTAOL
s RESEARCH A | DEMONSTRATION aes
DEVELOPRENT . .
'] x
asafEucur
4 CONTROL
0 ABATEMENT | TREATMENT WANAGEMENT ass x
AND CONTROL
L ABATENENT | 50UID WASTE PLANNING 4158 x X
AND CONTROL
v RESEARCHA | MULTIFUKCTIONAL as0
DEVELOPMENT x
QR
ABATEMENT
5 CoNTROL

*FOR SPECIFIC DEFINITIONS SEE APPROPRIATE OBJECT CLASSES IN APPENDIX A




Not all RC's award grants. Exhibit XIX, opposite this
page, shows the principal RC's that currently award grants
and shows the offices that advise them regarding the grants to be

awarded.

Listed below, in a very simplified manner, are the

major steps in the life of a grant, and the organization re-

sponsible:
Grants
Grants Program

Administration Office
Application received by EPA;
application number assigned;
application reviewed for com-
pleteness and administrative items X
Review purpose (relevancy) of the grant X
Prepare commitment notice X
Technical Review X
Prepare Grant Agreement X
Issue award X

(2) Why Grant Spending Actions Are Committed

We have stated that grant spending actions represent
the largest amount of money spent by EPA for many different
needs that will involve government institutions and private
organizations. A good practice in managing money is to

'"PREDICT' how much money you plan to spend and compare
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EXHIBIT XX(1)

FORM amR®ILNVIND

fal S R I R s A
.

U.S. ENVIRCNMENTAL PROTECTION AGENCY

APPLICATION FOR FEDERAL ASSISTANCE

EPA UlE ONLY

EPA PROJECLT CONTROL NO. [DATE RECEIVE W

FORMER FEDERAL NO. (If any) |P E. NUMBER

PART I, GENERAL INFORMATION
1. APPLICANT
a NAME L ADDRESS (Street or P.O Dox Vumber, To v Crity, State

and Zi1p Code)

b. DEPARTMENT/DIVISION

C CONGRESSIONAL DISTRICT

€. COUNTY

? PROIFCT TITLE

3 CATALOG NUMBER AND TITLE OF EPA PROGRAMI{S) TO WHICH THIS APPLICATION IS DIRECTED

4, TOTAL COST OF PROJECT

S. TOTAL BUDGET PERIOD COST OF PROJECT | 6. TOTAL EPA SHARE REQUESTED FOR

BUDGET PERIOD

s s s
7. PROJECT PERIOD 8. BUDGET PERIOD

FROM TO FROM TO-
9. TYPE OF APPLICANT (Check appropriate box or boxes)’
a GOVERNMENTAL AGENCY b NONGOVERNMENTAL c. OTHER

STATE

INTERSTATE

NONPROFIT ORGANIZATION

ORINSTITUTION

INDIVIDUAL

MUNICIP AL

INTERMUNICIP AL

PROFIT-MAKING ORGANI{ZATION

OR INSTITUTION

COLLEGE OR UNIVERSITY

10. TYPE OF GRANT

BUDGET CIRCULAR A-9S?

a. () NEW (Prior Project Period Grant No ) b [C] CONTINUATION (Current Grant Number) )
a. STATE b. couNnTY
11. PROJECT
;?o(;A- C. MUNICIPALITY d. CONGRESSIONAL DISTRICT
a STATE b. cOunTY
12. PRDJECT
AREA C. MUNICIPALITY d CONGRESSIONAL DISTRICT
13. DOES PROJECT REQUIRE CLEARINGHOUSE NOTIFICATION IN ACCORDANCE WiTH OFFICE OF MANAGEMENT AND YES| NO

INCLUDES THIS PROJECT?

14 HAS AN ENVIRONMENTAL ASSESSMENT BEEN MADE FOR THIS PROJECT OR FOR A COMPREHENSIVE PLAN WHICH

INCLUDING THIS PROJECT?

15. HAS AN ENVIRONMEN TAL IMPACT STATEMENT BEEN MADE FOR THIS PROJECT OR FOR A CLASS OF PROJECTS

& FEODERAL AGENCY

b. caTE

16. IS THE PROJECT COVERED BY ACURRENT
FEDERALLY APPROVED PLAN?

HOME, BUSINESS OR FARM?

17. DOES THE PROJECT REQUIRE THE ACQUISITION OF LAND OR THE DISPLACEMENT OF ANY PERSON FROM HIS

a NAME

b. TITLE

C. ADDRESS (Strout, City, State and Zip Codc)

d. PHONE NO (Include
Aroa Code)

18, OFFICIAL OR AGENCY TO WHOM CHECKS ARE TO BE MAILED

@ TITLE

b. ADDRESS (Street, City, Stuteo and Zip Code)

19 SJPRISSIONS TO OTHER FEDERAL AGENCIES

EPA Form 5700-12 (Rev. 9-72)

PREVIOUS EDITION 5 CLLOLETC PAGL 1 O! 4 PAGLS




EXHIBIT XX(2)

FORM APPROVED
OMB NO, t28-R0J~7

PART I

CERTIFICATION AND AGREEMENT

The undersimacd representative certifics that the infor—ation subritted herewith 1s true and correct to the best of his knewledge
and belief and that he 1s authorized to si1gn and submit this application,
The applicant agrees that 1l a grant 15 awarded on the basis of this application or any revision or amendment thereof, it will com-
ply with all applicable statutory provisions and with the applicable temms, conditions, and procedures of the Environmental Protec-
tion Agency grant reguiatzons {40 CFR Chapter I, Subchapter B) and of the grant agreement.

SIGNATURE OF AUTHORIZED REPRESENTATIVE

TYPED NAME AND TITLE

DATE ‘{PHONE NUMBER (lncluds Area Cods)

FPROPOSAL VALIDITY DATE

J.5. GOVERNMENT USE ONLY

AGENCY INTERNAL REFERRAL OFFICE

DATE RECEIVED

DATE REFERRARED)

REFERRED TCO

AGENCY EXTERNAL REFERRAL

DATE RECEIVED

ODATE REFERRED

REFERRED TO

EPA Faen 5700.12 (qu. "1'"2)

PAGE 5 OF 5 PAGES




this amount to how much money you have. This is especially
true when you have large amounts of money and there are
competing demands for how to use it. We have previously
explained that certain spending actions, such as grants, will
be treated as 'COMMITMENTS', In EPA we use commitments
to 'PREDICT' how much we will spend and also use them to
insure that we don't spend more than we have. This 1s par-
ticularly important since grants involve the Agency in

critical relationships with other levels of government.
Understandably, these governmental units place great reliance
on us when we say that grant money is available. Therefore,
it is essential that each RC having grant money in its sub-

allowance has reliable information on availability of money.

(3) The Decision to Reserve Money for a Grant

When a grantee submits a grant application (see
Exhibit XX, following page 43, EPA Form 5700-12, Ap_p_li-
cation for Federal Assistance), the application first goes to
Grants Administration, where an Application Number (which
later becomes the Grant Number) is assigned. After Grants
Administration completes its review of the application it 1s
forwarded to a Grants Program Office to review the purpose
of the Grant. If the application passes this review, it will

be forwarded to you so that money can be reserved
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EXHIBIT XXI(1)

FORM aPPRO
OME NO 17 1~

US ENVIRONMENTAL FROTECTION AGENCY

GRANT AGREEMENT

(See instructions hetore completry [orm )

GRANT NO

NOTL
awards and to the Grants Adinmnistration Brandhies for State and lod

e Grant Agreement must be completed in duplicate and returned to the Grants Admianistration Division for He dguiriers grant

i assistance prant awards withm 3 weeks after recaipt or within any

extension of time as may be eranted by EPA Lacept as mav be otherwise provided, no costs may be incurred prior to the execution ot the

Grant Acreoment by parties thereto
Receipt of a written retusal, tadure to return the properly execu

ted document within the preseabed tme, widl result in the automane

termunation ot consideration of the grant ottur by the Acency Any amendment to the Grant Agreement by the grantee subscquent 1o the
document being signed by the Award Offical shall void the Grant Agreement

PART 1 GENERAL INFORMATION
! GRANT ADMINISTRATION DATA 2 APPROPRIATION AND ACCOUNTING DATA
A STuTiTF RTFLERINCFE R RFGULATION REFLCRFNCF A APPROPRIATICH 3 ACCOUNT HU1ZCR
C GRANT PROLRAM C OBJECT CLASS CODE D. COMMITMENT NUMBER
3 AWARD APPROVAL OFFICE 4 ISSUING OFFICE
A ORGANIZATION A ORGANIZATION
DB ADORESS o ADDPESS
5 PROJECT OFFICER (Federal Contact)
A NAME C. ADDRESS
B TITLE
C TELEPHONE NUMBER ({uciude Area Code)
6 GRANTEE ORGANIZATION
A NAME O ADDRESS
7 PROJECT MANAGER (Grantee Conract)
A NAME O. ADD RESS
8 TITLE
C TELEPHONE NUMBER {Include Area Code)
8 AMOUNT 9 DURATION
A APPROVCD GPANT AMOUNT fthe total
A APPROVED 23U T PERIOD
approved prant amount of Part | 8 (8) <hall be ED 3UDGE
crual to the total approved grant amount of
Part Is)
¥ 'INCXPENDED PRIOR YR HALANCK B ESTIMATED 3UDGET PERIOD
C CURRF UT YCAR ORLIGATION
D TSTHAATL ™ FPOJECT COST
10 PAYUENT “'ETHOD " PAYEE
A TITLL
RCIMBURSLMENT | ADVANCE
OTHER 3 ADORESS
EPA Form £700 20 (10-72) RLPLACLS FvIPCAMA FVWRCA U VGG ARE OBEOLETE AT PiS 11 BS 1513 AN a4y €A
TLOURS TS W HICH 2L L MOT B s




EXHIBIT XXI(2)

FORM ARPHO /L O

OMB NO I194% R o047
PART I APPROVED DUDGET
TARLE A~ COST CATECORY CLASIFICATION AFPPROVED ALLOWABLE APPROVFD
Noa-conttruction) HWUOGEY PERICD COST GRANT A*QueT

-~ TENCL F TS

“
@
t
AU
n
r
n
0

“ en T _eT LomMTmenMmpL CInyinCe

7 CULNSTRLZTIQU

g DTaLR

9 TCT AL T 7lCT COSTS

6 INPIRECZT COSTS RATE S Bask

1 TOTAL (Share Graunteo "y Federal °.)

TABLF 8 - PROGRAM ELEMENT CLASSIFICATION
{\Non-construction)

TABLE C - PROGRAM ELE"MENT CLASSIFICATION
tCanstruc tran)

AD'A 'STRATIC™N [CaF ISE

LAND STRJUCTURES RIGHT-OF-wAr

ARCRITECTURAL TNSNCERING FEES

OTHER ARCIHITECTURAL ENGINEERING FEES

CONSTRUCTION AND PROJECT IMPROVYEMENT COS5TS

EQUIPMENT

CONT'NGENCIES

RELOCATION PAYMENTS

INDIRECT COSTS

TOTALS Shar. Grantee —___ . ! odorat v State LeY ]

NOTE The cost share agreement sct forth in the subject document shall be applicable to the total of all cost category/program clement
classifications only

PART {11 OFFER AND ACCEPTANCE

The Umited States of Amenca, acting by and through the US Lnwvironmental Protection Agency (EPA), hereby offers a grant to

the for % of all approved cosls up to and not cxcceding
GRANTEE ORGANIZATION

for the support of approved budget penod cffort descnbed wn apphication fincluding all applicanon modifications)
GRANT AMOUNT

included herein by reference

TITLE AND DATE

This Grant Agreement s subject to apphlicable US Environmental Protection Agency statuatory provisions, erant regulitions (40 CFR,
Chaprer I Subchapter B) and ot the provisions of tlus agreement (Peres | thru [V 1 he Graniee Organization alo sgrees that funds awarded
will be used solelv tor the purposes ot the projpect as approved

THE UNITED STATES OF AMERICA BY THE U S ENVIRONMeTAL PROTECTION AGENCY
SIGNATU-t OF AaARD OFFILIAL [YPLD NAME AND TITLE DATE

[ Wp——

BY AND ON BEHALE OF THE DESIGNATED GRANT E_OR_G_ANIZATIO’\!S

SIGNATURE TYPED NAME ANO TITLE DATE

EPA Form $700.20 (10 72) {Page 2)




(i.e., prepare Commitment Notice) for the grant. You can
determine that the application has gone through the review in
the Program Office by checking the signatures on Page 5 of
the application, When you receive the application the last en-
try on Page 5 must be the name of the Grant Program Office

within your RC.

Listed below are special instructions for preparing the

Commitment Notice for Grants.

. Assign a DCN to the application (write the DCN
at the top in the center on the first page of the
application) and enter the necessary information
in your Document Control Register, being certain
to enter the Application Number in the description
column,

. Prepare a Commitment Notice, and have your RC
chief approve it.

. Send the original copy of the Commitment Notice
to your FMO.

. Attach a copy of the Commitment Notice to the
Application, and forward the entire package to the
Grants Program Office, which will conduct a
technical review of the application, and will then
send it to Grants Administration, where the
Grant Agreement, as shown on Exhibit XXI,
is prepared and processed.

. Retain a copy for your files.,
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(4) The Obligation of Grant Money

Immediately after the Grant Agreement is signed with
the proper EPA signature, the Grants Administration Office
forwards a copy of the Agreement to your FMO. When the
FMO receives this copy, he will enter the information into
the computer. The computer will remove the commitment
and record the obligation. This change from money com-
mitted to money obligated will appear on your list of

Transactions to be Verified.

(5) Review of Commitments

You should review open grant commitments (commit-
ments which have never reached the obligation stage) every
month. Any commitment over thirty days old should be

checked to see why it 1s not an obligation.
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2. CONTRACTS

Contracts are another way by which EPA finances some

projects and pays for certain products and services.

Contracts are very similar to purchase orders in that they
legally require EPA to pay for certain products or services to be

delivered in accordance with the written agreement.

There are two basic differences between contracts and

purchase orders:

' A contract is an agreement between EPA and
a supplier for payment by EPA for delivery of
products or services by a supplier; a purchase
order 1s an agreement by EPA to pay a supplier
if products or services are delivered, (The
supplier is not required to deliver the products
or services requested on an EPA Purchase
Order).

. Generally, items purchased by contract are for
larger amounts of money than Purchase Order
items.

- Construction work to be performed for
$2,000 or over 1s a contract; 1f less than
$2, 000, it 1s procured with a Purchase
Order.

- Other spending actions for the purchase of
products or services which are over $2, 500
are contracts; if less than $2, 500 they are
procured by Purchase Orders.
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Location

EXHIBIT xx11

CONTRACTS OPERATICNS OFFICE

Washington, D.C.

Cincinnati, Ohio

Durham, N. C.

Region I, Boston, Mass,
Region II, New York, N, Y,
Region III, Philadelphia, Pa,
Region IV, Atlanta, Georgia
Region V, Chicago, Iilinois
Region VI, Dallas, Texas
Region VII, Kansas City, Mo.
Region VIII, Denver, Colorado
Region IX, San Francisco, Calif.
Region X, Seattle, Washington
Corvallis Oregon
College, Alaska
Ely, Minn.
Grosse Ile, Maich,
Duluth, Minn,
Gulf Breeze, Fla,
Charleston, S. C.

(Bears Bluff)
Athens, Ga.
West Kingston, Rhode Island
Ada, Oklahoma
Newton, Ohio
Las Vegas, Nevada
Ann Arbor, Michigan
Bay St. Louis, Mississipm
Cincinnati, Ohio
Edison, New Jersey
Norton, W. Va.
Lebanon, Ohio
Pomona, California
Washington, D. C.

(Blue Plains)
Dauphin Island, Alabama
Gi1g Harbor, Washington
Narragansett, Rhode Island
Research Triangle Park, N, C,
Montgomery, Alabama
Perrine, Florida
Chambles, Georgia
Wenatchee, Washington

® & o & O ® & © o & 0o o
e 0% 9090




The following types of spending actions may be processed as
contracts provided they meet the requirements defined above:
Equipment
Supplies
Routine Services
Government Services Administration Contracts
Government Printing Office Contracts
. Construction of New Facilities
Repair and Improvement of Existing Facilities

Research and Development Projects
Professional Advisory Services

All proposed spending actions which later become contracts
are requested on a purchase requisition. The purchase requisition
is prepared in the program or support office wanting the product

or service.

The purchase requisition must then go to the RC for signature
of the RC chief and the reservation of money to be recorded by you.
It is critical that you follow all of the directions previously given

about how to commit money.

Your RC chief will tell you where to send the purchase re-

quisition 1f additional approval signatures are required.

After the purchase requisition is approved by the proper
office, it 1s forwarded to one of three contract offices. Exhibit XXII,
opposite this page, shows the name and location of the contract

office which handles the contract spending actions for your RC.
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PAYROLL
COST
REPORT

CHECKS

EPA PAYROLL TEAM

PAYROLL TEAM MEMBERS
PROVIDE INPUT AND
RECEIVE OUTPUT

PERSONS WHO MAINTAIN DCR
TIMEKEEPERS

RC CHIEFS

FMO'S

PERSONNEL OFFICE
PAYROLL OFFICES

—

EMPLOYEE
PAY STATUS

EMPLOYEE
PAY
REPORTS

PAYROLL SYSTEM
COMPUTER

]
PAYROLL DATA

ACCOUNTING
SYSTEM COMPUTER

TIME CARDS
EACH PAY
PERIOD

AS NEEDED

EXHIBIT xx111

CORRECTIONS &
ADJUSTMENTS

COMMITMENT
NOTICE EACH
QUARTER




3. PAYROLL

The following paragraphs describe the RC procedures

applicable to payroll spending actions.

(1) The EPA Payroll Team

The payroll team consists of individuals throughout the
Agency who work together to provide correct and timely

information to be processed by:

Payroll System Computer

Accounting System Computer

Exhibit XXIII, opposite this page, shows the individuals on
the EPA payroll team and the types of information they pro-
vide as "'Input'' to the computers. The arrows on the exhibit
show the flow of payroll information which is provided at

various times during a fiscal year.

(2) What Is Payroll Cost ?

"Payroll Cost' 1s the amount earned every two weeks
by each employee in EPA plus what the Agency pays for the
additional benefits provided such as retirement, leave, etc.
Next to grants, payroll costs represent the largest amount
of money spent in EPA. This is the main reason why pay-

roll costs are to be treated as a commitment action.
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ESTIMATED PAYROLL
FOR THE QUARTER BEGINNING _ JueY 1, 1973
APPROPRIATION £g x 0100
ALLOWANCE Keiou <
AESPONSIBILITY CENTER [/ Hosdams O
SUBALLOWANCE o4u4L
BROWN
EMPLOYEE
ADAWS. L0 SALARY
REMARKS | BRANCH | NAME SSN | YEARLY |PAYPERIOD | QTR
B ADAMS | 325342180| 7.800 300 2100
B BROWN | 301369052| 10,400 400 2800
/ JONES, REMOVE A CARTER | 322419771] 13,000 500 3.500
oA | RETIRED JONES—— 3132643521350 560 3
FHM:“’E 71 e113 | 8 KELLEY | 021402989| 13,000 500 3,500
SET A MORSE | 025314765 15,600 500 4,200
RC TOTAL 72,800 2,800
= =
QUARTERLY PAYROLL ESTIMATE TO 8E COMMITTED 19,600
BLack ADD HI BLACK 301219981 10,400
CARD | :Isl:/mas A 9381 10, 400 2800
T0 SET
SUBTOTALS
BRANCH A 39,000 1,500 10,500
BRANCH B 31,200 1.200 8.400
70,200 2,700
REVISED AMOUNT TO BE COMMITTED 18300
—
DOCUMENT CONTROL REGISTER
APPROPRJATION &3 x 0109
ALLOWANCE HOLODER, [-2:3 SUBALLOWANCE NO A O4NA L
RC PAGE NO A
NEW REFERENCE
CBLIGATION OBJECT AND FOLIO AVAILABLE
OOCUMENT OCCUMENT [TRANSACTION| ACCOUNT TRANSACTION
DOCUMENT DESCRIPTION SUs ORIECT BALANCE
c.o“l:::nl. ?uf:‘u: NUMBER DATE NUMBER CLASSES [ﬂT AMOUNT (nnkmnu
P
- — T-1-13 [sugAwowANCe (nveo Tt — -+ v K 20000 || 20,000 |—
V- Ly ]
\y——‘_/"
o~ T T T ~——
Al Aroo2 7-2-75 |15 qrt Beducd A, A €57 | YoingLavoo n oo |C 79 svo | -
& | Aooo3 7.2.73 |14 ot KeaveH B /65T Yot wat o000 /n oo |c g |-
KELLEY
8PO003
/ ADAMS

APODO2

BPO003

BP00O3

EXHIBIT XXIV

STEPS FOR PREPARING THE PAYROLL ESTIMATE

Compare the Estimated Payroll provided by the FMO with actual
employee assignments Update the hst and corresponding set of
cards for any assignment changes, e g , retirements, new hires,
etc

Enter the correct alphabetic branch i1dentifier to the left of each
employee's name of the updated hsting

Compute Salary Subtotals for each branch and record them on the
hsting.

Record the quarterly salary Subtotal computed for each branch as

a COMMITMENT in the DCR  The recording procedure 1s the
same as for other COMMITMENTS except

. DCN-The 2nd digit 1s always a 'P’
. Account Number-The Account Number 1s

always the suballowance number plus four
zeroes, e.g., 404N4L0000

Prepare a COMMITMENT NOTICE

Annotate each employee's card with the DCN recorded for s
branch

Obtain your RC Chief's signature on the Commitment Notice
Then forward 1t and the annotated set of cards to the FMO

Retain the Estimated Payroll list as a record of your work



(3)  Steps To Be Followed for Preparing the Payroll
Estimate

Exhibit XXIV, opposite this page, provides steps to
be followed for preparing the "Payroll Estimate' at the
beginning of every quarter. Some additional information that

will help your RC 1n developing a good estimate follows:

The FMO obtains the information to prepare the
Estimated Payroll and the corresponding set of
cards by relying on the Fixed Account Number in
each employee's payroll record. In other words,
the FMO uses each employee's Fixed Account
Number to assign him ta an RC suballowance.

This means that if the Fixed Account Number in
an employee's master payroll record is wrong

or out-of-date, that employee may be included on
the wrong Estimated Payroll. Similarly, new
employees may be omitted because a payroll
record containing their fixed account number was
not established 1n time. Therefore, you must
review the Estimated Payroll provided by the
FMO and update it and the corresponding set of
cards for any assignment changes before record-
ing the branch level payroll commitment in the
DCR. Information to update the Estimated Pay-
roll may be obtained from either your RC Chief
or the timekeepers 1n your RC.

After being updated, the Estimated Payroll listing
1s retained in the RC as a record of your work
and for comparison with the Payroll Cost Report.
The adjusted cards, however, are forwarded to
the FMO who uses them to record the commitment
for every employee.

Adjusting the amount of money reserved for pay-
roll is also your responsibility, However, any
proposed adjustment should be discussed with the
FMO who will assist you in determining the need
for, and amount of, any payroll commitment change
during a quarter,
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PAYROLL COSTS

CHARGES FOR THE PAY PERIOD ENDING Juer' 28, 1973

APPROPRIATION 68 x 0100
ALLOWANCE HOLDER ___ K€Gion 4
RESPONSIBILITY CENTER _WHTER ARackAmS DIV
SUBALLOWANCE Jodw 4L
DAYROLL COMMITMENT CURRENT PAY PERIOD CHARGES
ACCOUNT
NUMBER CURRENT HOURS DOLLARS

NAME SSN CHARGED DCN  OTR REDUCTION BAL REG 0 T TOTAL REG O T TOTAL
ADAMS 325942190 4147041998  BPO0D3 2100 300 1500 80 80 300 300
BLACK 301219981 414704L99A  APODO2 2800 400 2000 80 80 a00 400
BROWN 301369052 414704998  BPOCD3 2800 400 2000 ' I~
CARTER 322419771 414704L99A  APODO2 3500 550 2450 80 3§ 88 500 50 550
KELLEY 021402989 414704998 BPO0D3 3500 500 2500 80 80 500 500
MORSE 025314765 414704L99A  APODO2 4200 600 3000 80 80 600 600
SACK 091273465 4187080994 40 ag 200 200
EMPLOYEE TOTALS

BRANCH A APOD02 10500 1550 7450 240 8 248 1500 50 1550

BRANCH B 8PO003 8400 1200 6000 160 160 800 800

BRANCH Z 414704L98A 40 a0 200 200
RC TOTAL 404N4L0000 18900 2750 13450 440 8 448 2500 50 2550

EXHIBIT XXV

HOW TO CHECK THE PAYROLL COST REPORT

EXAMINE THE REPORT FOR ANY MISSING
ENTRIES OPPOSITE EACH EMPLOYEE'S
NAME

!

THIS COLUMN SHOWS YOU THE
ORIGINAL ESTIMATE

CIRCLE AREAS WITH MISSING ENTRIES
OPPOSITE AN EMPLOYEE'S NAME

IF ANY AREAS OF THE REPORT ARE
CIRCLED INDICATING MISSING ENTRIES
BRING THE REPORT TO YOUR RC CHIEF
IF NO MISSING AREAS ARE NOTED,
INITIAL THE REPORT AND FILEIT

FOR FUTURE REFERENCE

THIS COLUMN WILL SHOW YOU THAT THE
COMPUTER WILL REDUCE THE QUARTERLY
COMMITMENT EVERY PAY PERIOD FOR
THE ACTUAL CHARGES - NOT THE
AMODUNT ESTIMATED

THESE COLUMNS WILL SHOW THE ACTUAL
CHARGES FOR EACH EMPLOYEE




(4) Reviewing the Payroll Cost Report

Shortly after the end of each pay period, you will
receive a Payroll Cost Report for each of your RC's sub-
allowances. Exhibit XXV, opposite this page, illustrates
the Payroll Cost Report for suballowance 404N4L for the
pay period July 28, 1873. This exhibit shows how to check

the Payroll Cost Report for possible errors.,

(5)  Special Forms Used for Changes in Payroll Costs

The forms that are used for adjusting the payroll

charges in the payroll system after a Fixed Account Number

has been established are:

Form 1900-A, Timecard, Exhibit XXVI, fol-
lowing this page. The reverse side of the time-~
card allows the flexibility of charging up to

nine (9) Account Numbers

EPA Form 2560~5, Exhibit XXVII, following
this page, to request a change to an employee's
Fixed Account Number

The form used to request corrections to payroll costs i1n

the accounting system is EPA Form 2550-6, Exhibit XXVIII

following pages51,

Special instructions regarding the use of these forms
are in the Timekeeper's Manual and in the Payroll Bulletins,
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EXHIBIT XXVI

HOW THE TIMEKEEPER DISTRIBUTES AN EMPLOYEE'S
SALARY CHARGE TO OTHER ACCOUNT NUMBERS

FIXED ACCOUNT
NUMBER FROM
MASTER RECORD

REVERSE SIDE OF CARD

- - - = - - == . v
/8 |30/-36-9502f | BROWAN , ANN 229/0 | s/0i00 [414709L 998 N
DUSEAJ ZODE 50C SEC NO PP EMPLOYEE NAME ORGAN CODE sty i FYED V CT N) ) ALt gl 2
ACCOUNT NUMBER F HOURS CHARGED OTHER STATISTICS CODES FOR FRONT GF T1MI REPORT
T0O BE CHARGED REGULAR OVER-| HAZARD | NIGHT OTHER REGULAR HOURS OTHER ABSLNCE HOUKS
Y. TIME ouTY DIFF HRS CD ) CODE] DATA | DATA | 2- wAGEBOAPD INDSMIFS MILITARY LTAVE FOR
3-v'AGLBOAF D JRD SHIFT TAAINING "WAX (S CAL DAYD)
4-BASIC WORKDAY FXCEEDS  2- MILITARY LEAVE FOR
(soo«L 992 ll 20 5 A AR~ FIRST 4O MRS MAA DV WOA OAYDY
-— - LIEU DAY FOR SUNDAY 3~ MILITARY LEAVE ~OR
7= LIEU DAY FOR SATURDAY © C GUARD [MOMAX)
IJ‘OO vL 99/ o /70 R LERE oA povicE)
—_ OVERTIME HOURY B COURT LEAVE

& HOME LEAVE
2- WAGEBGARD 20 SHIFT
3- WAGEBOARD 3AD SHIFT 7- SHORE LEAVE
&~ AASIC WORKDAY EXCEEDS 8= MATERNITY LEAVE
8 HOURS - GTHER

NONPAY HOURS
1-LWOoP

2- AWOL

3= SUSPENSION

4~ ADMIN FURLO
- ON BEC PAYROLL

OTHER HQUAS CHARGED

2- HOLIDAY
4= SUNDAY

| : v 3

SIFORE MAILING,
REVIEW THIS REPORT ON BOTH SIDES, TOTAL ALL COLUMNS AS

: INDICATED , AND SIGM THE REPORT

T ‘

FORMB-1900A, USE FOR NEW EMPLOYEE
OR WHEN FOPM 9 00015 LOST

~ ’ FORM 19000, USE FOR EMPLOVEES PAID

R . WEEKLY (YOC'S £TC) AND TO REPOAT HOURS OMITTED FROM
. - : FORMO- 1800 OR 9-180DA.
TOTAL . <L PORMS TS  USAWNEN ADDLACCT. NOS. REQUIRED
ouDeSsEe OTALS ' 20 ro . DO MOT POLD OR STAPLE TS REFORT




8d0oj0AUD mopuIm 10] PJOg

Environmental Protection Agency
Financial Management Division
Financial Reports and Analysis Branch
Washington, D.C. 20460

ORGANIZATION ADDRESS (Include ZIP codc) ALLOWANCE NO,
EXHIBIT XXVII 4
EFFECTIVE PAY PERIOD
INSTRUCTIONS
[ 1. Use this form to change

the fixed account number’
identifying an employee
for funding purposes in
the payroll system.

2. The form must be mailed
by the first day of the
pay period to be cffective
that pay penod. '

3. Only valid account num-
bers approved by FMD
may be used.

SIGNATURE OF ALLOWANCE HOLDER OR DESIGNEE

PHONE NO. (Full FTS NO il f1old)

SOCIAL CHANGED TO FIXED

NAME
SECURITY NO. ACCOUNT NO.

REMARKS (For use by payroll)

EP A Form 2560-5 (12.71)

CHANGE IN FIXED ACCOUNT NUMBER

GPO 924-305



EXHIBIT XXVII

ORGAMIZATION ALLOWANCE
National Environmental Res. Center 361F3
ADJUSTMENT IN PERSONNEL SERVICE CHARGES ADDRESS
Cincinnati, Ohio 45268
I Use this form to reques: adiusiment 1n indivadua! payroli cbarges betwesn accouni CHECK ONE
wumbwrs, ] ADJUSTMENTS WITHIN THE ABSOVE ALLOWANGE
2. Only vahd accomnt aumbets approved by ibe Fimancial Mamagement Divrsion may be ured
3 Cbech ome of the dlocks to the right and enter data below [rom the Payroll Labor (B 40JUSTMENTS ACROZS ALLOWANCE LINES 4RPROVED 8Y RECRIVING
Drstrsbution R"O" No. 20 ALLOWANCE HOLDER (Signafive below)
G EMPLOYLE DOKE NOT BELONG TO ALLOWANCE
'EEE&Ei' SURNAME ACC%’:I‘:‘I"":I';IE!N ACCDU:Y‘:UI!!R o::xi; AMOUNT PAY PERIOD
18.as s 30 J1oap 3149 41-44 ap ss —ttti EPA Form 2550-6 Adjustment Personnel Service Charges ‘
98-48-8810| Jones, J. L. 410361A990 H16029BADZ (11,05 $252, 00 0722
Used to adjust historical charges between account '
98-48-B810 | Jones, J. L. 410361A990 M16029BADZ (11,05 $252. 00 0805 l
numbers, 1,e., labor distribution errors
98-48-8810| Jones, J. L. 410361A990 H16029BADZ | 12,10 $ 16.55 Q722 %
Adjustments may be ‘
298-48-8810| Jonmes, J. L. 410361A980 KH16029BADZ |12, 10 $ 15,32 0805 1
- Within an allowance signed by allowance i
|
holder
- Across allowances signed by both allowance
hotders
SIGMATURE OF INITIATING ALLOWANCE HOLDER OR PHONE NUMBER GATE AND FAME WO O7 avmoLL ;m—Am‘Lmvmmmmw—
OEBIGNEE LAsOR BIRTAISLTION DESIGHEE
513 684-8215 | 9/10/72-Page 235

EPA Form 2350-8 (20-7)




EXHIBIT XXIX

INDIVIDUALS/ PAYROLL ACCOUNTING
OFFICES SYSTEM SYSTEM
INVOLVED COMPUTER COMPUTER
RESPONSIBILITY FINANCIAL
CENTER MANAGEMENT |t
OCR OFFICER
~ PREPARES COMMITMENT
NOTICE - — e - —_ .
~ REVIEWS PAYROLL
COST REPORT
— MDNITORS PAYROLL
COSTS CHARGED TO RC
REVIEW FIXED PAYROLL
ACCOUNT NUMBERS cosT
RESPONSIBILITY ESTIMATE OF PAYROLL REPORT
CENTER COSTS FOR THE
CHIEF QUARTER O)
® @ C i
SUPERVISORS o ACCEPTED
ASSIGN FIXED PAYROLL | REJECTED
ACCOUNT NUMBER FIXED SALARY, UTHORIZEQ coMMIT- CasTS | PAYROLL,
70 EACH EMPLOYEE ACCOUNT | TKPR NO, PAY PAYROLL PROJECTS | MENT FOR | FOR EACH | COSTS FOR
START OF YEAR ——to—d NUMBER | ORGAN, | cHecks |  cosTs (ACCOUNT |  €ACH | EMPLOYEE | EACH
FOREACH | BONDS, NUMBERS) | EMPLOYEE | FOR EACH | EMPLOYEE
PERSONNEL EWPLOVEE| ETC PROJECT
—
OFFICE - = - — e
INCLUDES FIXED CARDS WITH FIXED
ACCOUNT NUMBER ACCOUNT NUMBERS APPROVED BY THE RC
ASSIGNED TO PROVIDED TO CHIEF AND THE FMO
EMPLOYEES ON TIMEKEEPERS

ACTIONS PROCESSED
FOR NEW HIRES,

TRANSFERS, EYC —————3

TIMEKEEPER

SUBMITS CORRECTIONS

TO FIXED ACCOUNT NUMBERS
SUPERVISOR APPROVES
PREPRINTED TIMECARDS

0]©)
@

fr—

FOR ONE EMPLOYEE
SUPERVISOR APPROVES THE
ACCOUNT NUMBERS CHARGED
ON THE BACK OF THE

©]

TIMECARD FOR ANOTHER EMPLOYEE —am—

USING THE COMPUTER FOR PAYROLL COSTS

SUBMITTED TO THE PAYROLL
OFFICE FOR PROCESSING

(@ RC CHIEF: THE INDIVIDUAL RESPONSIBLE FOR
THE DCR IS NEVER THE TIMEKEEPER



Information regarding Commissioned Corps
personnel 1s also included i1n Payroll Bulletins and

EPA Orders.

(6) Using the Computer for Payroll Cost

It 1s important that you have an understanding of the
individuals and the offices involved i1n charging employees
to authorized EPA projects (Account Numbers), and how
two computer systems are used to do much of the work.
Exhibit XXIX, opposite this page, shows this in a simplified
way and how the same Account Numbers are used to control
the system, and the responsibilities of the individuals/offices

involved,
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EXHIBIT XXX

TYPE OF REQUISITION REFERENCE DCLLAR LIMITATICN RECORD RECCRD
PURCHASE FORM WITHCUT AS AS
HIGHER APPROVAL COMMITMENT OBLIGATION
ALL RESPONSIBILITY CENTERS-
Miscellaneous Purcgz}?‘s:1 Order EPPR 15-3 6 $250. 00 NO NC
Small Purchases
EPA Form EPA Order $100. 00 NC NO
fmprest Fund 1900-8 2545. 1
Blanket Order for EPA 1900-8 E:’;’-\o(())::;der $2,500. 00 NO Monthly Estimate
Supplies and Services IBOO.SC;PLBS
S EPA 1900-8 EPA Order $2,500 00 NC Amount of Order
pecific Supplies 1700 3
and Services 1900 'r
(GSA Only) series
REGICNS AND NERC'S:
Purchases Qutside All Purchases:
EPA Crder
of the Government, 17003
1.e., Not from GSA n o
1900 series d for
EPA 1900-8 $2,500, 00 A1l orders over All orders fo
Specific Supplhies $2,500. 00 $2, 500. 00 or
and Services Printing & Duplicating: less
Printing EPA 2340-1 EPﬁISC:)rdler
Duplicating EPA 1750-3
WASHINGTON -
Purchases Qutside
of the Government,
1.e., Not from GSA
Same forms Same references $2,500, 00 Al orders over Al orders for

Specific Supphes
and Services

Printing

Duplicating

as above

as above

$500 00

$500. 00 or
less



4, PURCHASE REQUISITIONS

This section describes the forms used for purchasing supplies
and services, and the information you need regarding this type of

spending action,

The EPA Procurement Regulations, 15-3. 6 can provide you with
detailed information concerning Agency procurement policies and
procedures. EPA Orders 1700,3, 1750.1, and the 1900, 00 series

can provide you the instructions on how to complete the forms.

Exhibit XXX, opposite this page, is a summary of the types
of purchase requests your RC will be initiating and shows how to

determine if the action is to be handled as a Commitment or

Obligation.

The following paragraphs will provide special information
when 'CASH' is used to purchase supplies or services., Cash is

used in the following two instances:

. Using Standard Form 44 for purchasing supplies
or services. This form is almost as acceptable
to vendors as actual cash money because they
honor it in "over-the-counter' purchases made
on the spot.

Using EPA Form 1900-8 to be reimbursed from
the Imprest Fund when payment has been made
for goods or services out of pocket.

Two other special areas that need particular attention are

also discussed:
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. Blanket Order for supplies and services
. Receiving Reports

(1) Using Standard Form 44 to Purchase
Supplies or Services

Standard Form 44, Purchase Order - Invoice - Voucher
may be authorized by your RC chief when the following con-

ditions are satisfied.

. Supplies or services are immediately available
. The order is for one delivery and one payment
. The purchase is limited to $250 except upon

approval of the Allowance Holder or the head of
the activity delegated authority to use the SF 44,
In any event, the purchase cannot exceed $2500.

The SF 44 cannot be used when the use of the imprest

fund or blanket purchase arrangement is feasible,

Because the SF 44 1s an accountable form, a record
must be maintained of serial numbers of the forms, to whom
issued, and dates issued. For each book of SF 44's you
should assign one DCN per book and enter the DCN on each
page. The first digit will continue to identify the branch or
subunit within your RC. The second digit will be an "'X" to
identify it as an SF 44. The last four digits will be serially

assigned.
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. Until the SF 44's are prenumbered you will also
assign on each page of the book an obligation docu-
ment number. The number is to be established in
the following manner:

123456 0001

L Serially Assigned

Your Suballowance Number

You will record in the DCR only the DCN, the date, and in
the Description Column the name of the individual who has

the book.

When an individual in your RC uses an SF 44, the
seller will send the white copy of the SF 44 to the FMO to be
paid. The FMO will also enter the transaction into the computer
as a payment. The payments will be reflected in the adjustments
column of the automated DCR. When this has happened you
should record the action in the DCR to show that money has

been spent.

(2) Using the Imprest Fund for Small Purchases

The imprest fund may be used for miscellaneous
supplies or services, not to exceed $100 under the following

circumstances:
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Item is not available from local stockroom
. Timing prohibits the normal procurement method

Vendor requires cash payment

Each claim must be presented on an itemized EPA Form
1900-8, supported by a sales receipt evidencing payment by
the individual. The requisition must have authorizing sig-

natures including "authorized purchasing officer, "

A constant DCN will be used for purchases paid from

the imprest fund. The DCN is formed as follows:

1st digit--Letter of the Organization (Branch) in
the RC who made the purchase

2nd digit--the letter 'Y’

3rd through 6th digits--always zero

The imprest cashier will supply the obligation number. Pur-
chases paid by the imprest fund must be made in accordance
with EPA Order 2545. 1, and appear in the '"Current Month

Adjustments' column on the computerized Document Control

Register.

(3) Blanket Orders

Some purchase requisitions result in firm purchase

agreements with a vendor but lack a statement requesting
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EXHIBIT XXXI

STANDARD FORM 147 JUNE 1964—FED PROC REG (41 CFR) 1 3603 ORDER FOR SUPPLlEs OR SERVICES PAIGE

MARK ALL PACKAGES AND PAPERS WITH ORDER AND/OR

@ " CONTRACT NUMBERS Y A o

§E DATE OF ORDER CONTRACT NO {If any) ORDER NO

—° 07-09-73 PO68041314

ACCOUNTING AND APPROPRIATION DATA REQUISITIONING OFFICE

b8X0100 BUUO1Y PO6BO41314  414706N991 26.10 .

$200.00 Office of Water Programs

REQUISITION NO /PURCHASE AUTHORITY

BLANKET PURCHASE ESTIMATE FOR THE MONTH OF ul
AN

CONTRACTOR (Name and address, including ZIP code) SHIP TO (Consignee and address, inluding ZIP code)
r—F' her S t1fic C U. S. Environmental Protection Agency
isher Scientific Compan
TO—> s pany ATTN: Dr. E. L. Koonce

5481 Creek Road

Cincinnati, Ohio 45242 401 M. Street

Washington, D.C. 20460

L .

PURCHASE] REFERENCE YOUR PLEASE FURNISH THE FOLLOWING ON THE TERMS
SPECIFIED ON BOTH SIDES OF THIS ORPER AND ON 515 HE §HEETS IF ANY INCLUDING DELIVERY AS INDICATED THIS PURCHASE IS
X Necomare UNDER AuTHoRTY OF &1 USC 2 ¢

DELIVERY
EXCEPT FOR THE BILLING INSTRUCTIONS ON THE REVERSE THIS DELIVERY ORDER IS\SUBJECT TO INSTRUCTIONS CONTAINED ON THIS SIDE ONLY
D OF THIS FORM AND IS ISSUED SUBJECT TO THE TERMS AND CONDITIONS OF THE ABOYE NUMBERED CONTRACT

F OB POINT GOVERNMENT B /L. NO DELIV?:RY TOF OB POINT ON OR | DISCOUNT TERMS

BEFOR!
DESTINATION -30-74 NET 30 DAYS

v

TYPE OF
ORDER

SCHEDULE \

ITEM NO SUPPLIES OR SERVICES R‘g’;g‘é“; UNIT | UNIT PRICE AMOUNT QLML

This 1s Blanket Purchase Order for chemical
and laboratory supplies as required during
the period July 09, 1973 thru June 30, 1974
Prices quoted and billed against this order
shall be those established by the vendoe
for sales to the Federal Government(includigg
time and trade discounts) and GSA Federal
Supply Schedule where applicable.

Under this agreemant, the Government will bg A

obligated to pay only for orders placed by N\ QQQ .

phone or in person by Dr. Koonce, R. Blanchgrd, \ qggﬂb qﬁ. qﬁﬁgp

H. Kolde, and H. Krieger. Individual call 'vacp

—_— o

e Sell o el o ol i S
' ' @9 P T x\’&‘

4
Estimated Total Obligation $2400.00 Pycp?@;i

(Check OTHER THAN TOTAL F

SIZE D SMALL ROM
CLASSIFICATION 2 one) BUSINESS SMALL BUSINESS CONTINUATION PAGES (See

reverse

SEE BILLING INSTRUCTIONS ON REVERSE
GRAND TOTAL —— for

SHIPPING POINT GROSS SHIPPING WEIGHT INVOICE NO rejections)

UNITED STATES 1ICA

MAILINVOICES T0® 17, S . Environmental Protection Agency BY — _

Accounting Operations Office NAME (Toped)
Washington, D.C. 20460 A, W. Goerin

TITLE CONTRACTING/ORDERING OFFICE

STANDARD FORM 147 JUNE 1964 *include ZIP code 147-105



immediate delivery of the goods or services. Rather, one
or more specified individuals may be authorized to call the
vendor as needed to deliver quantities of the goods outlined
1in the purchase order. Such a purchase agreement is called

a '"Blanket Purchase Order'.

You will assign a DCN to each blanket requisition even
though 1t bears no money amount at this time. The Procure-
ment Office will process the requisition and send a copy of
the Purchase Order, SF 147, to the individual who originated
the request. That individual will make a copy of the SF 147

for each month covered in the order., He will enter the month

and the estimated dollar amount in the accounting data block
and submit the SF 147 to you monthly, Exhibit XXXI, opposite
this page, shows how the estimate 1s entered for a Blanket
Purchase Order. You will record the amount as an obligation

and forward it to the FMO.

(4) Reviewing the Estimates for Blanket Purchase Orders

Estimates should be reviewed at least quarterly,
and/or the end of the period covered 1n the purchase order.
If the unpaid items are larger than one month's estimate you

should contact the individual using the order and inquire if he
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is using the order as estimated. If not, that individual should
submit to you a copy of the authorizing SF 147 reducing the
over estimated amount. At the end of the period for which a
blanket purchase order has been 1ssued, you should review

the automated DCR to see if there are any unpaid obligations.

For any unpaid items, contact the individual using the

order. Next, contact the FMO and inquire 1f he has processed

the payment in question. If so, a copy of the purchase order

should be submitted to the FMO cancelling the unused obligation.

(5)  Receiving Reports

When a purchase requisition is received 1n the Procure-
ment Office an Order for Supply or Service, SF 147 1s issued
to the vendor. The pink copy of the SF 147 is the receiving
report copy which when signed on the back will acknowledge

that the items were received, and will be forwarded to the RC.

When the goods are delivered in your RC, the pink copy
of the SF 147 must be signed on the back by you or the person
receiving the goods. If the goods are delivered by an EPA
employee, he will take the Receiving Report with him and
forward it to the FMO. Should the vendor or hauling company
deliver the goods, you are responsible for sending the receiving

report to the FMO.
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In the case of a blanket purchase order, the invoice
could also be the receiving report, and must be signed by

you or the person receiving the items and forwarded to the

FMO.

The FMO must have the signed receiving report as
evidence of delivery before he can pay the vendor. Also,
some vendors give discounts when prompt payment 1s made,
therefore, it is important that the FMO be sent the receiving
copy promptly. (Actually the discount offered by the vendor
wi1ll increase your available balance and will be reported on
the automated DCR in the current month's '"Obligation

Adjustments'' column. )
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5. TRAVEL AUTHORIZATIONS

This section describes some of the forms used in the Agency
and the information you must know regarding this type of spending

action which is always an obligation. The EPA Travel Manual can
provide you with detailed information regarding Agency travel

policies.

There are three basic categories of travel authorizations (TA's)
that provide for per diem (daily living expenses) and transportation

expenses. The authorizations are referred to as:

. Specific
. Blanket

. Permanent Change of Station (PCS)

(1) An Explanation of the Types of Travel Authorizations

A specific authorization is issued to authorize one trip
and must specify each stop in an itinerary. It expires upon

completion of the purpose for which the order was written.

Blanket authorizations are issued to authorize as many
trips as necessary within a specified time, not to exceed a
year and not to extend into the next fiscal year. These
authorizations must state the limits of the travel to be

performed.
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To distinguish the blanket TA at a glance, the first line
1n block 9 of the TA states '""THIS IS A BLANKET TRAVEL

AUTHORIZATION. "

Permanent change of station travel authorizations are

1ssued to transfer an employee and family to a new post of

duty.

(2) Travel Authorization Form (EPA-2570.1)

The form used to authorize all types of travel is the

Form EPA 2570.1, 1llustrated in Appendix B.

(3) Government Transportation Request (SF 1169)

The form used to obtain transportation from a common
carrier (e.g. airlines) is Standard Form 1169, illustrated in
Appendix B. Everyone in your RC should be instructed to
make sure that the 1dentical accounting data used on the TA
(block 13) 1s also placed on the SF 1169. This form 1s not
processed by you in the DCR because the transportation costs
are included as part of the TA and will be recorded in the DCR

at the same time.

(4) Obligation Document Number

The Obligation Document Number for travel 1s the TA

Serial Number (preprinted on the EPA Form 2570.1) plus
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U S ENVIRONMENTAL PROTECTION AGENCY ! NO
TRAVEL AUTHORIZATION T090004
BoricinaL [ amenpMeENT [ canceLtation 2 DATE
July 2, 1973

3 NAME 4 SOCIAL SECURITY NO

William Jones 001-00-0000
5 TITLE 6 ORGANIZATION

Ingpector Office of Field Coordination
7 OFFICIAL STATION

Washington, D. C.
o ERINT aboUYs_ July 4, 1973 enoinG Aoyt June 30, 1074

(Datec) (Date)

©

ITINERARY, PURPOSE AND OTHER DETAILS (If forolgn fravel la Involved, sce EPA Travel Manual for special Instructions)
THIS IS A BLANKET TRAVEL AUTHORIZATION

Travel as necessary 1n connection with carrying out EPA objectives 1n
States comprising Region IV,

BLANKET TRAVEL ESTIMATED AMOUNTS FOR THE MONTH OF SEPT 73

ANNUAL LEAVE AUTHORIZED FROM TO

EXHIBIT XXXII

10 PER DIEM ALLOWANCE § PLUS AVERAGE COST OF LODGING (Not to axceed maximum set by GSA) SPECIFY IF
OTHER ALLOWANCE AND LIMITATION IS AUTHORIZED IN LIEU OF PER DIEM

11 MODE OF TRAVEL

a [X] COMMON CARRIER d. [[J PRIVATELY OWNED AT A RATE
(Auto, Alrplane, etc)
b. ] EXTRA FARE oF_________ _ CENTS SUBJECT 1O di1 oR dw@
(1) {] FOUND TO BE TO THE 20 [JNOT TO EXCEED CO3ST 8Y COMMON CAR-
ADVANTAGE OF THE RIER INCLUDING CONSIDERATION OF PER
c (X] GOVERNMENT OWNED GOVERNMENT DIEM ALLOWANCE

CONVEYANCE

ON THE ORIGINAL BLANKET TA THE MONTH
AND MONEY ESTIMATE WILL BE BLANK. A
COPY FOR EACH MONTH COVERED IN THE

TA SHOULD BE MADE, AND MONTH AND ESTI-
MATE ENTERED MONTHLY AND SUBMITTED
TO YOU BY THE TRAVELER/S.

12 SPECIAL ALLOWANCES AUTHORIZED

a E CAR RENTAL o D SHIPMENT OF HOUSEHOLD

h D TEMPORARY QUARTERS
GOODS AND PERSONAL AFFECTS

b. @ TAXI 1 D REGISTRATION FEES
e TRANSFORTATION OF
¢ [J excess maccace up IMMEDIATE FAMILY J [] msceLLANEOUS ExPENSES
1o Les f [JreaL estate exrenses k.[] oTHER (Spacity)

g [J resioence HunTING

13 COST ESTIMATE AND ACCOUNT CODES 99

APPRO- DOCERET [ 1) cation ACCOUNT OBJECT CLASS AND AMOUNT
PRIATION Control NUMBER
NUMBER ML Hunber CODE AMOUNT CODE AMOUNT CODE AMOUNT
6840105 C40006 090004 | 421018C990 [21.01[500. 00
21, 10/100, 00
031700, Q0
TOTAL TOTAL 1300 00
14 APPLICABLE REG'S SGTR'S JTR'S[ ] FSR'S[] )
15 ORIGIN AND AUTHORIZATION  wWachineton, D. C
|jo. RECOMMENDING OFFICER'S SIGNATURE NAME ANO TITLE (Typed
Authority 1a granted to travel and incur such e as may be y for this suthorization In accordance with EPA policy and
applicatdo regulations
b AUTHORIZING OFFICER’S SIGNATURE NAME AND TITLE (Typod)

EPA Form 2610-1(3-73) REPLACES EPA FORM 2370-1 (REV 8 71) WHICH MAY BE USED UNTIL SUPPLY 15 EXHAUSTED




a "T" (inserted by you) in front of the TA number used,

(5) The Amount of the Obligation

Obligations for travel are "estimates'' at the time the
travel 1s authorized. The estimates must be separated by ob-

ject class on the TA and recorded at this level in the DCR.

The amounts for specific and change of station travel
are shown on the TA, One DCN will be assigned for each

traveler for each specific and each PCS TA,

The amounts for blanket travel are shown on a copy of
the blanket TA as provided to you on a MONTHLY basis by each
traveler. One DCN will be assigned for each traveler under
each blanket TA and forwarded to your servicing finance
office. Exhibit XXXII, opposite this page, shows how the

travel estimate 1s entered for blanket TA.

(6) Reviewing the Estimates for Blanket Travel

The traveler submits a travel voucher (SF 1012), which
itemizes his expenses, directly to the FMO after approval by
his immediate supervisor. The travel voucher 1s 1llustrated

in Appendix B.
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These vouchers are not handled by you for any purposes
regarding the DCR. The payments are reflected in the Pay-
ments Made column on the automated DCR. Therefore, this
information 1s available to you for comparison to the amount
originally estimated and obligated. If the unpaid items are
significantly larger than one month's estimate, you should
contact the traveler 1nvolved and inquire if he has submitted
all travel vouchers for that period and/or if there have been
major changes in his travel plans. If so, he should submit
a revised blanket travel authorization to you, reducing the
over estimated amount, If all expense vouchers have been
submitted and paid, the next month's estimate should be re-

duced by the amount of the unpaid obligation,

You will notice in the Obligation Document Number
column of the automated DCR that the Travel Order Number
has been prefixed with ""TR'" for transportation costs (sub-
object classifications 21,03 and 21.30). The '""TR" is com-
puter generated to allow the FMO to pay the travel voucher
without reducing the obligation outstanding for the transporta-
tion costs. Transportation costs are billed separately by the

commercial carrier.
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(7)  Final Adjustment to the Blanket Travel Obligations

At the end of the period for which a blanket travel
obligation has been 1ssued, you should review the automated

DCR to see 1if there are any unpaid obligations.

For any unpaid items related to the expired blanket TA,
contact the traveler involved and inquire if he has submitted
all of the travel vouchers., If all vouchers have been sub-
mitted and paid, a copy of the travel authorization should be

submitted to the FMO cancelling the unused obligations.,
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6. AGENCY OR REGIONAL SUPPORT

The Agency's responsibility centers have access to an addi-

tional source of money besides that contained in their suballowance.

This source is part of the Agency and regional management appro-

priation (68-0105) and includes the following subelements:

552212-17

Agency Support DAA for Administration

5T2215-01/10 Regional Support Regional Administrators

The term '"support'" covers most of the expenses commonly known

as ""overhead".

Object

Qass

22,06
22,09
22,92
23.03
23.07
23.08
23.11
23. 14
23. 27
24.01
25.21
25,41
26.00
31,00

The following are examples of support costs:

Non-Passenger Vehicle Rental

Other Transportation

Relocation of Office

Computer and ADP Equipment Rental
Rental of Other Equipment

Rental of Photocopy Equipment

Local Telephone Service (excludes FTS)
FTS Service

Other Rent, Communications, and Utilities
Printing and Reproduction

Maintenance of Data Processing Equipment
Other Maintenance and Repair

(Certain Supplies and Materials)

(Certain Common Service Office Furniture and
Eqguipment)

[f your RC 1s in a regional office you will know these charges

by looking at the account number where the 2nd, 3rd, and 4th

positions are 215, and also by the object class.
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If your RC is located in Washington, charges will be made
against the account number where the 2nd through 6th positions

are 21217,
The personnel under the organization of the

Deputy Assistant Administrator for Administration
. Deputy Assistant Administrator for Resources
Management
located i1n Cincinnati1 and Durham and Las Vegas will also process
spending actions using the 'Agency Support' (account 21217) in the

2nd through 6th position of the Account Number for the services

listed above.

From a practical standpoint, the entire allowance for support
costs is usually assigned to one RC as a suballowance. Usually the
particular RC 1s one having the skills and people to handle efficiently
the numerous administrative, support, and housekeeping services so

essential to other RC's,

The availability of Agency or Regional Support 1s important

to your RC for these reasons:

Agency or Regional Support is goods and services
provided or available to your RC but your RC
doesn't pay for them from its suballowance.

This type of spending action prepared within your
RC may be required to be forwarded to the RC 1n
charge of Agency or Regional Support for further
approval, processing, and recording in the DCR.
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Although this type of spending action may not affect your RC's
available money balance, it must still be approved by your RC chief.
The underlying idea of the Ageacy and Regional Support system
is to centralize in one RC the tgsk of controlling the money, and
at the same time providing all RC's the advantages that go with
the concentration of skills to provide required services. Special
guidelines for the RC responsible for Agency or Regional Support

are provided in Chapter VI.
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VI. SPECIAL GUIDELINES FOR RC'S IN
CHARGE OF AGENCY SUPPORT



V1. SPECIAL GUIDELINES FOR RC'S IN CHARGE OF
AGENCY SUPPORT

RC's responsible for Agency Support have certain spending
action situations somewhat unique to Agency Support. For ex-
ample, the number of commitment actions will tend to be fewer
than for other RC's. More importantly, the types of obligation
actions dealt with will often have little or no supporting documenta-
tion available and therefore appropriate steps must be taken. This
point is discussed in more detail in the following paragraphs.

The "typical' obligation has some basic supporting document
that has all the essential information anyone needs to know about
the transaction. (Appendix B of this manual is almost totally ded-
1cated to an identification of the documents and a description of
what information goes where.) Examples of supporting obligation
documents would include travel authorizations, purchase orders,
contracts, grant agreements,

It is characteristic of an RC responsible for Agency Support
that the most common types of obligation spending actions are
those having the following traits:

Have little or no supporting documentation
Money amount must be estimated
As an example of the above, consider the case of utilities. Such

items as heat and electricity are vital services about whose
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necessity there is no question. They are essential and the organi-
zation served, e.g., region or a NERC, must have them. It is
not a normal practice, however, to 1ssue a purchase order each
month (or even each year) to the utility companies providing the
services. Once arranged for, such services are provided con-
tinuously until the companies are advised to terminate the service.
Basically this same description applies to rent. Once an EPA
organmzation has taken occupancy on space, it has usually done

so under the provisions of a long-term lease.

In the case of both utilities and rent, payment to the vendor
companies 1s based on a periodic statement received from them.

The key point related to the above types of recurring expenses
is that the responsible RC must estimate their amount and record
them in the DCR even though no supporting documentation is
immediately available.

The problem of estimating the amount of recurring services
to be provided varies in difficulty. Rent expense for any parti-
cular time period is usually capable of being estimated with al-
most total accuracy. Utilities can also be estimated with a fair
degree of accuracy if the RC has analyzed past experience 1n
service usage. The amount of stock printing or GSA car usage,
however, is sufficiently varied that any estimates for these ex-

penses are usually only "ball park' figures.
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ENVIRONMENTAL PROTECTION AGENCY EXHIBIT XXXIII

MISCELLANEOUS OBLIGATION DOCUMENT

OBLIGATION(S) FOR THE MONTH OF 19
FOR THE QUARTER BEGINNING ____ JULY 1,19__
OCTOBER 1,19
JANUARY 1,19__
APRIL1,19 __

PURPOSE

THIS NOTICE IS AN ORIGINAL OBLIGATION
AN INCREASE TO A PREVIOUS OBLIGATION
A DECREASE TO A PREVIOUS OBLIGATION

APPROPRIATION

123 49 10-12{13|14 15-20 21-30 3140 4144 45.56 57
w

> = =.lol®| DOCUMENT
F [EG|EFFECTIVE [Gulw/aT| o OBLIGATION ACCOUNT OBJECT|  AMOUNT | &
oE3 opate |Z8|2|a ONTROL CLASS | DOLLARS |3
= = |2|® @
e« mo|oa|YR("
2 a50
2 050
2 450
2 050
2 50
NOTE SHADED AREA TO BE COMPLETED BY FMO TOTAL

RESPONSIBILITY CENTER

PREPARED BY: APPROVED BY,

(SIGNATURE) (SIGNATURE)
DATE DATE

PHONE PHONE




The DCN assigned to an obligation initially should be used
throughout the fiscal year. Once an estimate 1s made for the
first time and assigned a DCN, the basic procedure 1s to keep it

up-to-date from that point onward.

It is a fundamental requirement, specified by law, that no
agency can record a spending action unless there 1s supporting
documentation. As was noted 1n the above paragraphs, however,
Agency Support obligations frequently do not have such documenta-
tion. In order to meet the legal requirements, as well as for
reasons related to good money control procedures, most agencies
use a special form to provide the transaction documentation in
those cases when 1t is not normally available. In EPA this
form is called MISCELLANEOUS OBLIGATION DOCUMENT (MOD).
A copy of this form appears on Exhibit XXXIII, opposite this page
The exhibit also explains the key features of the MOD and provides

guidance concerning how to complete it

MOD's do not require special handling. They should be
forwarded to the FMO in accordance with normal procedure
(described i1n Chapter IV). Likewise the MOD's have no unusual

features regarding how they should be recorded in the DCR In

summary, the RC 1n charge of Agency Support has two areas that
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make spending control a little different from other RC's:
More of the obligations must be estimated
More of the supporting obligation documents

tend to be RC-prepared MOD's

In all other respects the responsibilities and procedures of

Agency Support RC's are identical to those of other Agency RC's.
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EXHIBIT XXXIV

RC ACCOUNT NUMBER LISTING

RC

AopRePRIATION
Sunﬁ HO\VA”CE
AGCOUNT NUMBER - ACCOUNT DESCRIPTION

Wmm

KC F- ND W 06RAMS Dinis

48X 0100 - OrPerpTIONS, BESEARCH AND FACILITIES
402 N4 - REGron IL (NEw York)
$I14302F990~ Varep PunaLry STAAMNDARDS

415602 FADO - INDUSTR )AL LWASTES STUDIES
J157202F ADO - NON-PoINT SOURCE STUDILS

41¢302F 770 - OperAaTION AND MarnTENANCE

68Xx0103 - Construcrion GeanTs

Y02 AY - REGrNTL (NE\V YMK)
$76 202 F170 - CONSTRUCTION GRANTS OPRRAT/ONS

402 AD
D/6202F 990 - ConSTRUCT 100 CRANTS OPERATIONS (FYI3)

t—2—2 1221 1 -4~




VII. OBTAINING ACCOUNT NUMBERS

The purpose of this chapter 1s to provide additional informa-
tion concerning account numbers. The topics discussed 1in the

following paragraphs are:

. What to use to check account numbers when you
are recording spending actions in the DCR

. How to obtain new or additional account numbers
. How the '"local needs' digit of the account

number can be used

(1) What To Use To Check Account Numbers

The first step 1n recording a spending action docu-
ment in the DCR is determining the correctness of the ac-
counting codes already located on the document. For
checking the object class, you use Appendix A of this
manual, For checking the appropriation and the account
number you use the RC Account Number Listing supplied

to you by your RC Chief,

Your RC Account Number Listing, similar to
Exhibit XXXIV, opposite this page, is supplied to your RC

Chief by the FMO,
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(2) Who Establishes Account Numbers?

The account numbers which your responsibility center
uses are established by your RC Chief, in cooperation with
the FMO., This means the account numbers in use are
meaningful to the day-to-day activities which are conducted

in your offices.

(3) How Are Account Numbers Established ?

The two instances when account numbers need to be
established are:
. Prior to the start of each new fiscal year
When the work of your RC changes
The processes used in establishing account numbers in
these two cases are different., The procedures are dis-

cussed in the following paragraphs.

At the start of May, in preparation for the new fiscal
year starting July 1, your servicing finance office will pro-

vide your RC chief a computer listing of proposed account

numbers for the new fiscal years. This will be 1n the same
format as the RC account number listing, By getting an
early start on defining the account numbers for the new

fiscal year, you can receive computer assistance in
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setting up fixed account numbers for your employees, as
well as supplying an account number for grants and contracts
under review which will utilize your RC's money in the new
fiscal year. Establishing new fixed account numbers for

payroll 1s discussed 1n Chapter V, Section 3.

As mentioned above, your RC will be provided a com
puter listing of possible new account numbers for the new
fiscal year. These are based on your RC's current activi-
ties, i.e., account numbers. Only the first leftmost digit
1s changed to indicate the new year of available money, for
example 321018C991 becomes 421018C991. For FY 74 the

the section of law codes, as we know 1t, in fiscal year 1973

have also been changed to reflect new requirements.

Your RC chief will review this listing and compare it

to the work that he has planned in the new fiscal year. He
can note deletions by striking out account numbers which
are no longer applicable, and insert new account numbers on

the computer listing, as required.

The use of the tenth digit of the account number, which
is reserved for local needs, will also be reviewed as part
of this establishment process. Paragraph (5) describes

potential uses of the local needs digit.
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When your RC chief has completed his review, he

will sign the revised listing and forward it to the FMO.
The FMO wi1ll incorporate these account numbers 1n the
computer when the suballowances are 1ssued to your RC 1n

the new fiscal year. When this occurs, you will be supplied

a revised RC Account Number Listing.

(4) When Additional Account Numbers Are Needed

During the fiscal year, 1t may be necessary for your
RC chief to get additional account numbers. These account
numbers can be established by contacting your servicing
finance office, and supplying the FMO with the following
information:
The subelement which the project relates to

. The division level Responsiblity Center code
to which project responsibility is assigned

The title of the project (limited to 23 characters)
Based on the information outlined above, the FMO can
supply the additional information which the computer needs

for the establishment of new account numbers.,

(5) How The Last Digit of The Account Number Can Be
Used

The last digit of the account number can be used to
serve your local needs. Generally, it provides your RC
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chief with additional refinements on controlling where
or for what his money is spent, The use made of the tenth
digit is normally dependent on the type of location of the RC.

Use of this digit is optional. If your RC does not desire to

use 1t, 1t should be zero,

Possible uses, nased on RC type, are:

. Service oriented responsibility center, such as
a servicing finance office:

- One--Financial Systems Branch

- Two--Financial Reports and Analysis
Branch

. Program oriented responsibility centers, such
as Air and Water Programs Division:

- One--Urban areas

- Two--Rural areas

- Three--Heavy industry areas
- Four--Light industry areas

Responsibility centers in the NERC's may use

the tenth digit for the Research Objective
Achievement Plan (ROAP)
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VIII. HOW THE END OF THE FISCAL YEAR
AFFECTS YOU AND THE DCR

In Chapter II we discussed how the money is given to an
Allowance Holder to spend during a fiscal year. This chapter
describes what happens to the money if it 1s not spent and what
you must do to make sure that the money 'reserved' as commit-

ments is obligated.

(1) Money Is Withdrawn on June 30

All money that is not recorded as an obligation in the
FMO reports as of June 30 is withdrawn from your RC and
1s either returned to the Treasury or is available to be re-
distributed by the Budget Office in the new fiscal year. The
redistribution does not necessarily follow the distribution of
the previous fiscal year, but may be distributed in accord-
ance with the new work plans established for the new fiscal

year.

Commitments for which no obligation document has
been issued by June 30 can no longer be charged to the sub-

allowance issued for the fiscal year ending June 30.
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(2) Commitments Need To Be Reviewed in June

In preparation for the closing of the fiscal ycar at
June 30, you and your RC chief should review each open
commitment in the May DCR and in the Transactions to he
Verified weekly report for June. These reviews will enable
you to:

. Identify commitments that will become obliga-
tions by June 30, although the documentation
will not reach the FMO in time.

. Have your RC chief obtain a "letter of intent" ,

(in the case of contracts) from the Contracting
Officer which can be used by the FMO as the

obligating document.
. Cancel any commitments no longer required.
. Identify valid commitments that will not become

obligations by June 30 and must be recommitted
in the next fiscal year.

In addition, based on the review, the Allowance Holder

may be able to reprogram his suballowances with excess

money to the suballowance needing money.

Effective with fiscal year 1974, prior to the official
closing of the fiscal year by the FMO, you will be provided
a special listing showing all open commitments for your RC.
You should review the listing for the same purposes as de-
scribed above for the May and June reports. In addition,
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you should determine whether an obligation document was
issued but not received by the FMO., If so, obtain a copy

and forward it to the FMO,

The primary purposes of these reviews are to insure
that the FMO has recorded all obligations issued by June 30
and to determine what valid commitments will not become
obligations by June 30 and therefore must be recommitted
in the next fiscal year.

(3) Valid Commitments That Must Be Reissued in the
New Fiscal Year

All valid commitments that did not become obligations
by June 30 will be treated as new commitments in the new
fiscal year, You should contact the individuals who sub-
mitted these requests and have them prepare and submit
to you amended requisitions reflecting only the new fiscal
year accounting data, When you receive the amended
requisition you will prepare a Commitment Notice, assign it
a new DCN, record it in the DCR and forward the requisition

to the appropriate processing office.

-79-



APPENDIX A

ENVIRONMENTAL PROTECTION AGENCY
OBJECT CLASSIFICATION CODES
FISCAL YEAR 1974



11.00

APPENDIX A

ENVIRONMENTAL PROTECTION AGENCY

OBJECT CLASSIFICATION CODES

FISCAL YEAR 1974

PERSONNEL COMPENSATION--Gross compensation (be-

for deductions for taxes and other purposes) for personal
services of individuals, includes payment for leave used.

11. 11

11.12

11.13

11.19

11.31

11.32

11.52

11.53

11, 54

11. 55

Base Pay, Commissioned Officers--Regular
salaries paid directly to commaissioned officers,
excludes quarters and subsistence.

Permanent, Full-time Civilian--Permanent

refers to positions occupied without regard to

type of appointment and are positions established
or occupied for a period of a year or more,.
Permanent Full-time Wage Board--See 11, 12
above for definition of permanent.

Lump Sum Terminal Leave--Payment made to an
employee upon termination of employment with

the Government for the amount of unused ac-
cumulated leave,

Personal Services, Consultants--Compensation
for services rendered by consultants employed

on a per diem or fee basis, (Payment to con-
sultants serving under a contractual arrangement
are chargeable to major object class 25,)

Personal Services, All Other--Salaries and wages
paid directly to employees who do not fall in one of
the above categories, e.g., temporary employment.
Night Differential--Payment above the basic rate
for night work between 6:00 p. m. and 6:00 a, m.
which is not subject to overtime or Sunday pay.
Overtime--Payment for services in excess of the
40-hour week or 8-hour day.

Foreign Post Differential--Payment above the basic
rate for service at hardship posts abroad which are
based upon conditions of environment differing sub-
stantially from those in the continental United States.
Hazardous Duty Pay--Payment above the basic rate
for assignments involving hazardous duty.




11.56  Sunday Pay--Payment above the basic rate of 8
hours or less of regularly scheduled work on
Sundays.

11.57 Holiday Pay--Payment for services performed
on a legal holiday.

11.39  Other Pay--Payment above the basic rate for
any premium pay not specified above, e. g.,
non-foreign differential,

12.00 PERSONNEL BENEFITS

12,10  Social Security Contribution (FICA)--Employer's
portion of Federal Insurance Contribution Act
Taxes.

12.11  Retirement Contributions--Employer's contri-
butions to the employee retirement fund.

12.12 Insurance Contributions (FEGLI)--Employer's
share of the Federal Employees' Group Life
Insurance,

12.13  Health Benefits Contributions--Employer's
share of the employee Health Benefit Plan costs.

12.14 Foreign Allowances--Payment above the basic
rate for services rendered to compensate for a
higher cost of living.

12.21 Insurance Contribution (SGLI)--Employer's share
of the Servicemen's Group Life Insurance {(Com-
missioned Officers).

12, 23 Uniform Allowances--Payment for uniforms when
paid 1n cash to the employee,

12, 24 Quarters and Subsistence (Commissioned Officers)--
Allowances for quarters and subsistence paid to
commissioned officers.

12,98  Other Personnel Benefits--Payment for any item
not listed above, e.g., 1incentive awards, ex-
cludes benefits related to permanent changes of
station.

12.99  Permanent Change of Station Benefits--Payment
for subsistence and expenses while occupying
temporary quarters and other expenses related
to permanent change of station not included in
major object class 21,

13.00 BENEFITS FOR FORMER PERSONNEL
13.01 Severance Pay--Payment to former employees
involuntarily separated from employment by the
Government,




21.00

22,00

23.00

TRAVEL AND TRANSPORTATION OF PERSONS

21.01

21.03

21.04

21.10

21.20

21,22

21. 30

Travelers Subsistence (Excluding PCS)--Per

diem allowances or reimbursement of actual ex-
penses for meals, hotel room.
Travel, Common Carrier (Excluding PCS)--

Commercial transportation, except car rental.
Local Transportation (Excluding PCS)--Trans-

portation (taxi, car rental including GSA, tolls)
within the vicimty of an employee's permanent
duty station.

Other Travel Expenses (Excluding PCS)--Services

not covered in one of the above, e, g., local trans-
portation or car rental when away from permanent
duty station, telephone expenses.

Foreign Travel Costs--Foreign travel including

per diem, transportation, and other costs.
Aircraft Hire--Charter of aircraft used for
official business.

Travel, Permanent Change of Station--Travel
expenses related to an official change of station,
e. g., expenses for advanced trips, commercial
transportation.

TRANSPORTATION OF THINGS

22.06

22.09

22.18

22.80

22.92

Non-Passenger Vehicle Rental--Rental of trucks,
fork lifts, etc.

Other Transportation--Other expenses such as
contractual charges for the transportation and
care of things.

PCS Transportation of Effects--Transportation of
household goods and effects related to an official
change of station. (For storage see 25, 48).
Parcel Post--Contractual transportation of mail,
shipping of packages based on weight.

Relocation of Offices--Transportation of equip-
ment and supplies due to relocation of offices.

RENT, COMMUNICATIONS, AND UTILITIES

23.01

23.03

23.07

Land and Structures--Rental of the possession
and use of land and buildings owned by another.
Computer and ADP Equipment Rentals--Rental

of computers and peripheral equipment including
terminals, keypunch machines, etc.

Rental of Other Equipment--Rental of other equip-
ment not included in any other object, e. g.,
postage meter, post office boxes, excludes com-
munication equipment.
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24.00

25.00

23.08

23,11

23.13

23,14

23.15

23. 20

23.25

23,27

Rental of Photocopy Equipment--Rental of photo-
copiers such as Xerox copiers, thermafax copiers,
Local Telephone Service--Rental of telephone and
charges related to local service, e.g., switch
board charges, excludes installation charges.
Long Distance Service--Rental of leased lines or
dedicated lines for long distance service.

FTS Service--Rental of FTS lines and services
from GSA.

Telephone Installation--Charges for installing
telephones.

Utilities--Heat, light, water, gas, and other utility
services.

Penalty Mail--Payment made to the Post Office
Department for the cost of mailing normal Govern-
ment correspondence.

Other rent and Communications --Services
not included in one of the above categories.

PRINTING AND REPRODUCTION

24,01

Printing and Reproduction--Costs associated with
printing and reproduction including contractual
services, composition and binding, photography,
etc., e.g., nonstandard forms.

OTHER CONTRACTUAL SERVICES

25,17
25,18

25,19
25.20

25.21

25.25

25.31
25, 32

25. 36

Computer Facilities and Services, Federal
Computer Facilities and Services, Non-Federal--
Contracts for data processing equipment, including
rental of computer time and keypunching.
Programming Services, Federal

Programming Services, Non-Federal--Contracts
for programming services including system design
and analysis.

Maintenance of Data Processing Equipment--Con-
tracts for the repair and maintenance of data
processing equipment.

Repairs and Alterations, Buildings and Grounds--
Contracts for the repair, maintenance, and alter-
ation of buildings and grounds, excludes major
construction.

Research and Development Contracts, Federal
Research and Development Contracts, Non-
Federal--Contracts for research and development
type work.

Aircraft Maintenance--Contracts for the repair
and maintenance of aircraft.
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26.00

25. 37 Health Units--Contracts for the operation of
health facilities,

25.38  Security Investigations--Contracts for conducting
security investigations.

25.45  Traimng--Contracts with other Federal Agencies,
universities, etc., for training, tuition, and
graduate studies, 1ncludes books, reimbursements
to employees for training.

25.47 Other Maintenance and Repair--Contracts for
maintenance and repair not otherwise specified
1n this object.

25.48 Miscellaneous Contract Services--Contracts for
services other than maintenance and repair, e. g.,
consultant services when not on a per diem or fee
basis, storage of household effects.

25. 50 Custodial Services--Contracts for such services
as janitorial, fire protection, and security.

25,60 Charts and Related Art Work--Contracts for the
design and/or preparation of charts and related
art work such as slides or movies.

25.70  Other Interagency Agreements--Contracts with
other Government agencies not otherwise specified
in this object.

SUPPLIES AND MATERIALS--All products (a) which are

ordinarily consumed or expended within one year after they

are put into use, or (b) which are converted in the process

of construction or manufacture, or (c) which are used to
form a minor part of equipment or fixed property.

26.01 Laboratory Supplies--Items such as chemicals,
glassware to be used in the laboratory.

26.02 Office and Administrative Supplies--Examples
are standard forms, pencils, penalty and plain
envelopes, desk trays, etc.

26.03  Subscriptions--Subscriptions to newspapers and
periodicals.

26.04 Data Processing Supplies--Examples are punch
cards, tabulating paper, magnetic tape.

26,05 Maintenance Supplies--Materials and parts
entering into the construction or repair of equip-
ment and buildings.

26,10  Other Supplies and Materials--Examples are fuel
used in operating motor vehicles, aircraft, or
boats, cleaning and toilet supplies.




31.00

32.00

41.00

EQUIPMENT-- Personal property which may be expected

to have a period of service of a year or more after put
into use without material impairment of its physical
condition.

31.01

31.02

31.12

31.15

31.80

31.90

Scientific and Technical Equipment--Examples

are measuring and weighing instruments and
accessories, mechanical drafting devices.
Furniture and Office Equipment--Examples are

desks, tables, chairs, typewriters, adding
machines.
Data Processing Equipment-- Examples are

computers, keypunch machines, terminals.
Books--For permanent libraries.
Other Equipment Valued More Than $200--

Examples are aircraft, photographic equipment,
engines.
Other Equipment Valued $200 or Less--Examples

are hand tools, small pumps.

LAND AND STRUCTURES

32.01

32.02

32.51

Land--Land, interest in land, easements, rights
of way, and improvements, such as fences,
sewers, wells,

Buildings and Other Structures--The acquisition

or completed construction of buildings or struc-
tures, additions to these structures, fixtures
and equipment which form a part of these struc-
tures, such as fire alarm systems, elevators,
plumbing.

Construction in Progress--The construction of

buildings, structures, additions to these struc-
tures, or improvements to land; must be trans-
ferred to 32.01 or 32,02 upon completion.

GRANTS--Grants made to states, business corporations,

41.10

41. 11

nonprofit organizations and individuals.

Multi-Program State and Local Assistance Grants--

Awarded to aid state, interstate, and local pro-
grams with the control and prevention of air and
water pollution,

Wastewater Treatment Works Construction
Grants--Awarded to states and municipalities to
prevent the pollution of waterways by the discharge
of sewage and other waste materials.




41,12

41.16

41,17

41. 21

41. 25

41. 41

41,45

41.55

41. 56

41. 80

Air Pollution Control Program Grants--Awarded
to state and municipal agencies responsible for
control and prevention of air substances which are
likely to be harmful to plant and animal health or
property.

Great Lakes Pollution Control Grants--Awarded

specifically for the purpose of carrying out plans
for the control and prevention of pollution within

the Great Lakes and their waterways.
State and Interstate Program Grants--Awarded to

one or more state agencies for the purpose of
carrying out i1ts approved plans for the control of
water pollution problems.

Training Grants--Awarded to state and local

governments, agencies thereof, and educational
institutions for the purposes of manpower develop-
ment and education relating to the cause and
solution of environmental problems.
Fellowships--A type of grant through a school,

college or university for a student engaged in an
academic program or project relating to environ-
mental needs.

Research Grants--Awarded to organizations and

individuals engaged in activities for finding solu-

tions to environmental problems.
Demonstration Grants--Awarded to organizations

and individuals for the purpose of demonstrating
new or 1mproved techniques which enhance en-
vironmental control.

Treatment Management Grants--Awarded to

planning agencies so that they may recommend
more effective and economical ways by which
municipalities and industries can collect, store,
treat and purify wastes. (Sec. 208, Water Pol-
lution Control Acts, as amended, formerly 3(c).)
Solid Waste Planning Grants--Awarded to muni-
cipal and state agencies so that they may recom-
mend improved ways for the disposal of garbage,
refuse and other solid materials which result
from industrial, agricultural and commerical
operations,

Multifunctional Grants--A combined fund award
made by two or more government agencies, of
which EPA is a participating agency, for the pur-
pose of combating air and water pollution.

-7-



42.00 INSURANCE CLAIMS
42.01 Insurance Claims and Indemnities--Benefits
paid from the Federal retirement and social
insurance funds, compensation for losses on
Government shipments or contracts.
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APPENDIX B

ACCOUNTING CODES AND DOCUMENTS

The purpose of this appendix 1s to describe the codes re-
quired on each spending action document submitted to the servic-
ing finance office, as well as showing where the codes are

recorded on the spending documents.,

1, ACCOUNTING CODES

The codes required on each spending document are referred

to as ""Accounting Codes''. The codes used by the Agency are:

i

. Appropriation--The appropriation code is
generally a seven-digit number, such as
68X0103. These codes are included in the
page heading of the DCR.

. Document Control Number--This number is
discussed 1n detail in Chapter IV, Section (2),
paragraph (3). It 1s a six-digit humber assigned
in your Responsibility Center. Spending docu-
ments which do not have a Document Control
Number will not be processed by the procure-
ment office or accepted by your servicing
finance office.

Obligation Number--This code consists of up to
ten digits and is used by the servicing finance
office to relate payments back to the original
obligation,




Account Number--The Account Number is dis-
cussed 1n detail in Chapter IV, Section 2, para-
graph (4). The Account Number is a shortcut
method of 1dentifying six (6) types of information
required on each spending action,

It 1s important that only authorized account
numbers be used. The use of unauthorized ac-
count numbers will not be accepted by the com-
puter, resulting in the FMO consulting you 1in
order to get the correct account number for the
spending document,

Object and Subobject Class Codes-- The object
and subobject class codes, a four-digit number,
are discussed in Chapter IV, Section 2, para-
graph (5). The valid codes for the fiscal year
starting July 1, 1973 are 1dentified and de-
scribed in Appendix A.

For commitment notices this code always ends "00".
Although the commitment notice will only show
major object class level, a requisition or other
document leading to a commitment should show

both object and subobject class.

Amount--In dollars and cents.

Servicing Finance Office--This is a two-digit
code which indicates the finance office where
your spending documents are sent., This is
also the finance office which waill pay the seller,
On documents which include an invoice or billing
address, be sure the finance office code 1s 1n
agreement with the billing address. This will
enhance the finance office's ability to promptly
pay the seller after he has submitted his bill.

The servicing finance offices are shown on
Exhibit I, following this page.



EXHIBIT 1(1)

CODE LOCATION SERVING:
01 Boston Region I

02 New York Region II
03 Philadelphia Region III
04 Atlanta Region IV
05 Chicago Region V
06 Dallas Region VI
07 Kansas City Region VII
08 Denver Region VIII
09 San Francisco Region IX
10 Seattle Region X
15 Headquarters Payroll

22 Durham Durham Offices, including:

- Public Affairs

- Administration

- Resources Management

- General Enforcement

- Contracts

- NERC

- Bureau of Stationary
Source Pollution
Control

Bay St. Louis (pesticide)
Gulf Breeze (pesticide)
Chamblee (pesticide)
Perrine (pesticide)
Montgomery (radiation)
West Kingston (laboratory)
Athens (laboratory)

Ada (laboratory)

Bears Bluff (field station)



EXHIBIT 1(2)

CODE LOCATION SERVING:

217 Cincinnata All Cincinnati offices including:

- Public Affairs

- Administration

- Training Center

- Resources Management
- Contracts

- Water Hygiene

- Solid Waste

- Radiation

- National Field Investigation Center
- NERC

Ann Arbor (laboratory)
Grosse Isle (laboratory)
Duluth (laboratory)

Newtown (field site)

30 Headquarters Grants Accounting

33 Las Vegas Las Vegas Offices, including:
- Public Affairs
- Resources Management
- NERC

Denver (field investigation)
San Francisco (pesticide)
Corvallis (pesticide)

Denver (pesticide, laboratory)

45 Corvallis NERC, Corvallis
College, Alaska
Ely, Minnesota
99 Headquarters All Washington, D,C. offices
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Exhibit II, opposite this page, indicates the accounting code

sequence to be used on all documents,

2. SPENDING DOCUMENTS

The purpose of this section is to provide you with a collection
of the documents which are most commonly used by the Agency to
record spending actions. Exhibit III, following this page, presents
a list of the documents which are included 1n this Appendix. The
documents are presented on Exhibits IV through XIX, Each docu-
ment is shown on an exhibit together with a brief description and

the place on the form where the accounting coding is entered,



PURCHASE OF GOODS AND SERVICES

cr o
EPA Commitment Notice X
EPA 5700-20 Grant Agreement X
SF 33 Solicitation, offer,
and award X
EPA 1900-8 Procurement Request/ X X
Requisition
EPA 2550-3 Miscellaneous Obliga-
tion Document X
SF 44 Purchase Order-
Invoice-Voucher
Letter Interagency
Agreement X
TRAVEL AND TRANSPORTATION
EPA 1770-12 Request for Shipping
Service X
EPA 2570-1 Travel Authorization X
SF 1012 Travel Voucher
SF 1038 Application and Account
for Advance of Funds
SF 1169 Government Trans-
portation Request
TRAINING
EPA Trawming Request and
Authorization from non-
government facilities
(formerly HEW 350) X
OF 37 Nomination for InterAgency

training X

Reference
Chapter VI

EPA Order 5700, 2

EPA Order 1700.3

Chapter V

EPPR 15-3.6

EPA Order 1240.2A

EPA Travel Manual
Chapter II

EPA Travel Manual
Chapter

EPA Travel Manual
Chapter 3

EXHIBIT III(1)

Prenumbered
No

No

No

No

No

No

Yes
No

Yes



EXHIBITI III(2)

SMALL CLAIMS g‘ O_ E Reference Prenumbered
SF 1164 Claim for Reimbursement

for expenditure on Official

Business X EPA Order No
PRINTING

EPA 1750-3 Request for Local Dupli-
cating Services X EPA Order 1750.1 Yes

Commitment Document
Obligation Document
Expense Document

BHOO
u



ENVIRONMENTAL PROTECTION AGENCY
Commitment Notice
NOTE Preparation and aporoval of this form <025 Not corsutute an obligation of money The

us2 of this 1orm 15 Inten.'ed to guarantee avarlabili.y of money by reserving it for certain
types of specified transactions

This commitment transaction in the amount of $ _ /a2 02 s for

{whole dollars)
{__) AGrant (Number

() APurchase Requisition

(__) A Contract

{___) Payroll for the Quarter Beginning } Juty 1,19__

) October 1, 19__

} January 1,19__
—) Aprii1,19 _

(
{
(
(

{___) Other (Specify below)
SPECIAL COMMENTS OR INSTRUCTIONS

The amount of money shown abave 1s
() An original commitment
{__} Anincrease to a previous commitment

{__) A decrease to a previous commitment

Responsibility Center EMJ—MMMA@M_
Prepared by liaLneAj/,,( @Wﬂw Approved by  Signature %:,ﬁ;
Date_Z-(2473 Date Z=/iR-73

Phone SXE-/213 PhoneS8 S -/220

FINANCIAL DATA  (See instructions on reverse of this form before ftling out)

Appropnavon  (2840(07

FMO USE — = j
conaai i Tiea ~CCOUNT tuviasa | 3 oF COLL \rt A "QUNT
arslelr]siahopizhiahabsisiiziigjioizolai[aaf1ala«l3sT3a157T33]300a0larT 2'430030a5] 61271 4 slsolsne255 5.0
1

ofs|0 00032401404”%[20“ | 1 /bidlololo
[ [

0f<¢j0 00 ' ; o0

- } : L

1

olajo cio { ! , ‘ ! Iol.

| ' I H

[ v

| ! [ I
! ofalo l i |o]e! RRRE |0{J

LNHIBIT 1v

COMMITMENT NOTICE

This form 15 used to inform the servicing
finance office of your RC's decision to set aside
{commit) money for grants, contracts, payroll,
and some purchase requisitions. Each of these
1s discussed 1n detail 1n Chapter V.

NO I 1he descoptive and accounting data
shown on this exhilnt 1s for 1llusti ative
put poscs only



eomu aruas (o

FRONT SIDI

Ub EMVINONMESTAL #ROTLCTIGN AGL T wmaet

CRANT AGREEMENT C-3a-342

tor imvirme i my b s tme

MIDDLESEX COUNTY SEWERAGIT AUTIORITY (MCSA), NEW JERSEY
MOTI ™ €~y R T N A I Tita 30 n t e Vimntay n lhu a1 daurens na
W1ew e miho Tme beane g1 sebinom

JwItdL am €1 G C LAl \d U AR A DRt oS b sen
evienma st nan s muy b Pt d iy APY Dy Pa min be ol is peosed o coms may buomoarred pror 03 i e e Aot

Gramt Agreemcml by pules thareln

t plant 120 » 1
g‘gsr:ﬁu; ﬁ\nan:u?n of e‘ﬂsung 78'\IGD primary treatment plan :o:/JGD

mont p
PART | GENERAL iINFORUATION
M GEANT ADWINIBTRATION DATA M AND ACTOUWT N5 DATA
33 USC 1151 et seq 40 CCR, Ch 1, Sub ,?e:\_oxo? aoms [Cc3a33z — —

T amanv mas ceic eas o toww Twinr % rem |
Co’lSlrucuon of Wastewater Treatment \ ksulzLZLpp_ 4111 | $57 200,000 00 02,

M141NG OF # CE

» AwARO APRROVAL OFFICE

T omdam £i7 on T onsan reTion

Environmental Protection Agency, Reg Il EPA, Grants Admunistration Branch

v scoaces T
Room 1009
26 Federal Plaza 0007 28 Federal Plaza
New York, New York I New York, New York 10007

FROJECT OF FICER 1+ rdrrsl Conmci)
© scomim

T
Robert S Holland, Project Officer Facilittes Management Br , Rm 837
T T 26 Federal Plaza

Ch, NJ & PR Construction Grantd >ect New York, New York 10007

T TRLESONE NumeEe I i X oo Loder
212-264-0928

. GRANTEE ORGANIZATION

3 soowaes

T ment
Middlesex County Sewerage Authority P O Box 461

{MCSA) Sayreville, New Jersey 08872
Y PROJECT MANAGER (Cranicr Contactl

% s0o rose

l\irm};nthony J Popowskl

Middlesex County Sewerage Authority
P O Box 461
Sayreville, New Jersey 08872

DR
Executive Director

ErGug n en fnchete Aten C dor
‘261721~ 3800

L[] A!OUHY ’ OURATION
TieraOTTo SNANT veonT s area0 E0 2u0GKT FEmIOD

arverrd trane smeuns of Part | E e hatt e
Al 1o (Ao Setal oprresed § i ammme af

haiold l¢57, 200,750] 12-31-72 to 5-30-76
¥ IMEIPENDED PA 08 A BaLaNCrY NJA « urwaro Project period

C cusmrat r mis eiros Car oS
tet eesci sor ETigible gg‘m 12-31-72 to 6-30-76

10 mavWEINT 1ETHOD [ waveE

Anthony J Popowski, Executive Dir
omea SeNd payment requests, ATTN e Y™
Mr Herbert Barrack, Acting Chief Middlesex County Sewerage Authority
Grants Admimstration Branch, 26 Federadl P O Box 461
Plaza, New York, N Y 10007 Room 1009 Sayreville, Nev Jersey 08872

X agusuns wrar amvaner

= $700 20 (10 72 “ 0 aELe e mCa 4 SamCs P ane AR OPEOLE L A% med 46 @b 1) anC NasCe

~m L NOT BE UteD

.,..'.:fl':‘i‘:1'.'.'",'.‘1“‘.'.1:"'11‘1'.'"".'3 T e LT TR LAl //lgaxmoa G00043 C34342

Approp DCN Oblig No Acct No oC

412602KDD1 4111 357, 200, 000 02]

GRANT AGREEMENT

This form 1S used to offictally award
a grant. Grant awards are discussed 1n
detail 1n Chapter V.

The Obligation Number 1s the
Grant Number. It 1S not hyphenated,

20m amamo L

Wit o Lol C-34-342

' . T wHANT awdiat

_MNOUT ATV PN BL,

NOT APPIICABLE

4d.CC LT « LR atiw
' _ . Total Costs _ |Eligible Cosls
s = - - 660,000 660,070
T e = B 100,600
amen e L 7,285,000 1,285,000
Gr mevc C me. o B
€~ are e a -+ - 4 73,000, 000 73,000,092
9 em
- 7,300,000 7,300,000
| XXNXXYXXXXYX Interest during Coastruction 3,388,030
{ANNNNNNY ch‘\l A T 1scal 560 000 550,000
To1aLl O < L9, T3 593,000 $88, 905,000
O - . Ba 1. 1d woant Wb b upa S ke 1wl aou Gara Ty Pr am okt
clrtutnat as any
PARTIL QFFER AND ACCEPTANCE
Th Lo g Stacvol Vs st tnaed wr whothe LS Lauoanentd Potctmoa Apeacy (EPA) bercdy alfers 3 gramt to

ne Middlesex County Sev erage Autho-ity (th§4)54 3

M 4R approved wous up 1o and MOl evTeding

NO1Il 1he descriptive and accounting data c-§4-

sm far the \af 11 31 approved bdp i pered elfoel described 1 2ppbstion fumchudeg af sppicenon modifaenonts

n\-u

-342

WA ATCATST

3
\hddlcscx County S A dated June 2, 1972 -cluded hereia by relerency

shown on tlns exhibit 18 for 1llustrative

TITLL = 10 BATE

Ths Grant V= eowar e & 0 - N ment TP AV Sm statuan
3 N I Lt wms gmt ot Liwes (98 CTR
purpuses only Chapter | Suhcaprer 80 and 4 1eT 0 om0 mudertid e 1 1% Cramiee O nisan nosha crens tat 1umis e sided
willbe vbed w1 v £ 5 W b e Rl |
- 1 oser L TNTALPY Ct dayirrr

)

Ceordld M TTansler [
P r Rcmo-nl \(lnn'nﬂr:nor Rea II

lva'lpwrj'n Ll'_O‘_Y‘-:_ﬂ' CARETI Y _ITEORGANIZATI §

Joxecutine L ‘\nlhnnv 7 Popor "“ N

/

LEXHIBIT V



STANDAED #ORM 33 NOV 1969 SOLICITATION, OFFER, |’ t5in o 3 anbion oen et (ot < mer | °'1
FED POC KIG (¢} CFR) 1-16 101 AND AWARD 1
RATING ¢
| CONTRACT (Prec lwsi Idemi } RO 2 SOUCTATION MO 3 DATE SSUED & GEQUISITION/PURCHASE REQUEST NO
68-01-0297 apvernsen neonam
7 ISSUED BY CODE 8 ADDRESS OFFER TO (If ather tham Blxch 7)

Environmental Protection Agency
Contracts Management Division
Washington, D, C, 20460

SOUCITATION

? Sealed offers in original and copies for furnishing the supplies or services described n the Schedule will be recerved at the place specificd 1n
block 8 OR IF HAND CARRIED IN THE DEPOSITARY LOCATED IN
unul

TTime Zowr avd Duie) If this 1 an sdverused solicitation offers will be publicly opened at that

ume CAUTION—LATE OFFERS See par 8 of Soliitation Instructions and Conditions
All offers are subject o the follownng 3 The Schedule included below and/or attached hereto
Sal

1 The atached and Cond SF 33-A 4 Such other p P cernfi and 1p
2 TheGenensl Provimons SF 32 edton which i3 attached a3 are antached or P d herein by refe (Attach are histed
or uxorporated heren by reference n the Schedule )
FOR INFORMATION CALL (Name and Telephone Na ) (Ne callect calls )
SCHIDULY
10 [ 12 12 ‘e 13
Mas NO SUPPLES / SERVICTS QUANTITY UNT uNIT PRICE AMOUNT
"Production of Two Short Films" See
Page 3, Article 1I-Statement of Work NOT TO|EXCEED $11,870. 00

OFIR_(NOTE_Reierse Must Alie Be Fully Completed By Offeror)

In compliance with the above the underuigned offers and agrees if this offer 18 accepted wichin calendar days (60 calendar days unless 3 different
peniod 15 inserted by the offeroc) from the date for receipt of officrs specified above o furnish any or all iwems upon which prices are offered at the
exch wem del d at the d

section

the letter 'C’

EXHIBIT VI

SOLICITATICON, CFFER, AND AWARD

This form 1s used to contract with an outside supplier for the

The SF-33 serves a dual purpose
by EPA to offer and award a contract
an offer to provide the goods and/or services listed \n the SCHEDULE
It 1s then returned to EPA  The signature of an EPA
contracting officer legally binds the Agency for payment when the
goods and/or services are delhivered

delivery of goods and/or services which will benefit the Agency

It 1s one of the forms used
The supplier's signature 1s

The Obligation Number 18 the Contract Number preceded by

The Cbligation Number will never be hyphenated

Mr. T. N, Schroth
Office of Public Affairs
1750 K Street, N, W,, Washington, D, C,

Environmental Protection Agency
Accounting Operations Office
Washington, D, C. 20460

78 NAMI OF CONTRACTING OFHCER (Type or Priut)

9 UNITED STATES OF AMERICA 30 AWARD OafE

LA

{Sguatare of Contructing Ofhier)

»n-1n Auard uill be made on this forms or on Stawdard Ferm 126 or by other offictal uritten metice

price set opp d point(s) within the hme specified in the Schedule Approp DCN Oblig No Account No OC Amount SFO
16 DGCOUNT FOR PROMFT PAYMENT (Sew Par 9 os SF 33-A) — —_— _ =20
% 10 CALENDAR DAYS, % 20 CAUENDAN DAYS  ______% 30 CAUMDAR DAYS ____% CALENDAR DAYS - IGBXOIOO B00789 (68010 I
\7  OFFEROR (.ODEI FACILITY CODE I8 NAME AND FITLE OF PERSON AUTHORZED - 297 404761E991 2548 $11,780 00 99
NAME & ADDRESS 10 8GN OFFEN (Type or Priar) — ——
(st oy Management Television Systems Ine. - ——
e e, 217 Park Avenue - —
ew York, New York 10017 19 SGNATURE 20 OFFER DATE — -
Area Code and Telepbone No -
212 826 9770 - —
[ Cbeck 1f Remstrance Addrers 15 Differens From Abore ~Ewier Swch Address In Schedule -+ -
AWARD (To Be Complered, By Troternment) o
21 ACCEPTED AS TO fTEMS NUMBERED 22 AmOUNT 21 ACCOUNTING AND APPROPRIATION DATa —
1 68X0100 BO00789 C68010297 404761E991 -
$11,870.00 2548  $11,870,00 99 —
76 SUMATT INYOKES (4 capres anless atherutse specsfied) TO ADORESS SHOWN 1N 23 MEGOTIATED T o usc 230aex
noek __ 268 ruESUANT 1O [ vsc asqex
20 ADMINISTERED BY coDE | 27 PATMENT WILL BE MADE BY CoDF
(1f ather then blach 7)

NOTI"  The desctiptive and acen mting data
shown 01 tia exhibit 1s 1or ilustrative

purposes only



EXHIBIT VII

WU L GOVERWMINT PRNTING OFFICE! 18T — 438 937

oave ~o
PROCUREMENT REQUEST/REQUISITION uly 7, 1913| ]:u:! 1 or ]
1 ORIGINATOR fAame) 2 TLLLPHONK NO 1 ACCOUNTING 3TMBOLS —
L 68X0100 E00043 (blank) 401812F990 ™~ -
S~
John James 555-1222 2610.51,.000,00 9 ~ -
4 DILIVER TO 3 OATE RIQUIRED (] 0JECT NO 7 TOTALESTIMATED COST S -~
Water Quality Lab. |Sept. 7,1973 | ~ — 81000 ~ - -
A lO n. An S‘.ate 8 PROJECT QFFICK MANAGER # PHONK RO ~—
ny tow v Hank Smuth ~~Jss5-1210 ~—_
10 1" 12 N‘;‘ 14 s —— ~—
arocnoe OESCRIPTION QuanTiTy[UNIT OFRS uniT AMOUNT -
" —~ —
GAS Chromograph 1 each 1000\ ~ -
~ S~ -
- \ T~ S
~ - Approp. DCN Oblig No Acct No ocC Amount~ _SFO
=~
S - 68X0100 E00043 (blank) 401812F990 2610 $1,000 00 99
PROCUREMENT REQUEST /REQUISITION
* F5cher SeleRtinc Supply TR it e
Heath Radio Company T8 SIGNATURE OF OAGINATOR DATE This form 1s used for the re
Hewlett Packard Co. John James 7/10/73 of all goods and e bioning
T® ACCOUNTABLE PROFEATY NOT AVAILABLL FROM LACE3S |20 $1G OF PROF MGT OFF iC LR/DESIGNEL OATE g services. These purchase re-
O wrsncn = e quests, including blanket purchase orders,
LI are discussed 1n detail 1n Chapter V.,
A GRANCH/OFFICE OATE O OTHEm DATK
Hank Smith 7/10/73
B DNVISION/OFFICE DATE £ ASSISTANT ADMINISTRATOR DATE The Obllgatlon Number ls aSSlgned by
the procurement office.
€ FUNDS LISTED INITEM 7 ARE AVAILABLE DaTE F OFFICE OF THE ADMINISTRATOR DATE
AND RLSERVEID 1/10/13
- T OTTTOCUTImINT O ONT All copies of this form except Copies 2
T TATIoN O TONTRACT NG Tl FON GELWERY TRECOUNT TERmT and 4 are forwarded to the procurement office
OB PONT SHIP VA RLFLA (NQUIRILS CONC ERNING THS TELLPHONE NG You will retain Copy 2. You will return the
REQUEST TO (Mracurement condact) l fourth copy to the originating office

P4 Porm 1900.8 (10/7}) COPY 2 PROPEATY WANAGEMENT OFFKCEA
L PUSCHasE PiLE COPY3 ALTUAN TO ORIGINATOR

a
RECPLACES FWOA 2663 2 18 703 WMICH (S OBSOLETE €OPY 1 COMMTMENT FILE COPY e RETAIN BY ORICINATOR

NOTE The descriptive and accounting data
shown on this exhibit 18 for 1llustrative
purposes only



ENVIRONMENTAL PROTECTION AGENCY
MISCELLANEOUS DBLIGATION DOCUMENT

DSLIGATION(S) FOR THE MONTH OF Q‘TA.EJAI Iﬁlj
FOR THE QUARTER BEGINQING_’ JuLy 19
OCTOBER Y 19___
JANUARY I 19__
APRILLS

PURPOSE Sl

W, winedov., BC, iiiose
4 ks
THISNOTICE IS §; AN ORIGINAL 0B' IGATION

AN INCREASE TO A PREVIOUS OBLIGATION
A DECREASE TO A PREVIOUS OBLIGATION

APPROPRIATION -

1|23 a9 1012[13]14 1520 2130 3140 41494 4556 57
= w
£ s 15ls 2
Bwfo(w OO0CUMENT o
EE= EFFDEACTTEWE §§ 8lZ]  conthoL OBLIGATION ACCOUNT OCBL’:;’ST !‘J‘g‘&“‘\"n"; z
-3
g o & Zoju|o MUMBER NUMBER RUMBER CODE CENTS 2
23 < as : <
= mol oalyr|™ uw
Zz i ' ! 1 r-
' e L0000 | 760072 | H 217,747 21,20 20,0002
2| o |
S R B S
! . .
z, R b
;
il_ o !
' ¢
2 [
N I e

NOTE SHADED AREA T0 BE COMPLETEQ BY FMO

M‘ o

RESPONSIBILITY CENTER

T0TAL 20, 600,

presaReD By (M eain s Somdi

APPROVED BY
(SIGNATURE} {SUSNATURE)

DATE -—7'5'73 DATE

?-6-73

vHone S8 - Y202 PHONE

§55 - 4200

EXHIBIT viip

MISCEL LANEQUS CBLIGATION DPOCUMENT

This form 1s used by the Responsibility
Center 1n charge of Agency or regional support
to document spending actions which are paid
on a regular or cyclic basis An example of
an application of a MOD 1s monthly utility
payments

Note The descriptive and accounting data
shown on this exhibit 1s for 1llustrative
purposes only



Form 440

JUNE 1 3 COVERMMENT

v
™ PURCHASE ORDER—INVOICE—YOUCHER

DATE OF ORDER ORDER MO,
October 13, 1973 404N4C0002

PRINT WAME AND ADORESS OF SDILIR (Nusder Sract City end Sate) &
» FISHER SCIENTIFIC CO,

v 7722 FENTON ST

I_SILVER SPRING, MD 20910

FURKISH SUPPULS OR SERVICES TO (Name and addscu) &
EPA, PRD, CHEMISTRY LAB
ROOM 10! SOUTH LAB BUILDING,
BELTSYILLE, MDP 20705

ARC\

SUPPLIES OR SIRVICES QUANTITY | UNIT PRICE AMOUNT
B-400 1 Pt 7 71 7.71
sv0
AGENCY MIEAADIILLJIGAEDIJ‘ — 7 71
,Environ Protect Agency ——s—mm"m,s
sAcctg Operations Office . % - oavy
cWashington, D C 20460 BATE 0w RECTVED
"

ORDERED BY (S4ymeture end tizh)
William E Hockaday-Clerk

PURPOSE AND ACCOUNTING DATA

—__sn.ares

— — — — —

PURCHASER—To 1gs below for o tAeounter delivery of item

RECEIVED BY

Tne l DATE

SELLER—Plecre read imtructions on Copy 2

PAYMENT
REQUESTED

PAYRINT
ricuveo ¥ - -

NO FUATHER INVOICE MEED BE SUAMITTED

~

e DATE

- (Stymatare) .

1 cartuty Du! thrs scceunt ndmu-:l and proper  fOUFFERENCES

s paymmxt in Dbu ameind

e . e -

ACCOUNT VERIFIZD
CORRICT FOR

(Aullari1od cortifyims aficer oy

DATE PAID VOUCHER NO
[ casn | DATEP

PAID BY
OR _.

(Cimt Nay "

* MEASE INCLUDE 1 SELLERS INVOICE

ZiP CODE ‘Su Iastrechioas on Co:l 2}

Approp DCN Oblig No. Acct. No ocC Amount&)
[68X0107 AX00l14 404N4C0002 412104C990 2601 $7 71 99]
-l

NO11;

The desctiptive and accounting data
shown on tlus exhibit 1s for 1lustrative
purpo-cs only

EXHIBIT IX

PURCHASE ORDER-VOUCHER -INVOICE

This form 1s used to purchase supplies
and materials (not to exceed $250) by persons
in remote field offices when procurement
through regular channels would be too time
consuming,

The DCN used should be assigned to the
entire booklet of forms. Because this 1s an ex~
ception to the one document-one DCN rule, the
second character of the DCN should be "X".
Use the RC's office code as the first digit of
the DCN.

This form 18 the order, the receiving
report and the seller's invoice. If the forms
in the booklet are not prenumbered, you will
have to number them. Form the number as
follows:

. Digits 1 through 6--suballowance number
. Digits 7 through 10--counter of all the

SF 44's which you have numbered this
fiscal year

The use of the DCN should be recorded in the
Document Control Register, with the 1dentification
of the person to whom the book was 1ssued 1n the
description column This DCN will not be priced.

When the SF 44 1s used, the blue and white
copies are given to the seller. The person re-
ceiving the supplies and materials must mail the
pink copy to the servicing finance office. He
will return the green copy to you.



EXHIBIT X
EPA-IAG-0125(D)

INTERAGENCY AGREEMENT BETWEEN THE
ENVIRONVIENT AL PROTECTION AGENCY
AND THE DEPARTAMENT OF COMMERCE

INTERAGENCY AGREEMENT

1, Purpose of Agreement To authorize a reimbursable detail of

Dr. James R. Hibbs, Operations Research Analyst, G5-1515-16

($31, 881 per annum), Office of the Assistant Secretary for Science This agreement 1s prepared 1n letter
and Technology, Deputy Assistant Secretary for Environmental form. It defines all work which EPA will
Affairs, U. S. Department of Commerce, to the Implementation do for another agency, and all work another

Research Division, Office of Research, Office of Assistant
Adminustrator for Research and Monitoring, U S. Environmental agency will do for EPA. In the latter case,

Protection Agency, for a period of one year. 1t 1s an obligation document.
A paragraph 1n the agreement shows the
\A___//w accounting codes, billing instructions and
1. Funding Arrangements

billing address. Be sure the billing address
agrees with the servicing finance office code.

a. Name and Address of Agency with whom EPA :s
Entering into Agreement

Il S Derartmant af Comemmanss Wagk.rgton, T C

b. Amount of Reximbursement Involved

EPA will reimburse the Department of Commerce for
the payroll costs related to this assignment. which in-
clude salary and benefits These are estimated to be
$34, 750 for the period covered by this agreement
EPA will authorize and pay directly necessary travel
and other expenses related to this assignment Approp DCN Oblig.No Acct No ocC Amount SFO

c.  Funding Agency Appropriation and Account Number to /[ﬂxomo B00012  [AGOI25  421218D990 2570 $34, 750.00 99 l
be Charged :

[sexo100 Booor2 1aG0125 _s21218puge 2870 s31,750 onsp) - "
S~ O Bilmginsrnons o~
W

Environmental Protection Agency U. S. Department of Commerce

NOIL lhe descriptive and accounting data

Authorizing Official Authorizing Otficial shown on this exhibit 1s for 1llustrative
pui poscs only

Deputy Assistant Admimstrator
for Admimistration




REQUEST FOR SHIPPING SERVICE

REQUESTING OFFICE Prcpare in tnplicate Retain one copy for
refercnce and submit the onginal and one copy o Lhe Shipping
Officer

SHIPPING OFFICER  After carner has completed pick-up of the
thipment, attach ongnal to a copy of the Government Bill of

Ladung to back up authonzation for shipment and retum the other

completed copy of thus form to the requesting office

NOTE The first copy hcld by the requesting office may be des

:)n':ry.;d upon recempt of the completed copy from the Shpping
r

SHIPMENT OF
P covERNMENT OWNED PROPERTY
(O otHER (Vendor, etc identify)

2 R & D CONTRACT NO 3
) camvaLizED
X} voT camiTaLIZED

-

REGIONAL OFFICE CENTER FIELD STATION
EMPLOYEE (Consignod

DEREK JENSEN

TELEPHONE NUMDER AND EXTENSION

212-555-16171

S ADDRESS (Building Nane, Number Sireet Cliy Zip Code Staro,
or Country)

Same as 7

<

LOCATION OF PROPERTY TO BE SHIPPED (Building Room
Manber, Street, City, Zip Coda, State or Country)

8 PROGRAM COORDINATOR FOR 'PICK UP™

Same As 4 Above

Environmental Protection Agency
Pesticide Laboratory

1240 S. Gay Street

Baltimore, Md 20242

10 SHIPMENT TO BE MADE BY

? TELEPHONE AND EXTENSION
Same As 6 Above

GovVY BILL CONVERSION T
01 2 Uome X £t O coviac

11 aEa PRSe LAY OF vaRTing SURCHIZTIONE (5 16 #C RAiPPL0 SIOACESTE 87 LINTITEOL ERTEA GUANTITY ARD VALUL 07 CaCn LINE 17 Cu (17 a0or
=

Soni AL Vedoes, Vh SLTTERINS
QUANTITY|sTOCK/PROP NO DESCRIPTION OF ARTICLE CON!'l;g‘EH wr vALUE
407 x247x
1 Case of Traimng Aids 48" 65 |* 2,000
¢ N ToTAL 65 |*2,000
. :
12 13 INCLUDES FLAMMABLES COM-
’
O pack X} caavx a (';;‘;;‘:5 PaACKING Pnzes:;o GASES '(‘::EIHCALS

14 SHIP TO (CONSIGNEE)} (Nane Sireet City State Zip Coda or
ffiVIronmental Protection Agency
N. Y. Pesticide Laboratory
201 varick St. Room 2011

16 DATE SNIP.EN' MUST ARRIVE AT DESTINATION

January 7, 1974

15 ADDITIONAL INFORMATION INSTRUCTIONS, OR JUSTIFICA-
TION FOR EXPEDITED MODE OF SHIPMENT

Billing Address

Environmental Protection Agency
2620 Federal Plaza
New York, New York

ATTN- Accounting Office, RM1009

17 PROPERTY CLEARANCE (Signeture of Property Custodial
Ofticed

18 SIGNATURE OF PROPERTY ACCOUNTABLE OFFICER

ACCOUNTING DATA

[58R0100. D000~ (blamid — 47Li0ZPI9A. 2208 §i50 00 921~ ~— -
2

20 SIGNATURE OF ADMINISTRATIVE OFFICIAL OR DESIGNEE

1 DATE

THIS INFORMATION MAY BE USED BY THE SHIPPING/REQUESTING OFFICES IN KEEPING DATA ON SHIPMENTS

MODE OF TRANSPORTATION DATE SHIPPED

[ESTIMATED ARRIVAL DATE

B/L NUMBER

EXHIBIT X1

REQUEST FOR SHIPPING SERVICE

This form 1s used to 1dentify items which
will be shipped by the Agency, including the
origination point, destination and other perti-
nent information,

The accounting codes are entered in
Block 19, The Obligation Number, normally
the Government Bill of Lading Number, 1s
supplied by the shipping office.

The original and one copy of this form are
forwarded to the shipping office, while you will
retain the pink copy.

Be sure the address where the invoice needs
to be sent 1s included on this form

NOTE The descriptive and accounting data
shown on this exhibit 18 for 1llustrative
purposes only

——

Approp DCN Oblig. No. Acc o™ OC _ Amount SFO

————

CARRIERIS) USED AND ROUTING MUMBER OF PIECES

TOTAL WEIGHT ESTIMATED COST

68X0100 pDO00004 (blank)

421302D99A 2209  $150 00

oz |

EPA Fora 1770-12 (16-71)

GPO 9220 770



U S ENVIRONMENTAL PROTECTION AGENCY ' NO

TRAVEL AUTHORIZATION T090004

BdoricinaL [ amenoment O canceLLarion 7 DATE
July 1, 1973

4 SOCIAL SECURITY NO

3 NAME
224-48-3572

Robert C. Rose
6 ORGANIZATION

3 TITLE
Training Specialist Manpower Development Staff

7 OFFICIAL STATION
Arlington, Virgima

® CERIGNY ARV _July 9. 1973 enoinG AsoyT ___Augugt 6, 1973
{Dato) (Dato)

9 ITINERARY PURPOSE AND OTHER DETAILS (If Ble- travel ls involved, see BEFA Travel Manua! lor special inatructivea)

The purpose of this trip 18 that providing technical assistance to operators of the
new water treatment plant located 10 miles south of Juneau, Alaska, in Region X.

ANNUAL LEAVE AUTHORIZED FROM JUI.Y 28: 1973 To August 6, 1973

10 PER DIEM ALLOWANCE § PLUS AVERAGE COST OF LODGING (Not o exceed maxionum sof by G5A) SPECIFY IF
OTVHER ALLOWANCE ANO LIMITATION IS AUTHORIZED IN LIEU OF PER DIEM

11 MODE OF TRAVEL
AT A matTE

o (X} COMMON CARRIGR d [JPrivaTeLY OmWnED

b ] extra rare

(Auto Airplane eic )
— CENTS suBJECT TOdll) OR dt2)
(1) [} FOUND TO BE TO THE t2) (] NOT TO EXCEED COST BY COMMON CAR
ADVANTAGE OF THE RIER INCLUDING C ONSIDER ATION OF PER
¢ [J covERNMENT OwNED GOVERNMENT OIEM ALLOWANCE
CONVEY ANCE

oF.

12 SPECIAL ALLOWANCES AUTHORIZED
h [ remporanv auarTeRs

TRAVEL AUTHORIZATION

This form when approved authorizes an
Agency employee to travel on Agency business,
This form 1s used for

. Specific trip travel
. Blanket travel
. Permanent change of station

Blanket travel i1s announced at the top of the
center block as "THIS IS A BLANKET TRAVEL
AUTHORIZATION." Travel 1s discussed tn detail
in Chapter V.

Copies of the Travel Authorization are
distributed

. Original--To the traveler, to be
carried by the traveler during the
pertod of travel

. First Copy--Financial Management,
forwarded by you to the servicing
finance office to be the obligation
copy

. Second Ccopy - -Financial management,
one spectfic trip travel this copy 1s
attached to the traveler's travel
voucher. On blanket travel, it 1s
submitted with the first trip voucher.

. Third copy--Advance copy, submitted
the application for advance
. Fourth copy--Retained by originating
office
]
1 99 - - Servicing finance office ]

a ] car rantar 4 [ suemenT oF HousEHOLD
GOOD3S AND PERSONAL AFFECTS
b D Tax i D RUCISTRATION FEES
e TRANSPORTATION OF
c [J excass paccace ue O IMMEDIATE FAMILY § (O siscercaneous exrenses
o . Les t [Jmeac estaTe exrenses L[ orwen (Specity
& [ resicence nunTing
13 COST ESTIMATF AND ACCOUNT CODES V99 F——
APPRO- o 'ob1igation ACCOUNT OBJECT CLASS AND AMOUNT
PRIATION Control NUMBER
NUMBER Hucber cooE amount | cobe | amount | cooe AMOUNT

6840105 1C40006 T09Q004] 421018C990 R21,01]/500, 0

6840100 [C40006 T090004| 421018C990 j21,10100, 00

6840105 [C40006 T090004| 421018C990 [21,03]700, 00
TOTAL ToTAL 11,300, 00
14 APPLICABLE REG S 5GTA S JTRS[ T FsrRs[] <

15 ORIGIN AND AUTHORIZATION Arlmgton, Vnrglma

[o. RECOMMENDING OFFICER 3 SIGNATURE NAME AND TITLE (Typed)

Authority ls granted io trevel and Incur auch exponses as may be necoasary for this athorization in accordance with EPA policy and
appiicable togulations

b. AUTHORIZING OFFICER 3 SIGNATURE NAME AND TITLE (Typed)

EPA Form 2610-1(3-73) REPLACES EPA FORM 2370 1 (REV 8 71} WHMICH MAY BE USED UNTIL SUPPLY 13 EXHAUSTED

NOTT  Thk- descrinnive aprd acenuntine data
SH0V N oon uns Calubit 1s tur allustrauve
purposes only

EXHIBIT XII



STANDARD FORM 1012

T,A“*G??:r"m. TRAVEL VOUCHER
DEPARTMENT BUREAU OR ESTABLISHMENT VOUCHER NO
ENVIRONMENTAL PROTECTION AGENCY -OWP
PAYEE S NAME MHEDUL NO EXHIBIT XIII
ROBERT C. ROSE SS# 224-48-3572
MAILING ADDRESS ( fwindsng ZIP Code ) PAID BY

MANPOWER DEVELOPMENT STAFF
WASHINGTON, D.C, 20460

OFFICIAL DUTY STATION RESIDENCE
Arlington, Va. New Carrollton, Md
FOR TRAVEL AND OTHER EXPENSES TRAVEL ADVANCE CHECK NO
FROM (DATE) ! TO (DATE) Outsamding + 100,00 TRAVEL VOUCHER
6-14-73 1-16-73 CASH PAYMENT OF 3
APPLICABLE TRAVEL AUTHORIZATION(S) | Amount  be applied 100 00 RECFIVED (DATE)
NO DATE
T023459 6-8-73 B g s none (Sgrature of Paves) This form 1s used to permit the traveler
TRANSPORTATION REQUESTS ISSUED to claim his expenses and receive reimburse-
AGENT's | INITIALS OF | MODE. CLASS POINTS OF TRAVEL ment for allowable expenses. THIS IS NOT AN
T I el | el | B OBLIGATION DOCUMENT.
TICKET MODATIONS * FROM - TO-
The travel voucher should be accompamed
B2, 193,982 |140 00 | UA Coach |6-12 |Washington, D C [Des Moines, la by the audit (second) copy of the travel authori-
and [return zation, all required receipts, and the "'buff"
copy of each transportation request referenced
on the face of the travel voucher.
The Obligation Number 1s the Travel
Authorization Number.
" o core - Payement o el s vt b rcered AMOUNT | Doan fcu Approp DCN Oblig No Acct No OC Amount SFO
6-12-73 /s/ Robert C Rose CLAIMED
() (Segranure of Payer) e 125 |10 68x0100 C00042 TO023459 4121180990 2101 $62.50 99
;:5:’:7::; II;:- .‘J':::l::llllrpbo'l cally are certified as wecessary i the | DIFFERENCES /_/ 68%0100 C00042 T023459 412118D990 2110 62 20 99
(Deter T {Approving Offner) /
NEXT PREVIOUS VOUCHER PAID UNDER SAME TRAVEL AUTHORITY Total venhed ¢ﬁ for charge to approprution ()
VOUCKER NO lbo SYMBOL IDA'E {MONTH-YEAR) )
Cevitfed corvert and proper for paymeni Apphed to travel advance (appropnanion symbol)
100 |00
NET TO >
(Owte) " (Authonied Corsfymg Offcer) TRAVFLER 25 10
ACCQUNTINGCLASSIFIGATION ___ _ __ _ — _ —  — — _ ]
(68X0100 C00042 T023459 412118 D990 2101 §$62 50 od

- ___210 62,6099, —
NOIE  Ihe descriplive and accounting data

shown on this exhibit 1s for 1lustrative
R for Pullman MR mascer room DR drawing room CP compartment BR bedroom DSR duplex single coom RM roomerte u
DRM duplen roometie SO5 sngle occupancy section LB lower berth UB upper berth LB-UB lomer and upper berth S seac puwrposes mly
** FRAUDULENT CLAIM = Falsification of an ttem 1n an expense account works a forfertute of the clam (28 U'S C 23141 and may tesult in 4 nne ot au more
thsn $10 000 or impnsonment for not more than 3 years of boch (18 U SC 287 o 1001)
It long distance telephone calls are ncluded the apptosing ofixer must hae been suthortzed m witing, by the heid of the departn e o i cb 1 o0 ruty
(3 USC o68v)




EXHIBIT X[v

Standard Porm 1034 APPLICATION AND ACCOUNT
Title 'I“g:_(l)“lnul FOR ADVANCE OF FUNDS Accounr No .. — APPLICATION AND ACCOUNT
Nawe SAMUEL J, ROBINSON FOR ADVANCE OF FUNDS
567-23-1198"
v s ENVIRONMENTAL PROTECTION AGENCY OFFICE OF RESEARCH & MONITORING This form 1s used when a travel advance 13
(Department or axtablishment) Burcau dividon or ofce) * requested, The traveler submits a copy of his
yox Uss o3 cant travel authorization with the SF 1038 when the
An advance of funds is hercby requested for travel and other expenses to be SF 1038 1s presented to the unprest cashier for
cash payment or sent to the servicing finance
Incurred under authorlration No . 10008614 ., 9/23/72 Balasce due U § from 100 00 office for payment by check, The amount of the
2345 Woodvine Pike, Bowie, Md. 20910 previous advance s 4 - advance was obligated when the travel authoriza-
Mail check to 2. yyooavir € L1xe, €, i An;;unt berein applied s 400 00 tion was recorded. THIS DOCUMENT SHOULD
) I e— NOT BE RECORDED IN THE DCR.
9./._2..?.1.?.2...... /s(~§i{nuel .'!_._B'.Oblnson — - Torar, § 500 00
D) Giigastore of spplicdn) The traveler's social security number should
Approved be entered on the line between the NAME and the
9/24/72 /s/ Robert S. Johnson 68X0108 BUREAU, DIVISION or OFFICE.
(Dltl) oo (&m‘dmaﬂ ..... ). - T
Deputy Asst Admin for Momitoring The only fiscal coding required 1s the appro-
Tue) ~ T e ey (Approtristion to be charged) ~ priation symbol, 68X0108,

ReMazxs




EXHIBIT XV
Bill TO: Environmental Protection Agency

Accounting Operations Office
Washington, D.C. 20460

DO NOT USE AIRLINE
ABBREVIATIONS

GOVERNMENT TRANSPORTATION REQUEST

e i Lom ekt L1 __1B7 587,454
Vomthasea £ G, taa AT T I-— ""‘—?ﬂ'—j —— This form 1s used by the traveler to pur-
7% nMERICAN AIRLINFS T e g o iz P N T B m chase transportation tickets, such as from an
S fomir T URN dﬁﬁﬁuwﬁiggwgg B 8 Q} airhine. The Transportation Request 1s ex-
& e e e e z N changed for the airline ticket. It 1s important
,‘,:'_",'}"J'OHN‘"Y.""DOE NO 7 SEAT ° z Eﬁ“\Q that the accounting codes on the Transportation
- e Sl VISR LI K Request are complete, so that the payment can
5 Lamas o s S L s gy e e T 5 2 é« § be related to the obligation which was established
LRSS S e e o r S oo Ll 7 WASHINGTON D.C. AUG 9» 72 | § g as part of the travel authorization. THIS DOCU-
ot I —— z = ';? ) MENT IS NOT AN OBLIGATION DOCUMENT.
. rauaTye) =2 oyl
S W E T F-d
TRAVELER MUST ASCERTAIN COST OF 1RANSPORTATION AND/OR (LIS BI l}E”EE_?,E: m-oO.IX:‘IB m',xST hutel Q © The Obligation Number referenced 1in the
RO IN 31 €3 BELO oy o \\ g
ACCOMMODATIONS AND RECO N $PAC 10w — — — — — — — —— [e)
l_68X0100 00042 T023459 —l z g ﬁ & accounting codes 1s the Travel Authorization
| s550.00 | |[41218D990 2103 99 | g, N3 Number.
S LI WALN —— A Er T}
d At servicing finance offices where a
TICKET AGENT WILL NOT ACCEPT THIS teleticketing service 1s used, such as Washing-

ton D.C., tickets are prepared and 1ssued to
the traveler, without his need for presenting a

/ /

/

Q T ortation R t.
Approp DCN  Oblig No Acct_No ocC SF“I ransportation Reques
23459 412118D990 2103 99 The original green copy of the Transporta-
r68X010° C00042  T023 tion Request 18 given to the carrier when 1t 1s

exchanged for the tickets, the buff copy 1s
attached to the travel voucher.

|THE AMOUNT 1S HERE |

NO1E 1he descriptive and accounting data
T shovnon tlns exmnt 1s for i1llustrative
pur poses only



!

Ao CLAIM FOR REIMBURSEMENT FOR Voucher No
T o ! EXPENDITURES ON OFFICIAL BUSINESS Sehea
ule Mo

PAID BY
Agency _ ENVIRONMENTAL PROTECTION AGENCY

Name and mailing address of cl JOHN M, PALIKAN
Room 3614
. \W. WATERSIDE MAILIL. . ZIP Codc

Indicate by applicable letter n column 2 below whether expenduure was for (a) local
wravel or (b) telepho e or telegraph  Miscellancous expenditures must be speafied tn dewl

tMuleage Rate __« Amount Clasmed
%3 |cose From To Serrdemei Yo o | jeage | TEL o [T
cadinen | Mibes " Tob) Musc
it GENERAL ELECTRIC 61460
WATERSIDE MALL [IN BELTSVILLE, Md{ 61501}42 [%.62 3 [

AND RETURN

818 WATERSIDE MALL |GENERAL ELECTRIC| 61683 |42 | 4. 62
AND RETIIRN. 61725
8/24] WATERSIDE MALL |GENERAL ELECTRIC} 61845142 |4.62
ND RETURN 51887
PARKING FEE AT CRYSTAL MALL 1.00

Subtotals from reverse ———a

(SIGN ORIGINAL ONLY)

Grand wul-bll

14,86 13.86 1.30
Approved as advaniageous to the Government Long Cerufied correct Payment or credit has not been recened
distance telephone cails are certihied as necessary in the
qicerest of the {rovemment

9/5/13 /8/ John M. Palikan

{ Desr) { Sgrarure of chatmni)

9/5/73 /s/John M. Palikan
(Dots) **{Appreiing Offurn )
Cerufied correct and proper for payment t Date) { Sugnature)

9/5/13 /s/ Kermit W, Day —_—
( Date, { Authori od Crrtsfying Offcer ) /

ACCOUNTING CLASSIFICATION

,gxxgoo_c_ﬂo-:_s hﬂa.ri) 42091 TE990 2104 $14.86 99

Y forv dmrmed cucds chare for snx persem the xumie of eddierml perm accompemmg chimant will be shou-n folbws g appixablc pare

1/ s ate asstsmobele 1 wird thacs speodmmotrs voadings at heginaing and ead of i11p end wmber of miles and rate pev wuils

**{f long distance telephone calls are tncltudrd the approving officer must Aare bees axthori ed tn writing by the Arad of the depariment or agency to 10
conf () USC s20e}

Approp

EXHIBIT XVI

CLAIM FOR REIMBURSEMENT FOR
EXPENDITURES ON OFFICIAL BUSINESS

This form 1s used to enable Agency em-
ployees to be repaid for all expenses incurred
when on official business. Typically, 1t 18 used
to cover transportation expenses to off-site
locations, either by private auto or taxi.

Transportation expenses related to a
travel authorization are claaimed on a Travel
Voucher, SF 1012.

Leave the Obligation Number blank on
this form, 1t will be supplied by your servicing
finance office.

DCN Oblig No Acct No ocC Amount

68X0100

C00045 (blank) 420917E990 2104 $14 .86

NOI'Y, ‘1he descripluive and accounting data

shovn on tlns exmbit 15 for 1llustrative
purposcs only



NOMINATION FOR INTERAGENCY TRAINING

Courst

1 Courte tile 1 Cow
* See Below
T Aemy vl g courve

U.S CIVIL SERVICE COMMISSION

3 oot on of <o vie 1 41 Vet 4

WASHINGTON, D C

TRAINING COST MODE L. WORKSHOP

T e o e
AUGUST 3-10, 1973

o Name i} rui tinvual) tlaui e M Mgy ! Porreny te
HARVEYWIENER MR EMPLOYEE DEVE LOPMENT
B Home aua o3 rinchud ax ZIP Coder @ Poy pion sne grese
2517 KING ST GS-2350-12
z| ALEXANDRIA, VA 22301 R ITTETIrr e ey
H 202-755-2616
¢

TV €Ater heve Iowcral ATGemat o0 fequ d Dy he (0w 18 Enneurcement

EXHIBIT XVII

NOMINATION FOR INTERAGENCY TRAINING

This form 1s used to nominate an Agency
employee for training courses offered by other
Federal agencies, e.g., the U.S. Civil Service
Commussion.

All copies are distributed to the Training
Branch,

Leave the Obligation Number blank on this
form, 1t will be supplied by the servicing
finance office

l

AGENCY

¥? Bitng addrens nachdine 2{P Coder A
ENVIRONMENTA L PROTECTION AGENCY]
ACCOUNTING OPERATIONS OFFICE
WASHINGTON, D C 20460

13 Agerev ng Oltwial /1 amslure aad tabes

EMPLOYEE DEVELOPMENT
OFFICER

o |
i

Ve Oure 1T Telepnenes nifv 1 vr Arce C wivd

JuLy 7

i | :

202 755 2g1e

cic |

J?SXUlOB 00145 (blank)

r 1
ENVIRONMENTA L PROTECTION AGENCY
ATTN MR HARVEY WIENER, AMAP
40l M STREET, S.W. ROOM 3229
WASHINGTON, D C 20460

(I

1o Paiuin astiens of nemnz

gy rimi by e 2P des

_J

4209178990 2545 $250 00 99 |

|

___FOR USE BY AGENCY OFFERING TRAINING DO NOT FILL IN THI§ PART
17 o nee 3 = 18 Zemoray
0] selecred tor @10 2 ve o ev 1t Rima dsr
O Not velwcred roer n.-..m,\
& [19 Fruren nn o dlow meenn \
i \
—
INSTRUCTIONS TO NOMINATING AGENCY
I Obangcthe N nonmn, Cong wnd Spod e o ovn G e \anoumscement ¢ Bulhiin Rl we ¢ mple in thi | wem
Y AMtegu ot Lint omatn n doms e ush ot ast B bk | U fnmater © L smpate §orm
v Submutby noan ban by st three cpastt ot ammae culer 0 the meres o the fbamin Soe Cotrm A0
Ao ena o B Inn w0 ot akitoss [he + omoy sud outhing 1% 6ommate 0 A foton he kE b nof e Y
4 A P tihe 1 on will I returned In e 3 Gy soAsoan, the ILDRIDE ks Jlin, the ki 6 Oken 0 e & e o

mthe ACTION Bl i

s P L YeILE ICa 88

OPTIONALE g l

Enter the billing address 1n block 12 It must
agree with the SFO used 1n the accounting
codes

NOIL “1he desciipuve and accounting data
shown on this exhibit 1s for illustrative
pur poses only
—
Approp. DCN  Oblig No Acct No ocC A mount SFO
\¢68X0108 A00145 (blank) 420917B990 2548 $250 00 99—]




EPA Form {Formeriy HEW 350)

ENVIRONMENTAL PROTECTION
AGENCY
TRAINING REQUEST AND AUTHORIZATION

1T NAME (Last, fust, middle initiat)
DOE, JOBN A,
2 TITLE 3 GRADE AND SERIES
(For Teaining 1n Non-Gavernment TECHNICAL ASSISTANT |GS-801-12
Fn:llmes wer P L. 35_507) 4 ACCOUNTING DATA {Approprintion, Allowance, tic )
TYPE OF APPOINTMENT 8 DATE OF BIRTH

SEE BLOCK 19 *
YEARS OF CONTINUOLS SERVICE[7 SOCIAL SECURITY NO
CAREER IT 10 224-14-3813 1/10/31

Reference your catalogue, please furninh the services mentioned in item 18 below on the terma apecificd on bath Bider of the
Vendor’'s Copy of this arder, and on the attached nhects of any, including dehivery as indicated Thia purchase 18 ne gotiat d
under avthority of 41 USC 252 (c) (3) or (5)

10. OPERATING AGENCY, BUREAU, DIVISION, OFFICIAL STATION,
REQUISITIONING OF FICE

ENVIRONMENTA L PROTECTION AGENCY
RESEARCH AND MONITORING OFFICE

T3 NAME AND LOCATION OF DRGANIZATION 10 WHICH PAYMENT 1S TO BE MADE
GEORGE WASHINGTCN UNIVERSITY
WASHINGTON, D.C,

w

11 THIS TRAINING FACILITY COMPLIESWITH DEPART.
MENT REGULATIONS REGARDING SELECTION, AD-
MISSION, AND TREATMENT OF STUDENTS UNDER
TITLE VI OF THE CIVIL RIGHTS ACT OF 1984

13 TRAINING PERIOD

[From TO

Jan. 31, 1974 lMay 20, 1974

[TT AMBUNT OF TRAINING
32

Howrs,

4

oc Days
16 PERCENTAGE OF TRAINING ON
OFFICIAL TIME EMPLOYEE TIME

15  NAME AND LOCATION OF TRAINING FACILITY IF DIFFERENT FROM ABOYE

LIBRARY OF CONGRESS
1st St. & Independence Ave , N. W,

17 ESTIMATED COST

Washington, D.C. ETA EMPLOYEE
18. TITLE OF COURSE (Include brief description of trauning, also if avastable Toit $233 00 s
attach copy of courme announcement ) vilion 2
10.657 MANAGEMENT PLANNING AND CONTROL g;u nr— d 4
er pecify,
Books s 20,00 |
19 STATE SPECIFIC RELATIONSHIP OF PROPOSED TRAINING TO EMPLOYEE'S
DUTIES ToTAL $253.00 |s
The traiming will provide the employee e = :
information on management planning and IMATED © DA TTIRRaT3
control aystems. It will enable the empl- Toavat . .
oyee to better perform his responsibilities
for special management studies. Pot dism ] ]
[ﬁu:u’ﬂ
«[68X0108 C00013 (blank] 414629E991 || : :

AMOUNT OF PRIOR TRAINING AT NCN-GOVERNMENT

FACILITLES IN LAST TEN YEARS OF EMPLOYMENT

2545 $253,00 99

J

Hows Oays.

——

SIGNATURE TITLE T ORTE ]

[REC NDING|
OFFICIAL

e

CLEARANCE
ACTION:

REVIEWING
OFFICIALS

s

—]

—

24 ADDRESS CORRESPONDENCE REGAROING THIY ORDER 10O
NAME
TIILE

SIGNA TURE OF CONTRACTING OFFICKAL (If dilfercnt from
suthor zing official)

AUTHORIZING
QFFICIAL

73 SEND INVDICE TO

ENVIRONMENTAL PROTECTION AGENC
ACCOUNTING OPERATIONS OFFICE
WASHINGTON, D, C, 20460

1 OFFICIAL PERSONNEL FOLDER (COMPLETE EMPLOYEE AGREEMENT ON REVERSE SIDE)

EXHBIT vy

TRAINING REQUEST AND AUTHORIZATION

This form 1s used to authorize training
which 1s not available from governmental
Saurces, such as courses given by an
university.

Leave the Obligation Number on this
form blank, 1t will be supplied by the ser-
vicing finance office.

——
——
Approp DCN Oblhig No Acct No O Amouant  SFO
'\EBXOIOB C00013 (blank} 414629E991 2545 §$253 00 99 I
NOII, rhe descrptive and accounting data

shonvm on s exlubit 15 for 1llustt ative
puposes anly




EXHIBIT XIX

ENVIRONMENTAL PROTECTION AGENCY OATEL OF GEQUC!

July 17, 1973

T

DATHE REQUIRED

October 1, 1973

[©°™ 026951

€ AN _NO

REQUISITION FOR LOCAL ‘L No__
(6840107 BO§

DUPLICATING SERVICE

APPRAOP RIATION NO.

5017 026951 4 14704

ALLOTHENT NO

N991 2401 $700 00 06 |

TO eminTinG manacemENT BRANCH

FROM (Organizetion and room number)

Public Affairs Branch
Room 1003

N

| FOmM RENERENCE CONSULT

Frank Johnson

Bill Smith, 202-755-0000

2 NAME AND PHONE NUMBLR DF PERSON TO CaALL FOR PICRUP

3 DRICRIPTION (Tiile lorm number eic )

d numsas |8 muueca
oF

copigs

® TVPE OF REPRODUC TION

Approp. DCN Oblig No Acct No OCT—Amount
5840107 B0O0017 026951 414706 N 991 2401 $700 00

SFO

06

Technological Advances 1n Water Pollution omemars] eacn Xj orrser
Control Research in 1973 70 50 03 ornen(Specity)
r PAPER 8 INK COLOR[® PRINT
in 3 on Rlone sioc  [TJura 1o soot
Bond 8 x 10 172" | Off-whte Black | Decss roreas Chvcas o L3e Oin

o D)
cowvare (K] T}
s (XY O

11 ADDITION AL SPECI FICA TIONS (Including distributran punching
padding locetion of atapise etc )

Staple 1n upper left hand corner

12 S1GNATURE OF REQUF3TER (Thia foquisilion contans No Copy
r1ghted material other (han that indicated on attached cupyright release)

'3 BIGNATUNE OF APPROVING OFFICIAL

REQUISITION FOR LOCAL DUPLICATING SERVICE

Y4 DELIVER TO

'35 JOB RECEIVED OF

10 DATE AEQUESTER NOTI
FIED JOB IS COMPLETE

This form 1s used to request all types of

EPA Form 17503 (571)

printing and duplicating service which can norm-
ally utilize the Agency's print plant,

Place the accounting codes in the blocks
for CAN No., Appropriation No., and Allotment
No. The Obligation Number 1s the preprinted
number 1n the upper right corner of the form,

NO1I. ‘"The descriptive and accounting data
shown on this exhibit 1s for 1llustrative
purpuoscs only



ENVIRONMENTAL PROTECTION AGENCY
DIVISION OF FINANCIAL MANAGEMENT

"Your Office - Your Money" Manual

Revision No. 3

Date Issued 9/4/73

The attachments represent revisions to "Your Office - Your
Money" Manual and should replace the corresponding pages in your
manual. The following is a summary of the revisions made:

Location
Table of Contents, Appendix B
Exhibit I, opposite page 5

Page 11, paragraph (3)

Page 12, first paragraph

Page 22, first sub-paragraph

Exhibit XVII, opposite page 39

Page 65, first paragraph

Page 66, fourth paragraph

Exhibit XXXIV, opposite page 72

Page 79, second paragraph

Appendix B, Exhibit XVI

Revision
Change in form numbers,
Change in last title of PROBLEM AREAS.

Changed first sentence--

".... each Allowance Holder based on the
amount of money made available to him
under the continuing resolution, as
determined by the Agency's Budget Office,
will determine the distribution among
his RCs."

Added second sentence--
"The Office of Management and Budget then
approves EPAs apportionment of funds."

"srocure-" changed to "procurement"
P

Titles of exhibit and of report and
step 1 changed.

Identifies the source of additicnal
money and the current program subelements
relating te it.

Paragraph added to provide information
on Program Support.

Replaced with sample copy of mechanized
listing.

Added "in accordance with policies issued
by the Office of Resources Management."

All imprest fund actions should carry a
DCN of Y0000 preceded by the branch
alpha identifier.



APPENDIX B

1 EPA FINANCE OFFICES AND WHO THEY SERVE
II ACCOUNTING CODE SEQUENCE

111 SPENDING DOCUMENTS BY CATEGORY

v COMMITMENT NOTICE (EPA 2550-9)
v GRANT AGREEMENT (EPA 5700-20)
VI SOLICITATION, OFFER AND AWARD (SF 33)

VII  PROCUREMENT REQUEST/REQUISITION (EPA 1900-8)

VIIl MISCELLANEOUS OBLIGATION DOCUMENT (EPA 2550-10)

IX PURCHASE ORDER - INVOICE -VOUCHER (SF 44)
X INTERAGENCY AGREEMENT
XI REQUEST FOR SHIPPING SERVICE (EPA 1770-12)

X11 TRAVEL AUTHORIZATION (EPA 2610-1)

X111  TRAVEL VOUCHER (SF 1012)

XIv APPLICATION AND ACCOUNT FOR ADVANCE OF FUNDS (SF 1038)
Xv GOVERNMENT TkANSPORTATION REQUEST (SF 1169)

XVI CLAIM FOR REIMBURSEMENT FOR EXPENDITURES
ON OFFICIAL BUSINESS (SF 1164)

XVII  NOMINATION FOR INTERAGENCY TRAINING (OF 37)

XVIII REQUEST, AUTHORIZATION AND RECORD OF EMPLOYEE
TRAINING (DI-5104)

XIX REQUEST FOR LOCAL DUPLICATION SERVICES (EPA 1750-3)



»Ppmu> 2 MrErOO DO

SOME

COMBINATIONS
OF THE PROBLEM
AREAS LISTED

ABOVE

SERVICE GROUPS
SUCH AS
FINANCE OFFICE,
PERSONNEL OFFICE,
PROCUREMENT

OFFICE,ETC

AlIR

WATER QUALITY
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II. YOUR OFFICE---YOUR MONEY

Our nation's pollution problem 1s as complex as 1t is wide-
spread. Accordingly, EPA 1s expected to chamnel its people and
other resources into a variety of programs carried out all over

the country

Because pollution is so wide-spread, the Agency maintains
Regional Offices, National Environmental Research Centers (NERC's)
and other Operation Centers that blanket the nation. In some
cases the Agency's activities also 1involve the oceans, as well
as other countries having pollution problems of mutual interest

and concern.

Considering the extent of the pollution problem, both 1in
terms of complexity and geography, 1t 1s not surprising that a
large number of EPA employees and offices are located outside the
Washington, D. C. area. The problems are such that the Agency
necessarlily must nave field operations in addition to those

conducted by headquarters in Washington.

The above points affect the Agency's operations in many
different ways. Two of the most important are in the areas of

work groups and in the distribut:on of money



it permits the Agency to start spending money on July 1 at
about the same rate as it did during the same time in the
last fiscal year., This is called a "Continuing Resolution"
and is a stop-gap measure until the Congress officially acts

(passes the Agency's appropriation).

(3) How Money Is Distributed

If July 1 arrives and the Congress has not yet passed the
Agency's appropriation, each Allowance Holder based on the amount
of money made available to him under the continuing resolution,
as determined by the Agency's Budget Office, will determine the
distribution among his RC's. Next he will notify his RC s that
they have suballowances as of that time in certain specified
amounts. The documentation for the suballowance will probably be
his memo to the RC chiefs. He will also inform the Financial
Management Office (FMO) who will enter the suballowance information
into the computer. The FMO will also provide each RC chief with
other essential information, such as account numbers, Account
Numbers are tools used in the accounting system to indicate where
and how money is being spent. This and other tools will be dis-

cussed more thoroughly later on.

-11-



A little later in the fiscal year the Congress will pass
the Agency's appropriation thereby making its final determination
as to the spending authority available for EPA to use. The Office
of Management and Budget then approves EPA's apportionment of
funds. At that time the Agency's Budget Office, located in Wash-
ington, will issue formal Advices of Allowance to all Allowance
Holders. These Allowances are entered into the computer by the
Financial Management Division in Washington. Upon receipt of
this document, an Allowance Holder will adjust, 1f necessary, the
RC suballowances to agree with the approved work plan. As before,
the FMO is responsible for entering into the computer the adjust-

ments for each RC's suballowance.

Had the Congress actually passed the Agency's appropriation
by July 1, the procedure described in the last paragraph would
have been followed from the outset of the fiscal year, without

the necessity of any subsequent adjustments.

This discussion has given you a glimpse of one of the
functions of an FMO. You need to know more about his office.
Chapter III, which follows this page, tells you about his role

in the Agecny.

_12-



become familiar with the make-up of the DCR because later on

you will read how it is used in a number of specific ways.,

(3) Document Control Number

A Document Control Number (DCN) must be entered on
every spending action document and serves the following

purposes:

. Shows that you have made a check to see that money
is available to cover the spending action. A spending
document without a DCN will be rejected by the
finance office and/or the procurement office and will
be returned to you for completion.

. Creates a permanent link between each DCN you record
on the Document Control Register with the spending
actions subsequently listed on reports produced by
the computer.

. Gives each spending action processed by the Agency's
computer a unique identification number.

Exhibit VII, opposite this page, shows the makeup of the
Document Control Number (DCN) and explains each part of it,

Your attention is called to the 'caution" signs.

The spending documents in Appendix B show where the
fiscal codes are entered on each document. The DCN is
entered by you and must always be entered as the second number

in the sequence of fiscal codes.

-29-



1ST DIGIT

SOURCE YEAR OF FUNDING

IDENTIFIES THE FISCAL YEAR
THE MONEY BEING SPENT WAS
ORIGINALLY MADE AVAILABLE
TO THE AGENCY

TRE CODE IS UPDATED EACH

FISCAL YEAR TO INCLUDE NEWLY

AUTHORIZED MONEY

— ‘4 IDENTIFIES FISCAL YEAR
1974

28D 3AD A 4TH DIGITS

PROGAAM ELEMENT
SERIAL MO

o EACHPROGRAM ELEMENTIS
IDENTIFIED BY A UNIQUE
SERIAL NUMBER
— 210 IDENTIFIES AGENCY

MANAGEMENT

o EACHSERIAL NUMBER RELATES
TO AN APPROPRIATION
— IN THIS CASE AGENCY &
REGIONAL SUPPORT 6340105

THE 18 DIGIT ACCOUNT NUMBER PROVIDES 6 TYPES OF CODED INFORMATION

STH & 6TH DIGITS

ALLOWANCE
HOLDER

o THE INDIVIDUAL WHO RECEIVES

AN ALLOWANCE FROM WASHINGTON

« THE IRDIVICUAL RESPONSIBLE
FOR DOING THE WORK COVERED
UNDER A SUBELEMENT
— 18 IDENTIFIES THE OFFICE

OF RESCURCES MANAGEMENT

RESPONSIBILITY CENTER

o THE INDIVIDUAL WHO RECEIVES
A SUBALLOWANCE FROM THE
ALLOWANCE HOLDER USUALLY
A DIVISION OR LAB OIRECTOR
— C IDENTIFIES THE DIVISION

OF FINANCIAL MANAGEMENT

TTH DIGIT I

SECTION OF LAW

s ACOOE THATPROVIDES A
AREFERENCE TO A LAW THAT
GOVERNS THE APPROPRIATION
— 99 THIS CODE IS USED WHEN

SECTION OF LAW CODE 1S NOT
APPLICABLE

—BTH & 9TH DIGITS

§NTHIBCE VI

_IIJTH DIGIT

LOCAL QPTION

e USED TO MEET THE NEEDS
OF YOUR RC SUCHAS A
— BRANCHK CODE OR
- PROJECT CODE

o THISCODE IS ALWAYS USED
IN CONJURCTION WITH THE
CODES FOR
— ALLOWANCE HOLDER 8
—~ RESPONSIBILITY CENTER
~ 1T 1DENTIFIES FINANCIAL

SYSTEMS BRANCH



HOW TO PROVE THE AVAILABLE MONEY BALANCE
EXHIBIT XVl

QOCURENTY CONTRIL REGISTER

apenoPRIATION ENVIRONMENTAL PROTECTION AGENCY
ALLOWANCE HOLDER oyt
M Gk Pepprams Devees \owacero _$ofy YL APTRGPmATION 7 DOCUMENT CONTROL REGISTER FINANCIAL MANAGEMENT
Z moeno £ siLowaxce "°“’“ﬁ: FOR THE WEEK ENDING REPGNT RUNIER
:li:ol:";llct: :::'l:: i ) e DAVEPREFARED
] NEFERENCE [0 os —AVAGIE ) WM oG eAnS Dlyrsron
n:%'u".‘[:l' ncuﬂtﬂu‘:tﬂ.l' nl;.u'l;:‘:s; 15:““'2. pesemmar m.l' g,:?&? L ’l:‘;:]r “‘.‘w:‘y‘“ ‘:‘:E‘:l:u:t‘ DOCUMENT  DELIGATION ORIGINAL SERVICING -
um
MUMBEN MUMEER I (K] 1OPMONALl COMTROL DOCUXENT EMTAY FINANCE ACCOURT  OBJECT QPEN TOTAL PAYMENTS cgg:(r:Y
SALANCE FORWARD NUMBER MUMBER DATE OFFICE NUMBER  CLASS COMMITMENTS  OBLIGATIONS MADE ADJUSTEMENTS  REMARKS
— . v —
CARRC R o niuieid {roowe [F] 20 e20 TOTAL PAID OBLIGATIONS FROM PRIDR PERIODS
(| ccoos 7 3 7S Yarwtex by iid $Perired XS § 02 | 8 WV 4 wo - P rro | = Capool Fio-75 D‘/ 7041392 Zboo ’prw
Boooo2 g2473 O vy 237 (ios B0 2SS
£{zones 7 2723 fremsv ha | Siyrokiy 22 | 22 | el v || o4 S0} Boooos $-24B of gyl 519 300 Fovswe 5096 -
* = Fluz9 §-29-73 0 Al 2500 | mSe0 i @
B
~ YOU ADDED TorALs /2,?‘/3‘” P75 75w 25 00®
€] soves -8 73| cenceriao | wvmierd 3¢ |20 | £ Loroe |3 poowe|- sngl&léﬂ
SUBTRACTED

RESPONSIBILITY CENTER MONEY AUTHORIZED § 20,000 00

LESS DBLIGATIONS — 97500

UNOBLIGATED BALANCE 19,025 00

4| 00001 10321\ 8 23 23w mee tatod| syymreml 23|07 |a] v s £ - - LESS COMMITMENTS 234500

A| gooo3 por0321 [.22-73 |0 rk_ | agmieme] 2 90 [0 ] |v] (Gsol-| soreeY— AVAILABLE BALANCE END OF MONTH $ 16,080 00

AUTOMATED
DCR BALANCE DCR BALANCE

COMPARE BALANCES IF THEY GO NOT AGREE,
TAKE THE FOLLOWING STEPS $18700 $16,080.00

1 CURRENT MONTH ADJUSTMENTS ON COMPUTER
PRODUCED DCA

ADD INCREASES SUBTRACT DECREASES
T YOUR BALANCE N 10)
$19 72500

2. DETERMINE WHAT ACTIONS HAVE NOT BEEN
PROCESSED BY THE COMPUTER (M0 /iN THE
FOLIO COLUMN OF YOUR OCR}

oeN AMOUNT RO
00007 1.20000) —

3 DETERMINE WHAT ACTIONS HAVE MOT BEEN
CORRECTED {FROM YOUR ANNDTATED COPY OF
THE TRANSACTIONS TO BE VERIFIED) + 1,500 @

$19,02500
4 CHECK THE ADDITION AND SUBTRACTION IN
YOUR OCR ~ 70000 - moso (3
5 YOUR BALANCE TO START THE NEXT PAGE $19,026.00

OF THEDCRA



The Financial Management Office is responsible for correcting
mistakes flagged by the computer on the Transaction Input
Listing. Most mistakes are self-explanatory. However, on
occasion, when the cause of a particular mistake is not evident

the FMO will request your assistance to resolve the problem.

(3) The 'Tool' You Are Provided to Check the FMO and the
Computer

Each week the FMO will provide you a listing of
"Transactions To Be Verified'. The purposes of this listing

are as follows:

. Show transactions related only to your RC by:

- Suballowance
- Document Control Number

. Shows transactions that did not have mistakes and
that are related to:

- Commitments
- Obligations
Exhibit XVI, opposite this page, shows the 'Transactions
To Be Verified' listing and how you can check that the FMO and

the computer handled your transaction correctly,

-38-



6. AGENCY OR REGIONAL SUPPORT

The Agency's responsibility centers have access to an
additional source of money besides that contained 1in their sub-
allowance. This source is part of each of the following appro-
priations: Research and Development, Abatement and Control,
Enforcement, and Agency and Regional Management. Each appropria-
tion contains prorata share of the total funds. For expediency
sake, however, the funds are issued under the Agency and Regional
Mangement appropriation (68-0105) and includes the folowing

subelement:

58¥%212-17 Agency Support DAA for Administration

5TX215-01/10 Regional Support Regional Administrators

The term "support' covers most of the expenses commonly known as
"overhead". The following are examples of support costs

authorized by headquarters:

Object

Class

22.06 Non-Passenger Vehicle Rental

22.09 Other Transportation

22.92 Relocation of Office

23.03 Computer and ADP Equipment Rental

23.07 Rental of Other Equipment

23.08 Rental of Photocopy Equipment

23.11 Local Telephone Service (excludes FTS)
23.14 FTIS Service

23.27 Other Rent, Communications, and Utilities
24.01 Printing and Reproduction

25.21 Maintenance of Data Processing Equipment
25.47 Other Maintenance and Repair

26.00 Certain Supplies and Materials

31.00 Certain Common Service Office Furniture and

Equipment

-65-



If your RC is in a regiomal office you will know these
charges by looking at the account number where the 2nd, 3rd, and

4th positions are 215, and also by the object class.

If your RC is located in Washington, charges will be made
against the account number where the 2nd through 6th positions are

21217,

The personnel under the organization of the

. Deputy Assistant Administrator for Administration
. Deputy Assistant Administrator for Resources
Management

located in Cincinnati and Durham and Las Vegas will also process
spending actions using the 'Agency Support' (account 21217) in the
2nd through 6th position of the Account Number for the services

listed above.

Support costs for other organizations in the Agency, such as
NERC's are provided for in the account numbers titled, '"Program
Support". The 2nd, 3rd, and 4th positions of the account numbers

are as follows:

105 - Research and Monitoring
128 - Enforcement

175 - Air and Water Programs
198 - Categorical Programs

From a practical standpoint, the entire allowance for support
costs is usually assigned to one RC as a suballowance. Usually

the particular RC is one having the skills and people to handle

-66-



ENVIRONMENT AL PROTECTION AGENCY

ALLOWANCE HOLDER:

ALLOWANCE HOLDEF ACCOUNT NUMABER CODE 800K
RA REGION 1 PUSTUN

HY RESPOMSTIAILITY CENTeR

___ FINANCIAL MANAGEMENT

REPORT: AHM-4
PREPARED: 08-01-73

i

E

Mxxx LIGIHXA

RESPONSIBILITY CENTER:

[WMEDTATE OFFICE

"ACCOUNT PROGRAM

NUMBER ELEMENT  ALLOWANCE NPM PROGRAM ELEMENT TITLE
APPROPRIATION 6R3X0103 CONSTRUCTION GRANTS

<366 01AAK1 aBl36s 4=01Y1 30 WASTE TREAT GRTIS-CONTWACT AUTH  ~—
4~364018aK2 a81364 4=01Y2 30 . WASTE TREAT GRTS~-CONTHACT AUTH
G364 0TAAKD and1364 3=01Y3 T30 T WASTE TREAT GRYS-CONTWACT AUTH
4=36401AAKS AB1364 4=01Y4 30 WASTE TREAT GRTS=-CONTRACT auTH
TAPPROPRTATION 68X010AR T ABRATEMENT & CONTROL ot T T T T
4-1530]14BKH1 2AN153 4-01H4 30 WTR POLUTN CNTRL AGENCY GRANTS
G=T8301ARRS 77 28N1S3 T E=01lna 307 T WTRPOLUTN CNTRL AGENCY GRANTS
4-15301A8H3 28N153 4=-01+s 30 WTR POLUTN CNTRL AGENCY GRANTS
GEIS301A8BR4 T T 2BNIS3 T Te-01He T T 307 WTR POLUTN CNTRL AGEWNCY GRANTS
4=15301AARHS 28N153 4=01H4 30 WTR POLUTN CNTRL AGENCY GHANTS
ZET530TAaRRE  2ANIS3 7 T G-01R4 30 WTR POLUTN CNTRL AGENCY GHANTS
4-1530]8RHG 2AN1S3 4=01H4 30 WTR POLUTN CNT2L AGENCY GRANTS
4=15501ABAG T T TZHHIG4A G=0lHeT TTT T AR T TTECRNCL SUPPORT & aSST/WATER
4=-162014B42 2aP162 4=0lH&e 30 CNSTRCTN GRANTS OPERATIONS

T APPROPRTATION 8840105 =~ AGENCY & REGIUNAL MGMT et T T/ o T
4-214012990 5Tazla 4=-01U6 50 REGIONAL MANAGEMENT

4=2T301A952 5TAZ 14 4-01J% 56 REGTONAL MANAGE 4ENT i
APPROPRIATION 6840106 ENFORCFMENT

TE<1230TAGEG0 TJBRIZI 7T T 4=01IK3d T T 77720 T T WIR NUAL ENFORCEMENT T T
4=12301AR42 3R4123 4=-01K4 20 wTkR QUaAL ENFOPCEMENT
T&1250YARG0 T 38BTZ24 4=01K% 20~ REFUSE ACT PeERMITS ~ 7

___PROJECT TITLE _

CONN
MAINE
Mass T
NaHe

CTL GRTS=CONN
CTL GRTS-ME
CTL GRTS-MASS

w POL CTL GRTS = N,H.
W POL CTL GRTS-R.I.
“WPOL CTC GRTS=VT. ™
W POL CTL GRANTS NEI
REG ADMINISTRATOR ~

. W POL
| w POL
w POL

_. REG ADMINISTRATOR



You should review the listing for the same purposes as described
above for the May and June reports. In addition, you should
determine whether an obligation document was issued but not
received by the FMO. 1If so, obtain a copy and forward it to

the FMO.

The primary purposes of these reviews are to insure
that the FMO has recorded all obligations issued by June 30
and to determine what valid commitments will anot become
obligations by June 30 and therefore must be recommitted in the
next fiscal year in accordance with policies issued by the
Office of Resources Management.

(3) Valid Commitments That Must Be Reissued in the New
Fiscal Year

All valid commitments that did not become obligations
by June 30 will be treated as new commitments in the new fiscal
year., You should contact the individuals who submitted these
requests and have them prepare and submit to you amended
requisitions reflecting only the new fiscal year accounting
data, When you receive the amended requisition you will prepare
a Commitment Notice, assign it a new DCN, record it in the DCR

and forward the requisition to the appropriate processing office,
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Danderd 'T'-vo"u CLAIM FOR REIMBURSEMENT FOR Voucher No
e T A EXPENDITURES ON OFFICIAL BUSINESS
Schedule No
oA oY

Room 3614
ZUPCode
tndicatc by applxable letier 1n column 2 below wheiber expendrure was for (8) local
rave or (b) tekephone or (clegraph  Miscell ¢t must be @ deai)
I Mileage Race ¢ Amount Clawmed
D3 e From Te
Mieasrp [ | Miesee | Tre~ [Tn0
8714 GENERAL ELEUTRIC 51360
WATERSIDE MALL |IN BELTSVILLE, Md{ 61501]42 [1.62 |» s
AND RETURN
8/18 WATERSIDE MALL |GENERAL ELECTRIC| 61683 |42 | 4.62
ND RETIRN 61725
8/24 WATERSIDE MALL [GENERAL ELECTRIC| 6184542 [4.62
ND BRETURN £1887
al2s] PARKING FEE AT CRYSTAL MALL 1.00

Subtotals from reverse ————a

(SIGN ORIGINAL ONLY)

G:
rand m"’l"lﬂ.ﬂﬁ, 13 m
Approved as ad w the & Long Corufied correct Payment or credit has not been recen ed
dimance tetephone calls are certihed as necessary in |h=
wmterest of the Government
9/5/73 /s/ John M. Palikan
{ Date) ( Sagmasure of clarment)
8/5/73 /s/John M. Palikan Reoeved m cash
(Dete) * 2 Apprarng Oy
Cerubed correct and proper for payment { Date )
9/5/173 /s/ Kermit W, Day Paud by check No
Duw, { Anthorized Cortifsong Oaer )

( Saguature }
/
A(mUNTlNG CLASSIFICATION
LXO[OB £Y0000 (blank) 420917E990 _ 2104 L $14.88 9@

U fors asmwd cxards chorge for o prrsen Uhe mumsbes of addiisenal perrens acrempameng clasmeni will be shocrn folion rng applscabie urs
T proate amromeinic 3 wed sban sprodumeire soadings a1 brqweing and rnd of trp @l wmvber of wiies eved vate prv msie

*oUf long distance telsphons talls ar ractudod the sppracing ofir muit hace beew smihoriied 1n wraiing by the Aend of the departicnt or ageacy s 1o
artih (31 USC odGa)

EXHIBIT XVI

CLAIM FOR REIMBURSEMENT FOR
EXPENDITURES ON OFFICIAL BUSINESS

This form 18 used to enable Agency em-
ployees to be repaid for all expenses incurred
when on offic1al business. Typically, 1t 15 used
to cover transportation expenses to off-site
locations, either by private auto or taxi.

Transportation expenses related to a
travel authorization are claamed on a Travel
Voucher, SF 1012.

Leave the Obligation Number blank on
this form, 1t will be supplied by your servicing
finance office.

Approp. DCN  Oblig No. Acct. No. OC Amount SFO
68X0108 CYOO000  (blank)  420917E990 2104  $14.86 99

NOTE 1lu: tlescriptive and accounting data
Shown on tlus exhibat 1s for 1llustrative
pu poses oaly



