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PURPOSE
(1) This transmits revised IRM 1.35.3, Financial Accounting, Receipt and Acceptance Guidelines.

MATERIAL CHANGES
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1.35.3.1 (1)
(08-26-2021)
Program Scope and

Objectives ()
3)
(4)
(5)
(6)

1.35.3.1.1 (1)

(10-03-2019)

Background

1.35.3.1.2 )

(09-06-2023)

Authorities (2)
3)
(4)
(5)
(6)
(7)
(8)
9)
(10)
(11)

1.35.3.1.3 (1)

(09-06-2023)
Responsibilities

Purpose: This IRM provides guidance to assist the business units in recording
receipt and acceptance (R&A) of goods and services.

Audience: All business unit personnel responsible for ensuring the IRS
receives ordered goods and services and that services meet contractual re-
quirements.

Policy Owner: CFO, Financial Management.

Program Owner: Corporate Accounting, Accounts Payable Office.

Primary Stakeholders: All business units.

Program Goals: To record R&A timely and accurately, ensuring that proper

payments are made to vendors for the goods and services provided.

This IRM describes the requirements of recording R&A. The process ensures
that goods and services are received for the quantity and quality specified in
the vendor contract..

Chief Financial Officers Act of 1990, Pub. L. No. 101-576, section 902

31 USC 1501, Documentary Evidence Requirement for Government Obliga-
tions

31 USC 3512, Executive Agency Accounting and Other Financial Management
Reports and Plans

5 Code of Federal Regulations (CFR) 1315: Prompt Payment

41 CFR, Public Contracts and Property Management; Chapter 102, Part 102-
118

41 CFR, Public Contracts and Property Management; Chapter 302, Part 302-7
through Part 302-12

48 CFR 53.212, FAR, Acquisition of Commercial ltems

FAR Part 46.5 Acceptance

5 U.S.C. 4107: Academic Degree Training Restriction on Degree Training
5 U.S.C. 5757, Payment of Expenses to Obtain Professional Credentials
5 U.S.C. 4109, Expenses of Training

This section provides responsibilities for:

CFO and Deputy CFO

Senior Associate CFO for Financial Management and Associate CFO for
Corporate Accounting

c. Accounts Payable office

d. Financial Management Systems office

e. Office of Procurement
f

g

oo

Division finance officers
Business units

Cat. No. 47416Q (09-09-2024)

Internal Revenue Manual 1.35.3.1.3


https://www.congress.gov/bill/101st-congress/house-bill/5687/text
https://uscode.house.gov/browse.xhtml
https://uscode.house.gov/browse.xhtml
https://www.ecfr.gov/current/title-5/chapter-III/subchapter-B/part-1315?toc=1
https://www.ecfr.gov/current/title-41/subtitle-C/chapter-102/subchapter-D/part-102-118?toc=1
https://www.ecfr.gov/current/title-41/subtitle-F/chapter-302
https://www.ecfr.gov/current/title-48/chapter-1/subchapter-H/part-53/subpart-53.2/section-53.212
https://www.acquisition.gov/far/subpart-46.5
https://uscode.house.gov/browse.xhtml
https://uscode.house.gov/browse.xhtml
https://uscode.house.gov/browse.xhtml

page 2

1.35 Financial Accounting

1.35.3.1.3.1
(10-03-2019)
CFO and Deputy CFO

1.35.3.1.3.2
(09-06-2023)

Senior Associate CFO
for Financial
Management and
Associate CFO for
Corporate Accounting

1.35.3.1.3.3
(08-26-2021)
Accounts Payable Office

1.35.3.1.3.4
(08-26-2021)

Financial Management
Systems Office

1.35.3.1.3.5
(08-26-2021)
Office of Procurement

1.35.3.1.3.6
(10-03-2019)
Division Finance
Officers

1.35.3.1.3.7
(10-03-2019)
Business Units

(1)

1)

(1)

(1)

(1)

(1)

(1)

The CFO and Deputy CFO are responsible for overseeing R&A policies and
ensuring their compliance.

The Senior Associate CFO for Financial Management and the Associate CFO
for Corporate Accounting are responsible for:

a. Ensuring compliance with R&A policy
b. Overseeing R&A processes for CFO offices
c. Providing R&A policy and guidance to offices and business units

The Accounts Payable office is responsible for:

a. Maintaining R&A policy

Reviewing R&A transaction activity

c. Processing and recording payments after R&A has been processed
correctly

d.  Supporting business unit reviews of R&A transactions and ensuring end
users confirm receipt

e. Assisting business units with error diagnostic messages to support R&A
timeliness

f.  Providing R&A customer support assistance to business unit finance staff

c

The Financial Management Systems office is responsible for:

a. Maintaining Procurement for Public Sector (PPS) user role access and
profile administration
b.  Assisting with trouble-shooting system issues related to R&A processing

The Office of Procurement is responsible for:

a. Providing guidance related to the Office of Procurement’s role in monitor-
ing the R&A process for accuracy and timeliness
b.  Training PPS users to properly perform R&A transactions

The division finance officers are responsible for:

a. Attesting, in writing, that goods and services have been received and are
acceptable per the terms of the contract before invoices can be
processed

b.  Maintaining supporting documentation for financial transactions, including
entering R&A in PPS

Business units are responsible for:

a. Recording R&A in PPS within seven calendar days of the receipt of the
invoice by Accounts Payable

b.  Supporting the Program & Process Review (PPR) compliance require-
ment to obtain documentation prior to entering R&A

1.35.3.1.3.1
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1.35.3.1.4 (1)
(10-03-2019)

Program Management

and Review 2)

1.35.3.1.5 (1)
(09-09-2024)
Program Controls

1.35.3.1.5.1 (1)
(10-03-2019)

Prompt Payment

Standards

1.35.3.1.5.2 (1)
(09-06-2023)

PPS Recording

Standards

c. Maintaining file copies of properly formatted R&A support documentation,
including dates of performance, and forwarding to Accounts Payable
when necessary

The R&A process is in place to ensure that goods and services are properly
recorded in PPS to support payments.

Program Effectiveness: Program management measures trends and the timeli-
ness of recording R&A entries in the PPS module to ensure a prompt pay
percentage of 98% per Department of the Treasury guidance.

The control methods and objectives include:

a. Separation of duties: Established for obligations, recording R&A in the
PPS module and accounts payable, based on role restrictions.

b.  Approval Process: All payments that exceed $10,000 must go through an
approval process.

c. Auditing: Regular testing of internal controls is performed during the year
along with annual audits.

The Prompt Payment Act, codified in 5 CFR Part 1315, Prompt Payment,
requires federal agencies to pay valid invoices timely or pay interest penalties
when payments are late. The IRS also must ensure that discounts are applied
only when payments are made by identified discount dates.

Unless the contract provides a due date, the invoice payment due date is 30
days from the latter of the date Accounts Payable receives a proper invoice or
that date of acceptance for goods and services.

The Prompt Payment Act does not apply to IPAC transactions.

R&A guidelines are as follows:

a. Receipt of goods and services should be entered in the PPS module
once goods and services have been received, but no later than seven
calendar days after a proper invoice has been received by Accounts
Payable.

b. The actual day of receipt of goods and services must be used as the
receipt date and supporting documentation should be maintained.

c. Acceptance of goods and services should be entered into PPS as soon
as the quality assurance inspection is performed, but no later than seven
calendar days after a proper invoice has been received by Accounts
Payable, unless the contract allows for a longer acceptance period.

d. The actual day of acceptance must be used when recording the accep-
tance date in PPS and the supporting documentation should be
maintained. The same documentation used for receipt can be used for
acceptance if it states the goods and services are acceptable per the
terms of the contract.

Any deviation from the IRS R&A recording standards must be annotated in the
contract, clearly stating the contractual requirements for R&A standards as
agreed to by the IRS and the vendor.

Cat. No. 47416Q (09-09-2024)
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1.35.3.1.5.3
(10-03-2019)
Accounts Payable
Reminders

1.35.3.1.6
(09-06-2023)
Terms/Definitions

@)

(1)

(1)

In the event of a system outage (i.e., IFS/PPS system upgrades) that prevents
receipt and acceptance from being recorded timely in the financial system,
written receipt and acceptance should be sent via e-mail to
CFOBFC.InvoiceLink@irs.gov.

° For Invoice Processing Platform (IPP) relevant contracts/purchase
orders, written receipt and acceptance should be submitted on a copy of
the IPP invoice to include receipt and acceptance dates, valid signature
of the assigned goods recipient, and the following statement: “| attest
that the goods/services were received and accepted according to the
terms of the contract.” If the goods recipient is unable to access IPP, the
goods recipient should contact Accounts Payable for a copy of the
invoice.

° For non-IPP relevant contracts, written documentation should be sent
via e-mail to CFOBFC.InvoiceLink@irs.gov and reference the contract/
purchase order number, invoice number, contract line and amounts
being approved for payment, receipt and acceptance dates, valid
signature of the assigned goods recipient, and the following statement:
“I attest that the goods/services were received and accepted according
to the terms of the contract.”

The Accounts Payable office will notify the business unit when an invoice is
received to ensure R&A is completed no later than seven calendar days from
the invoice receipt date. If goods and services have not been received or are
not acceptable, the invoice is considered improper and Accounts Payable will
return the invoice and notify the vendor.

The following terms and definitions apply to this program.

a. Acceptance - Acknowledgment by an authorized government official that
goods received and services rendered conform to contract requirements.

b. Acceptance date - Date the quality assurance requirements and contract
compliance are met for delivered goods and completed services.

c. Accomplished date - Date an IPAC transaction was successfully
processed by the IPAC system.

d. Contract - A mutually binding legal agreement obligating the seller to
furnish the supplies or services (including construction) and the buyer to
pay for them.

e. Delivery order - An order for supplies placed against an established
contract or with government sources.

f. Designated agency office - The office designated in the purchase order,

contract, delivery order or other procurement-related transaction to

receive vendor invoices.

Designated approving official - The person granted approving authority,

normally in the business unit or program office.

h. Goods Recipient - The person responsible for recording the receipt and
acceptance entries as well as maintaining and uploading the supporting
documentation for these transactions.

i. Integrated Financial System (IFS) - The IRS’s official administrative

financial management system.

j. Intragovernmental Payment and Collection System (IPAC) - A standard-
ized interagency fund transfer mechanism for federal program agencies.
IPAC facilitates the intragovernmental transfer of funds, with descriptive
data, from one federal program agency to another.

@

1.35.3.1.5.3
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k. Procurement for Public Sector (PPS) module - The automated system
integrated into IFS that transfers procurement actions, including R&A.

I. Purchase order - An offer by the government to buy supplies or services,
including construction and research and development, upon specified terms
and conditions, using simplified acquisition procedures.

m. Receipt - An acknowledgment that the government received the goods

and services.

n. Receipt date - The date that contracted goods and services are actually
delivered.

0. Vendor - Legal entity or party that provides goods and services.

1.35.3.1.7 (1) The following acronyms apply to this program.
(09-06-2023)
Acronyms ACRONYM DESCRIPTION
BPA Blanket Purchase Agreement
CAPPS Consolidated American Payroll Processing
System
CFO Chief Financial Officer
CFR Code of Federal Regulations
CLIN Contract Line-Item Number
CO Contracting Officer
DOL Department of Labor
FAR Federal Acquisition Regulation
FMSS Financial Management and Security Services
GSA General Services Administration
IFS Integrated Financial System
IPAC Intragovernmental Payment and Collection
IPP Invoice Processing Platform
IT Information Technology
LITC Low Income Taxpayer Clinics
POP Period of Performance
PPR Program & Process Review
PPS Procurement for Public Sector
R&A Receipt and Acceptance
SF Standard Form
TO Travel Operations
uSsC United States Code

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.1.7



page 6 1.35 Financial Accounting

1.35.3.1.8 (1) IRM 1.32.13, Relocation Services Program
(09-06-2023) _ _ o
Related Resources (2) IRM 1.33.3, Reimbursable Operating Guidelines

(3) IRM 1.33.4, Financial Operating Guidelines

1.35.3.1.9 (1) The following chart contains forms that are referred to in this IRM.
(09-06-2023)
Forms

NUMBER TITLE

FMS Form 197 Judgment Fund Voucher for Payment

Form 6863 Invoice and Authorization for Payment of Admin-
istrative Summons Expenses

Form 12741 Internal Revenue Service Bill of Lading

MED-254 Voucher for Medical Services

SF 182 Authorization, Agreement and Certification of
Training

SF 1034 Public Voucher for Purchases and Services
Other Than Personal

SF 1081 Voucher and Schedule of Withdrawals and
Credits

SF 1113 Public Voucher for Transportation Charges

SF 1145 Voucher for Payment Under Federal Tort Claims
Act

SF 1449 Solicitation/Contract/Order for Commercial
Products and Commercial Services

Form 8546 Claim for Reimbursement of Bank Charges

Form 15399 Receipt and Acceptance Documentation for
Services

1.35.3.2 (1) The business units are responsible for ensuring that goods and services are

(10-03-2019) received and meet the contractual requirements before R&A is entered into the

Overview of the Receipt Integrated Financial System (IFS) PPS module.

and Acceptance of . o ) )

Goods and Services (2) Acceptance includes confirming the received goods and services meet the
quality assurance requirements of the contract before entering the accepted
date in PPS.

1.35.3.2.1 (1) In most circumstances, receipt will occur before acceptance. However, for line

(10-03-2019) items with multiple account assignments, only an acceptance entry is required

Multiple Account to represent both R&A.

Assighment

1.35.3.1.8 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.3 (1) Recording receipt acknowledges that the government has received delivery of
(10-03-2019) the goods and services according to the contract.

Receipt

1.35.3.3.1 (1) Receipt should be entered into PPS once goods and services have been
(08-26-2021) received, but no later than seven calendar days after a proper vendor invoice
Receipt Requirements has been received by Accounts Payable.

(2) Regardless of when a receipt is entered, the receipt date for when goods and
services occurred should be reflected in the receipt entry.

1.35.3.3.2 (1) Goods recipients receiving goods and services must obtain proper supporting
(09-06-2023) documentation prior to entering receipt in PPS. Examples of supporting docu-
Receipt Documentation mentation include time sheets, packing slips, delivery notifications, bills of

lading, and proof of attendance for training.

(2) Supporting documentation should be dated to provide evidence of receipt prior
to entering receipt in PPS.

(8) Receipts recorded by a third party must be verified in writing that goods and
services were received and must include necessary supporting documentation.
The goods recipient for the goods and services has the responsibility to
maintain a copy of supporting documentation.

(4) The goods recipient posting the receipt movement is required to upload sup-
porting documentation in the designated document repository. The current
designation is Folders Management via the PPS Folders Management module.

(5) An invoice typically is not considered acceptable supporting documentation for
recording receipt unless the invoice is the only documentation for a service; in
this instance, a dated signature by the approving official is considered appro-
priate support.

(6) Form 15399, Receipt and Acceptance Documentation for Services, is also ac-
ceptable supporting documentation for services.

1.35.3.3.3 (1)  Business units must perform manual R&A of goods and services for non-
(10-03-2019) procurement acquisitions. The business unit must manually prepare hard copy
Manual Receipt Process documentation for these programs. The approving official must sign and date

documents that validate that the R&A functions have been performed.

(2) Manual R&A documents are acceptable with either a handwritten signature or
an official time-stamp digital signature. Initials on blanket purchase agreement
caller logs also are permitted.

1.35.3.4 (1) Recording acceptance acknowledges that the goods and services meet con-
(10-03-2019) tractual requirements, and that the government is now obligated to pay the
Acceptance vendor.
1.35.3.4.1 (1) Acceptance should be entered in PPS as soon as it is determined that goods
(08-26-2021) and services comply with the terms of the contract, but no later than seven
Acceptance calendar days after a proper vendor invoice has been received by Accounts
Requirements Payable. The only exception is if a longer acceptance period is identified in the
contract.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.4.1
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1.35.3.4.2
(10-03-2019)
Quality Assurance
Inspection

1.35.3.4.3
(09-06-2023)
Acceptance
Documentation

1.35.3.4.4

(10-03-2019)
Annotating Ownership
of Property and

()

@)

(4)

1)

)

@)

(4)

(1)

@)

(4)

(1)

Regardless of when the acceptance is entered into PPS, the acceptance date
cannot be more than seven calendar days after the receipt date, unless the
contract permits a longer acceptance period.

When the goods recipient accepts a complete order, it must be marked in PPS
accordingly.

Acceptance cannot occur without receipt, except for a CLIN with multiple
account assignments. See IRM 1.35.3.2.1, Multiple Account Assignment, for
more information.

The quality assurance inspection is the most critical internal control of the R&A
process. The IRS official with knowledge of the goods or services and the
contract terms conducts this review to ensure goods and services received are
acceptable.

A quality assurance inspection must be completed before acceptance.

The selected quality assurance method(s), and the procedures followed under
each method, should be documented.

Documentation addresses what was inspected, the time it was completed and
the results.

The goods recipient posting the acceptance movement is required to upload
supporting documentation in the designated document repository. The current
designation is Folders Management via the PPS Folders Management module.
Once uploaded, these electronic documents represent official copies for certifi-
cation and audits. Goods recipients accepting goods and services must
maintain proper documentation for their records.

Supporting documentation should be dated to provide evidence of the quality
inspection of the goods and services prior to entering acceptance in PPS.

Acceptance recorded by a third party must be verified in writing that goods and
services were acceptable and provide supporting documentation when appli-
cable. The goods recipient for the goods and services has the responsibility to
maintain documentation. If an advance payment is authorized, the contract
serves as supporting documentation for recording receipt. The acceptance
date is the first day of the beginning of the Period of Performance (POP)
defined in the contract. Examples of authorized advance payment orders
include, but are not limited to, subscriptions, software licenses, software main-
tenance, parking, and mailbox rentals.

Form 15399, Receipt and Acceptance Documentation for Services, is also ac-
ceptable supporting documentation for services.
Purchases that are classified as property and equipment for the purposes of

R&A require the following:

a. Barcodes are considered proof of receipt of goods and must be entered

Equipment into PPS prior to acceptance. Business units must input barcode data
into PPS no later than 10 calendar days after receipt.
1.35.3.4.2 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.4.5 (1)
(10-03-2019)

Manual Acceptance

Process

1.35.3.5 (1)
(10-03-2019)

Receipt and Acceptance

by Program

1.35.3.5.1 (1)
(10-03-2019)
Procurement Orders

1.35.3.5.1.1 (1)
(08-26-2021)

Blanket Purchase
Agreements

b. Business units are responsible for obtaining barcodes for property and
equipment when applicable. See the Asset Management Hardware Guide
for IT assets and IRM 1.14.4, Personal Property Management for non-IT
equipment, for more information.

Business units must perform manual R&A of goods and services for non-
procurement acquisitions. Business units must prepare hard copy
documentation manually for these programs. The approving official must sign
and date documents that validate the R&A functions have been performed.

Manual R&A documents are acceptable with either a handwritten signature or
an official time-stamp digital signature. Initials on blanket purchase agreement
caller logs are also permitted.

This section details the requirements of R&A by program which is divided into
procurement and non-procurement orders.

The following is general guidance for R&A to be entered in the PPS module.

The blanket purchase agreement (BPA) is a simplified purchase order method
of filling anticipated repetitive needs for supplies and services by establishing
“charge accounts” with qualified sources. Authorized callers place “calls” for
delivery of products or services against the BPAs. Such agreements are appro-
priate when an office requires a wide variety of items in a broad class of goods
and services, but the exact items, quantities and delivery requirements are not
known in advance and may vary considerably. Blanket purchase agreements
are normally limited to local business establishments where several individual
purchases will likely be made during a specified time period.

The R&A dates are the “date received” referenced on the call log.

Responsibilities:

Cat. No. 47416Q (09-09-2024)
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RESPONSIBLE PARTY TASKS

BPA User Group Prepare monthly BPA caller log
and submit it to the designated
funding official for certification of
funds. The log should only list
calls placed during a calendar
month. For example, the
December monthly log should
only have calls placed during the
period of December 1 through
December 31.

The BPA authorized caller's
initials on the received and
accepted items on the BPA call
log is appropriate for R&A.

Note: Only authorized callers can
place orders against an
established BPA.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward all documents to
Accounts Payable for processing.

Certify funds availability and
forward the monthly log to
Accounts Payable by the 8th day
of the following month. If there is
no activity during a month, the
business unit must submit a log to
Accounts Payable for that month
with “NO ACTIVITY” listed where
calls would normally be listed.

Note: Accounts Payable uses the
“No Activity” log as a form of
internal control.

If all items procured during the
month are not received within the
same month, business units must
generate supplemental BPA logs
on a monthly basis, until the
business unit receives all items.

Accounts Payable Process invoice for payment.

1.35.3.5.1.1 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.5.1.2 (1)
(08-26-2021)
Interagency Agreements

The IRS enters into interagency agreements to obtain miscellaneous goods
and services from other federal agencies. Examples of these services include,
but are not limited to, cooperative agreement service units, health service
contracts, and agreements for training and drug testing. The servicing agency
bills the IRS through the intragovernmental payment and collection (IPAC)
system.

The accomplished date of the IPAC is used as the R&A dates.

Business units should record receipt upon receipt of goods and services, re-
gardless of whether an IPAC charge has been received from the servicing
agency.

In the event an IPAC charge is not received, receiving personnel are still re-
sponsible for ensuring prompt entry of both R&A in PPS for the correct
amount, proper date and appropriate accounting string information. In the
absence of an IPAC charge, receiving personnel may rely on alternative
measures to estimate charges in advance of receiving a precise accounting
from the servicing agency. Receiving personnel are responsible for reviewing
contracts monthly to ensure both R&A are current and accurate, including
whether they are supported by actual IPAC charges and other documentation
or estimated charges. All R&A approvals are based upon the nature of what is
procured and the contract terms.

When advance payment is required, the accomplished date of the IPAC is
used as the R&A dates.

Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Forward copy of IPAC charge/bill
cessing to the approving official desig-
nated in the agreement.

Designated Approving Official Review the invoice to verify that
all charges incurred are proper,
that the correct amount has been
charged, and that the accounting
string is accurate. If discrepancies
exist, reconcile with the agency
providing the services and
request any necessary adjust-
ments.

Enter R&A in PPS for each month
billed.

Intragovernmental & Funds Pro- | Post the disbursements and col-
cessing lections after R&A have been
entered into PPS.

Cat. No. 47416Q (09-09-2024)
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1.35.3.5.1.3
(10-03-2019)
Locator Services

1.35.3.5.1.4
(09-06-2023)

Purchase Orders,
Contracts and Delivery
Orders

(1)

)
@)

(1)

Responsibilities:

The IRS uses locator services to locate taxpayers. The locator service bears
the expense for locating these taxpayers and requests payment from the IRS.

Both the R&A dates are the last date the services were performed.

RESPONSIBLE PARTY

TASKS

Vendor Submit proper invoice to
Accounts Payable.
End User Review invoice for accuracy and

verify goods and services were
received and accepted.

Enter both R&A.

Accounts Payable

Process invoice for payment.

for them.

Purchase orders, contracts and delivery orders establish legally binding agree-
ments, that obligate a seller to furnish goods and services and a buyer to pay

(2) R&A dates and amounts to be recorded for various contractual agreement
methods are as follows:

TYPE

DESCRIPTION

RECEIPT AND
ACCEPTANCE DATES

AMOUNT TO BE
RECORDED

Fluctuating Recurring
Orders/Contracts

Contractual agreements
where the charges vary
for the services from
month to month, such as
telecommunication
services, rental of copy
equipment, etc.

Both the R&A dates
are the actual date of
R&A unless the con-
tractual agreement
stipulates a longer ac-
ceptance period.

The actual amount of
goods and services
received and accepted
supported with the ap-
propriate supporting
documentation.

Non-Fluctuating
Recurring Orders/

Contractual agreements
where the charge for the

Both the R&A dates
are the actual date of

The actual amount of
goods and services

Contracts goods and services R&A, unless the con- received and accepted
remains the same from tractual agreement supported with appropri-
month to month, such as | stipulates a longer ac- | ate supporting
machine rentals, mainte- | ceptance period. documentation.
nance services, etc.

1.35.3.5.1.3 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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TYPE DESCRIPTION RECEIPT AND AMOUNT TO BE
ACCEPTANCE DATES RECORDED
One-time Orders/ Contractual agreements | The receipt date is the | The actual amount of
Contracts/ Delivery for the purchase of date the goods and goods and services
Orders goods and services that | services were actually | received and accepted
are in effect for a single received. The accep- supported with appropri-
transaction. tance date must be no | ate supporting
later than seven documentation.

calendar days of the
IRS’s receipt of a valid
invoice, unless a
longer acceptance
period is stipulated in
the contractual
agreement.

At the time of entering
receipt, please note
any exceptions to the
seven-calendar day
acceptance period in
the header or line-item
comments of the
receiving entry.

Advance Payments Contractual agreements | Both the R&A dates Business units must
where the goods and are the first day of the | enter the authorized
services are paid for in period of performance | advance payment
advance of the receipt of | for the item / service amount.

the goods and services, on the purchase order.
such as subscriptions
and post office box
rentals.

If an advance payment
is required, the
receiver will enter both
R&A in PPS using the
first day of the period
of performance for the
item/service; approve
the invoice/voucher or
SF 1449, Solicitation/
Contract/Order for
Commercial Products
and Commercial
Services; and
complete, sign and
date the invoice/
voucher or SF 1449,
as prescribed by GSA
and 48 CFR 53.212,
Federal Acquisition
Regulations System,
Acquisition of Commer-
cial ltems.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.1.4
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TYPE DESCRIPTION RECEIPT AND AMOUNT TO BE
ACCEPTANCE DATES RECORDED
Utilities Contractual agreements | Both the R&A dates The actual amount of
for energy costs including | are the statement services received and
heat, light, power, water, | closing date. accepted.
sewage, gas and electric-
ity.

Out-Service Training | Out-service training Out-service training The actual amount of
covers training courses, with no prepay - both services received and
seminars and confer- the R&A dates are the | accepted.
ences conducted by date listed for the last
other government and day of training.

- t i-

nar-govermment organ! Out-service training

zations. .
with prepay - Both the
R&A dates are the
date the designated
approving official signs
the prepayment
authorization.

(38) Responsibilities:
RESPONSIBLE PARTY TASKS
Vendor Submit invoice to Accounts
Payable.
End User/Contracting Officer's | Enter both R&A in PPS according
Representative to the requirements identified

within this IRM for the appropriate
contract type.

Review invoice (if received) for
accuracy and verify that both
R&A have been recorded.

Accounts Payable Review invoice for accuracy.

Match invoice to purchase order
for both R&A and process for
disbursement.

1.35.3.5.1.5 (1) Private companies provide relocation services under a contract with the federal
(08-26-2021) government to assist transferring employees in relocating to their new official
Relocation Services duty stations. See IRM 1.32.13, Relocation Services Program, for more infor-
Contract mation on relocation.

(2) The Travel Operations (TO) section’s date stamp on the invoice serves as the
date for both R&A.

(8) Responsibilities:

1.35.3.5.1.5 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.5.1.6 (1)
(10-03-2019)
Subscriptions

1.35.3.51.7 (1)
(10-03-2019)
Telephones (2)

(Commercial)

RESPONSIBLE PARTY TASKS
Vendor Provide an itemized invoice to the
TO relocation services coordina-
tor.

Travel Operations Relocation Resolve discrepancies with the

Services Coordinator vendor. Review and forward the
invoice to the TO relocation
section for processing.

The TO relocation services coor-
dinator’s dated signature on the
invoice is appropriate documenta-
tion for R&A.

Travel Operations Include invoices with the employ-
ee’s relocation file and verify
adequate funding to cover the
expense prior to payment
processing.

Business units typically subscribe for newspapers, magazines, periodicals and
other publications for official use (including any publication printed, microfiimed,
photocopied and magnetically or otherwise recorded for auditory or visual use)
through one of two methods:

a. Purchase order with advance payment required - For advance payments,
both the R&A dates are the start date of the period of performance,
unless the start date was later than the beginning date of the period of
performance.

b. Purchase order with no advance payment required - For orders where
advance payment is not required, both the R&A dates are the actual date
the goods and services were received and accepted.

Commercial vendors invoice the IRS for telephone charges.

Both the R&A dates are the last date of the service period for prompt pay
services. Business units generally fund prompt pay services (directory listings,
installation and wireless services) with purchase orders.

Both the R&A dates are the beginning date of the service period for non-
prompt pay/tariff-controlled services. Business units fund non-prompt pay/tariff-
controlled services by completing Form 2785, Requisition/Obligation Estimate
Adjustment Notice.

Responsibilities for non-prompt pay:

Cat. No. 47416Q (09-09-2024)
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1.35.3.5.2
(10-03-2019)
Non-Procurement
Orders

1.35.3.5.2.1
(10-03-2019)
Administrative
Summons

(1)

(1)

)

@)

RESPONSIBLE PARTY TASKS

Vendor Forward proper invoice to desig-
nated approving official/
designated agency office monthly.

Designated Approving Official/ | Date stamp the invoice, review

Designated Agency Office charges for accuracy, review for
acceptance purposes and record
the appropriate accounting string
information on the invoice.
Correct any discrepancies with
the vendor.

The designated approving
official’s/designated agency
office’s dated signature on the
invoice is appropriate for R&A.

Forward invoice to Accounts
Payable for processing.

Note: These payments may be
subject to a tariff or prompt
payment depending on the type
of services rendered. Therefore, it
is important that the designated
approving official certify these
payments in accordance with
local procedures to avoid interest
and penalties.

Accounts Payable Process invoice for payment.

The following are general guidelines that do not require R&A to be entered in
the PPS module.

Authorized IRS field employees issue administrative summons to third parties
(banks, insurance companies, etc.) to obtain taxpayer information. The IRS
reimburses the expenses incurred by the third party, per the specifications on
Form 6863, Invoice and Authorization for Payment of Administrative Summons
Expenses.

The receipt date is the date the invoice is received by the field office. This date
should be reflected on Form 6863, Section B, Block 14 or it can be date
stamped. When there is a date in Section B, Block 14, and a stamped date,
the receipt date is the earliest of the two dates. If both dates are missing, the
technician must request clarification from the authorized field employee. The
acceptance date is the “date complied with” from Form 6863, Section B.

Responsibilities:

1.35.3.5.2

Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.5.2.2 (1)
(10-03-2019)
Attorney Fees

RESPONSIBLE PARTY

TASKS

Authorized Field Employee
(Revenue Agent, Revenue
Officer, Special Agent)

Provide the third party with a
blank Form 6863, Invoice and
Authorization for Payment of Ad-
ministrative Summons Expenses,
and a mailing address. It is ac-
ceptable for the third party to
submit its own itemized invoice.

Third Party (Bank, Insurance
Company)

Submit Form 6863/invoice for
completed work to the authorized
IRS field employee.

Authorized Field Employee
(Revenue Agent, Revenue
Officer, Special Agent)

Date stamp Form 6863/invoice
and review.

Form 6863 is used to annotate
the receipt date on line 14, “date
invoice received” field.

Complete Form 6863, Section B,
verify and approve charges and
forward to the designated
approving official.

Form 6863 serves as proper
documentation of both manual
R&A.

Designated Approving Official

Verify administrative summons
obligation number.

Approve charges for payment and
forward Form 6863/invoice to
Accounts Payable for processing.

Accounts Payable

Process Form 6863/invoice for
payment.

An award of attorney fees is based on a court judgment, an administrative ad-

judicator’s decision or a settlement agreement between the IRS and the

claimant.

Both the R&A dates are the same as the dated signature on the Chief Counsel
attorney or designated approving official memorandum approving attorney fees,

unless otherwise annotated in the settlement agreement.

Responsibilities:

Cat. No. 47416Q (09-09-2024)
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RESPONSIBLE PARTY TASKS

Claimant (party claiming attorney | Submit proper invoice or appro-
fees) priate support documents to Chief

Counsel attorney of record/

designated approving official.

Chief Counsel Attorney/ Verify reasonableness of invoices
Designated Approving Official or appropriate supporting
documents, compare to settle-
ment agreement and issue a
memorandum approving amount
to be paid.

Chief Counsel attorney’s/
designated approving official’s
dated signature on the memoran-
dum is appropriate for R&A.

Memorandum of approval must
contain the payee’s name,
address, tax identification number
and counsel attorney’s signature.

Forward the settlement
agreement, memorandum of
approval and the invoice (if
available) to the designated
funding official.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward documents to Accounts
Payable for processing.

Accounts Payable Process memorandum of
approval for payment.

1.35.3.5.2.3 (1) The IRS established the child care subsidy plan to subsidize a portion of the
(10-03-2019) cost of dependent care incurred by qualifying IRS employees.

Child Care Subsidy
(2) If Accounts Payable pays in advance, both the R&A dates are the first day of

the billing/service period. For payments in arrears, both the R&A dates are the
last day of the service period.

(38) Responsibilities:

RESPONSIBLE PARTY TASKS

Plan Administrator Submit proper invoice to desig-
nated approving official with
requisition information annotated.

1.35.3.5.2.3 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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RESPONSIBLE PARTY

TASKS

Designated Approving Official

Verify accurate funding informa-
tion is noted on documents.

The designated approving offi-
cial’s dated signature on the
invoice is appropriate for R&A.

Forward invoice to Accounts
Payable for processing.

Accounts Payable

Process invoice for payment.

Note: IRS makes payment to the plan administrator, not to the child care center.

1.35.3.5.2.4
(10-03-2019)
Commercial Bills of
Lading (2)

Commercial bills of lading may be used for shipment of small packages and

overseas shipments.

Both the R&A dates are the actual delivery date for single invoices. If the
vendor “bundles” invoices weekly, both the R&A dates are the last day of the

week.

Responsibilities:

RESPONSIBLE PARTY

TASKS

Vendor

Submit proper invoice with
carrier’s shipping document
attached to designated agency
office per contract terms.

Designated Agency Office

Date stamp invoice.

Forward invoice to designated
approving official for review.

Designated Approving Official

Review invoice and supporting
documentation for completeness
and accuracy.

Forward invoice and supporting
documentation to Accounts
Payable for processing.

The designated approving offi-
cial’'s dated signature is
appropriate for R&A.

Accounts Payable

Process invoice for payment.

Cat. No. 47416Q (09-09-2024)
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1.35.3.5.2.5
(08-26-2021)
Consolidated American
Payroll Processing
System

1.35.3.5.2.6
(08-26-2021)
Corporate Travel

(1) The CAPPS processes the cost-of-living allowance for employees of the IRS
working in foreign countries. The Department of State Consolidated American
Payroll Division issues the payments to the employees.

(2) The transaction date on the SF 1081, Voucher and Schedule of Withdrawals
and Credits, is used as the R&A dates.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Department of State Employee | Submit SF 1081, Voucher and
Schedule of Withdrawals and
Credits, and the payroll advice of
charge to IPAC.

Intragovernmental & Funds Pro- | Retrieve CARS account
cessing - IPAC unit statement.

Forward SF 1081 and Payroll
Advice of Charge to designated
approving official for approval.

Designated Approving Official Review SF 1081 and the Payroll
Advice of Charge.

Complete the IPAC Billing
Certification/Processing form indi-
cating the amount approved and
obligation information to charge.

Forward the review and certifica-
tion to IPAC within 10 calendar
days of receiving SF 1081.

The designated approving offi-
cial’s dated signature on the IPAC
Billing Certification/Processing
form is appropriate for R&A.

Intragovernmental & Funds Pro- | Post disbursements and
cessing - IPAC unit collections.

(1) IRS employees use a corporate travel card to secure transportation for
business-related travel. The use of the corporate travel accounts is limited to
new employees who have not yet received government-issued travel cards,

Accounts invitational travelers, and employees whose government-issued travel cards
have been suspended or cancelled. See IRM 1.32.4, Government Travel Card
Program, for more information.
(2) Responsibilities:
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RESPONSIBLE PARTY TASKS

Vendor Provide itemized invoice to the
TO office and a statement to the
designated approving official
monthly.

Designated Approving Official Review statement and annotate
appropriate accounting string in-
formation on a reconciled
spreadsheet. Resolve discrepan-
cies with the vendor prior to
forwarding to the TO office.

The designated approving offi-
cial’s dated signature on the
statement is appropriate for R&A.

Forward the invoice/statement
and report to the TO office for
processing.

Travel Operations Reconcile invoice/statement and
process claim for payment.

1.35.3.5.2.7 (1) The General Services Administration (GSA) has delegated to Treasury the
(10-03-2019) authority to directly enter into lease contracts. Facilities Management and
Delegated Leases Security Services (FMSS) is responsible for the day-to-day management of the

leased property.

(2) The FMSS budget analyst enters both R&A on or about the 25th day of the
month for the current month lease charges.

(3) Responsibilities:

RESPONSIBLE PARTY TASKS
FMSS Budget Analyst Enter R&A on or about the 25th
day of the month for the current
month.
Accounts Payable Review R&A to ensure payments
are ready to be systematically
generated.

Review vendor record for active
registration in the System for
Award Management.

Process disbursements.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.2.7
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1.35.3.5.2.8 (1) Taxpayers can receive a monetary judgment if the IRS has improperly
(09-06-2023) disclosed their tax return information.

Disclosure of

Information- (2) The R&A dates are the date of acknowledgement that the claim letter was
Administrative Claims accepted by the claimant.

1.35.3.5.2.9 (1) Employees may be reimbursed for expenses that the agency determines are
(09-06-2023) necessary to perform employment requirements and approved by manage-
Employee ment. Reimbursements may include but are not limited to textbooks,
Reimbursables transcripts, copies, work-related phone calls, notary seal and stamp, postage,

pictures, employee recognition ceremony expenses, the cost to obtain a
certified public accountant license, an employee’s membership in a state bar
association when membership is required to maintain a license to practice law,
repairs made to a government vehicle which are paid for by an employee, etc.
Employees may be reimbursed for authorized tuition when permitted by 5
U.S.C. 4107, certified public accountant review and bar review fees when
permitted by 5 U.S.C. 5757, or training fees charged as permitted by 5 U.S.C.
4109 that are necessary expenses of training or enrollment in review courses
that the agency determines will enhance knowledge, skill, and abilities
important to an employee’s performance of official duties.

(2) Both the R&A dates are the date the approving/authorizing official signs and
dates the SF 1034, Public Voucher for Purchases and Services Other Than
Personal. If there are two approval signatures on SF 1034, the latest approval
signature date serves as both the R&A dates. If the approval signature is
undated, then the date that Accounts Payable receives the SF 1034 serves as
the R&A dates.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Claimant (Employee) Submit SF 1034, Public Voucher
for Purchases and Services Other
Than Personal, with backup
documentation showing the item
was paid (receipt).

Designated Approving Official Review SF 1034 for R&A and
annotate corresponding requisi-
tion information.

The designated approving offi-
cial’s dated signature on the SF
1034 is appropriate for R&A.

Forward SF 1034 to Accounts
Payable for payment.

Accounts Payable Process SF 1034 for payment.

1.35.3.5.2.8 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.5.2.10 (1) The Federal Employees Compensation Act requires government agencies to
(08-26-2021) pay for government workers’ compensation benefits each fiscal year. The De-
Federal Employees partment of Labor (DOL) is responsible for estimating the actuarial liability for
Compensation Act workers’ compensation benefits. The DOL provides reports on worker’s com-

pensation charge-backs and the year-end actuarial liability balance. The DOL
charges the IRS for workers’ compensation charges annually. These charges
are paid two years in arrears.

(2) The Corporate Budget financial plan manager provides supporting documenta-
tion for the IPAC and submits the IPAC Billing Certification/Processing Form
accordingly.

(3) The accomplished date of the IPAC is used as the R&A dates.

(4) Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Notify Financial Reports office
cessing - IPAC unit that an IPAC has been received
and the amount of IPAC.

Designated Funding Official Provide supporting documenta-
tion.

Complete, sign and date IPAC
Billing Certification/Processing
form.

Verify accurate funding informa-
tion is noted on documents.

Forward IPAC Billing Certification/
Processing form to designated
approving official.

Designated Approving Official Complete, sign and date IPAC
Billing Certification/Processing
form.

The designated approving offi-
cial’'s dated signature on the IPAC
Billing Certification/Processing
form is appropriate for R&A.

Forward IPAC Billing Certification/
Processing form to IPAC for
processing.

Intragovernmental & Funds Pro- | Post IPAC
cessing - IPAC unit

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.2.10
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1.35.3.5.2.11 (1) The GSA bills the IRS for Federal Telecommunication Services charges
(08-26-2021) monthly. Intragovernmental & Funds Processing receives the charges through
Federal IPAC on or about the 25th of the month for the previous month’s charges.
Telecommunication

Services (2) The accomplished date of the IPAC is used as the R&A dates.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Forward copy of the IPAC charge/
cessing - IPAC unit bill, IPAC Billing Certification/

Processing form and backup

documentation to end user.

End User/Approving Official Contact designated funding
official for funding approval.

Retrieve additional backup docu-
mentation necessary to review
and verify all invoiced charges
are correct. Reconcile discrepan-
cies with GSA.

Forward documentation to desig-
nated funding official.

The end user’s dated signature
on IPAC Billing Certification/
Processing form is appropriate for
R&A.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward all documents to IPAC
for processing.

Review and certification must be
completed timely and forwarded
to IPAC to ensure charges are
processed within 30 calendar

days of billing.
Intragovernmental & Funds Pro- | Post disbursements and
cessing - IPAC unit collections.
1.35.3.5.2.12 (1) The Foreign Service Accounts program accounts for disbursements and collec-
(08-26-2021) tions made by the Department of State on behalf of IRS employees working in
Foreign Service foreign countries.

Accounts . ) .
(2) The month-end date of the Voucher Auditor’s Detail Report (VADR) is used as

the R&A dates.

(8) Responsibilities:
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RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Reconcile SF 1221, Statement of

cessing - IPAC unit Transactions, the list of vouchers,
and the auditor’s detail report
against the CARS account
statement.

Forward electronic copy of SF
1221 detail information for each
financial service to financial
analyst for approval.

Financial Analyst/Approving Complete review and input obli-
Official gation number, line number, dollar
amount, POP and appropriation.

Sign and return documents to the
IPAC unit for processing.

The financial analyst’s dated
signature on the approval report
is appropriate for R&A.

Forward to the IPAC unit within
60 business days of receipt of
SF1221, the list of vouchers, and
the voucher auditor’s detail

report.
Intragovernmental & Funds Pro- | Post disbursements and
cessing - IPAC unit collections.
1.35.3.5.2.13 (1) The government fleet card is used for the purchase of fuel and minor
(10-03-2019) automotive-related items such as wiper blades, car washes and maintenance
Fuel/Maintenance for government vehicles when not covered under the warranty or maintenance

agreement plan provisions.

(2) Citibank Fleet - Both the R&A dates are the date the designated approving
official/designated agency office signs and dates the invoice.

(8) Wright Express - Both the R&A dates are the date the designated approving
official/designated agency office signs and dates the invoice.

(4) Responsibilities:

RESPONSIBLE PARTY TASKS

Vendor Submit by mail or electronically a
monthly invoice/statement to the
approving or agency office.
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1.35.3.5.2.14
(10-03-2019)
Inter-governmental
Personnel Act

(1)

RESPONSIBLE PARTY TASKS

Designated Approving Official / | Review invoice/statement for
Designated Agency Office approval of payment.

Sign, date and annotate requisi-
tion reference number for each
line item on government reconcili-
ation worksheet.

The approving official’s or agency
office’s dated signature on the
invoice is appropriate for R&A.

Forward signed invoice/statement
and the government reconciliation
worksheet to Accounts Payable
for processing.

Accounts Payable Process invoice/statement for
payment.

The IRS occasionally enters into an agreement with an organization (usually a
university) to employ temporarily one or more of its employees for a specific
period of time. The IRS reimburses the salary and benefits to the organization
or these services.

Agreements
(2) Both the R&A dates are the last date of the billed service period, unless the
agreement authorizes advance payment. If advance payment is authorized,
both the R&A dates are the beginning date of the period of performance.
(38) Responsibilities:
RESPONSIBLE PARTY TASKS
Outside Employer (university, Submit invoice to Accounts
etc.) Payable.
Accounts Payable Submit proper invoice to appropri-

ate designated approving official
for approval.

Designated Approving Official The designated approving offi-
cial’s dated signature on the OF
69, Assignment Agreement, is
appropriate for R&A.
Forward OF 69 to Accounts
Payable.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.
Forward documents to Accounts
Payable for processing.

1.35.3.5.2.14 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)



Receipt and Acceptance Guidelines 1.35.3 page 27

RESPONSIBLE PARTY TASKS
Accounts Payable Process invoice for payment.
1.35.3.5.2.15 (1) Internal Revenue Bills of Lading (IRBLs) - Form 12741, Internal Revenue
(10-03-2019) Service Bill of Lading, are for freight and other transportation-related services
Internal Revenue Bills of incurred by the IRS while transacting official government business.

Lading - Commercial . _ _ _
The receipt date is the actual delivery date annotated in Block 18a on Form

12741. The acceptance date is the date the designated approving official signs
the SF 1113, Public Voucher for Transportation Charges, and Form 12741.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Transportation Service Provider | Submit SF 1113, Public Voucher
for Transportation Charges, and
Form 12741, Internal Revenue
Service Bill of Lading, to the pre-
payment audit vendor for pre-
audit.

Pre-Payment Audit Vendor Date stamp and review the SF
1113 and Form 12741 for
accuracy.

Conduct the pre-audit and
forward documents to the desig-
nated approving official.

Designated Approving Official Date stamp the SF 1113 and
Form 12741 and perform a
secondary review of the
documents.

Verify IRBL obligation number on
Form 12741.

Return documents to the Trans-
portation Service Provider (TSP)
for corrections or sign, date and
forward to Accounts Payable for
processing.

The delivery date annotated by
the TSP in block 18a on Form
12741 is appropriate for receipt.
The designated approving offi-
cial’s dated signature on the SF
1113 with attached Form 12741 is
appropriate for acceptance.
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RESPONSIBLE PARTY TASKS
Accounts Payable Process the SF 1113 with
attached Form 12741 for
payment.
1.35.3.5.2.16 (1) Travel Operations uses the term IRBLs to refer to the set of documentation
(09-09-2024) submitted by the TSP for payment of services performed.
Internal Revenue Bills of . ] . ]
Lading - Relocation (2) Form 13135, Internal Revenue Service Bill of Lading - Privately Owned

Personal Property, is the standardized transportation document issued by the
IRS. Business units accept Form 13135 as a receipt of goods and evidence of
title. Each IRBL authorizes a TSP to perform specific origin, transportation,
storage and destination services. The Form 13135 must accompany the
invoice and supporting documentation.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Transportation Service Provider | Submit an invoice (commonly SF
1113, Public Voucher for Trans-
portation Charges) supported by
the completed IRBL, weight cer-
tificates, additional services
forms, inventories, etc.

Submit invoice and supporting
documentation to the address
noted in the “Bill Charges to”
section of Form 13135, Internal
Revenue Service Bill of Lading -
Privately Owned Personal
Property.

Pre-Payment Audit Contractor | Date stamp, note the auditor and
certify household goods have
shipped.

Forward documentation to the
supply management specialist
(Taxpayer Services), after pre-
payment audit has been
completed.

The pre-payment audit contrac-
tor's stamp on the invoice is
appropriate for R&A.
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RESPONSIBLE PARTY TASKS

Taxpayer Services Supply Man- | Date stamp documents as
agement Specialist/Designated | received.

Approving Official Verify relocation obligation

number supplied to the mover by
the Travel Operations relocation
coordinator is annotated.

Approve, sign and date invoice.

Place approved document on the
pre-payment audit contractor’s
website for retrieval by the TO
relocation technicians to process.

Travel Operations Process invoice for payment.
1.35.3.5.2.17 (1) The judgment fund is for small claims requested by taxpayers for reimburse-
(09-06-2023) ment of expenses incurred due to erroneous levy bank charges, lost or
Judgment Fund (Small misplaced checks, or bank fees arising from direct deposit installment
Claims) agreement processing errors. Taxpayers make the small claims requests

through local IRS offices.

(2) The Bureau of the Fiscal Service delegated the authority to the IRS to make
small claims payments under $1,000.

(8) Each office provides a memorandum of approval from the campus director or
his or her designee for a batch of claims.

(4) Responsibilities:

RESPONSIBLE PARTY TASKS

Taxpayer File Form 8546, Claim for Reim-
bursement of Bank Charges with
local campus office. Provide
evidence to support the claim.

Campus Director/Designee Submit approval memorandum,
along with Form 8546, to desig-
nated approving official.

Designated Approving Official Review and complete valid cases
on FMS Form 197, Judgment
Fund Voucher for Payment, and
forward with approval memoran-
dum to Accounts Payable for
processing.

The designated approving offi-
cial’'s dated signature on FMS
Form 197 is appropriate for R&A.
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1.35.8.56.2.17.1
(10-03-2019)

Judgment Fund (Small
Claims - Individual
Taxpayer Identification
Numbers)

(1)

)

©)

(4)

RESPONSIBLE PARTY TASKS

Accounts Payable Process FMS Form 197 for
payment, using the Bureau of the
Fiscal Service approved account-
ing string.

The judgment fund also represents small claims requested by taxpayers
throughout the country for reimbursement of expenses incurred due to errors in
processing individual tax identification applications.

The Bureau of the Fiscal Service delegated the authority to the IRS to make
small claims payments under $1,000.

The claims are sent by the taxpayer to the IRS claims manager who processes
each claim and provides reimbursement from the judgment fund when
warranted.

Responsibilities:

RESPONSIBLE PARTY TASKS

Taxpayer Complete Form 5646, Claim for
Damage, Injury, or Death and
forward to the IRS claims
manager.

Designated Approving Official/IRS | Complete FMS Form 197,
Claims Manager Judgment Fund Voucher for
Payment and forward with the
approval memorandum to
Accounts Payable for processing.

The designated approving offi-
cial’s dated signature on the FMS
Form 197 is appropriate for R&A.

Accounts Payable Process FMS Form 197 for
payment, using the Bureau of the
Fiscal Service approved account-
ing string.

1.35.3.5.2.17.1
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1.35.3.5.2.18 (1) Revenue officers incur lien fees in order to record the filing or releasing of liens
(10-03-2019) placed on U.S. taxpayers’ properties in connection with tax liabilities.
Lien Fees

(2) Responsibilities:

RESPONSIBLE PARTY TASKS

Designated Agency Office Print lien recording/release
documents from ALS.

Submit lien recording/release
documents to appropriate
recording offices.

Designated Approving Official Certify lien document (billing
support voucher) in ALS.

The dated acceptance of the lien
document for payment by the
designated approving official in
ALS is appropriate for R&A.

Accounts Payable Ensure lien file interfaces properly
from ALS to IFS.

1.35.3.5.2.19 (1) The Low Income Taxpayer Clinics (LITC) program provides matching grants for
(08-26-2021) organizations that provide legal assistance to low-income taxpayers in contro-
Low Income Taxpayer versies with the IRS and informs individuals for whom English is a second
Clinics language of their tax rights and responsibilities.

(2) The payee report is downloaded twice a month; five days before the end of the
month and then the first or second day of the following month. The posting
date of the document in IFS is used as R&A dates.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Retrieve the Central Accounting
cessing - IPAC unit Reporting System (CARS)
Account Statement.

Forward the CARS Account
Statement to the program analyst.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.2.19



page 32 1.35 Financial Accounting

RESPONSIBLE PARTY TASKS

Program Analyst Download the payee report from
the United States Department of
Health and Human Services
payment management system for
review and approval.

Approve charges by recording
both R&A on the Billing
Certification/Processing Form.

Forward documents to the Intra-
governmental & Funds
Processing - IPAC unit for pro-

cessing.
Intragovernmental & Funds Pro- | Post disbursements and
cessing - IPAC unit collections.
1.35.3.5.2.20 (1) Miscellaneous medical service charges are reimbursed to IRS employees, their
(10-03-2019) dependents, and the physician/clinic/hospital for medical care incurred while
Miscellaneous Medical the employee is working in a foreign country.

Services . ) ) ) -
(2) The Department of State’s claim examiner’s/designated approving official’s

dated signature is necessary for R&A on the MED-254, Voucher for Medical
Services.

(38) Responsibilities:

RESPONSIBLE PARTY TASKS
Claimant (employee, depen- Submit a copy of the Department
dent(s) of employee, physician, | of State’s MED-254, Voucher for
clinic, hospital, etc.) Medical Services, to the third
party vendor.

Third Party Vendor Complete and submit MED-254 to
the Department of State’s claims
examiner/designated approving
official.
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RESPONSIBLE PARTY TASKS

Designated Approving Official Date stamp MED-254 and review
for accuracy.

Complete the review and record
the corresponding requisition
number on MED-254.

The claims examiner's/designated
approving official’s dated
signature on the MED-254 is ap-
propriate for R&A.

Forward MED-254 to Accounts
Payable for processing.

Accounts Payable Process MED-254 for payment.
1.35.3.5.2.21 (1) Motor pool includes charges billed to the IRS by GSA for the rental, mileage
(08-26-2021) and maintenance of government vehicles. GSA bills via IPAC monthly.

Motor Pool
(2) The accomplished date of the IPAC is used as the R&A dates.

(3) Responsibilities:

RESPONSIBLE PARTY TASKS
Intragovernmental & Funds Pro- | Send IPAC Billing Certification/
cessing - IPAC unit Processing form and a copy of
invoice to designated approving
official.
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RESPONSIBLE PARTY TASKS
Designated Approving Official Review invoice for accuracy.
Reconcile discrepancies with
GSA.

Complete, sign and date IPAC
Billing Certification/Processing
form.

The designated approving offi-
cial’'s dated signature on the
IPAC Billing Certification/
Processing form is appropriate
for R&A.

Forward documentation to the
designated funding official or
return to the IPAC unit for addi-
tional processing.

The review and certification
should be completed and sent to
the IPAC unit within 10 calendar
days of the IPAC billing
statement.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Complete, sign and date IPAC
Billing Certification/Processing
form.

Forward documents to the IPAC
unit for processing.

Intragovernmental & Funds Pro- | Post disbursements and

cessing - IPAC unit collections.
1.35.3.5.2.22 (1) The Department of State prepares Form DS-1573, Packers Authorization, on
(09-09-2024) behalf of the IRS for employees relocating overseas. The form contracts one
Packers Authorizations Transportation Service Provider (TSP) for the following services:
(Relocation
Transportation Invoices) a.  Picking up household goods and personal effects

. Preparing all or part of the shipment for overseas transportation
c. Placing any remaining part of the shipment into non-temporary/permanent
storage for the duration of the overseas tour of duty
d. Delivering the household goods from storage at the conclusion of the em-
ployee’s tour of duty

(2) The receipt date is the date found on SF 1034, Public Voucher for Purchases
and Services Other Than Personal, under the column heading “Date of
Delivery or Service.” The acceptance date is the end date for period of perfor-
mance.
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(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Transportation Service Provider | Review and submit Form DS-
1573, Packers Authorization, with
attached SF 1034, Public
Voucher for Purchases and
Services Other Than Personal, to
the billing address found on Form
DS-1573.

Taxpayer Services Supply Man- | Date stamp documents as
agement Specialist/Designated | received.

A i fficial
pproving Officia Verify relocation obligation

number supplied to mover by the
TO relocation coordinator
annotated on the document.

Approve charges for payment by
signing and dating appropriate
section of SF 1034.

The designated agency office’s
dated signature on the SF 1034
is appropriate for R&A.

Forward to the TO office for pro-

cessing.

Travel Operations Process SF 1034 for payment.
1.35.3.5.2.23 (1) Personal property claim payments are made to employees (claimants) who
(09-06-2023) suffer damage or loss to their personal property incident to service. Such
Personal Property claims may also be submitted on behalf of the estate of a deceased employee
Claims meeting the same conditions.

(2) Responsibilities
RESPONSIBLE PARTY TASKS
Employee Submit Treasury Department

Form (TDF) 32-13.1, Employee
Claim for Loss or Damage to
Personal Property and TDF 32-
13.2 Schedule of Property, with
supporting documentation and
appropriate signatures to the
claims manager, General Legal
Services, in the Office of Chief
Counsel.
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RESPONSIBLE PARTY TASKS

IRS Claims Manager/Designated | Review and certify that claim
Approving Official meets requirements of the Military

Personnel and Civilian

Employees’ Claims Act.

Issue a memorandum identifying
amount to be paid.

The claims manager’s dated
signature on memorandum is ap-
propriate for R&A.

Forward memorandum to appro-
priate designated funding official.

Designated Funding Official Verify accurate funding informa-
tion.

Forward documents to Accounts
Payable for processing.

Accounts Payable Process claim for payment.
1.35.3.5.2.24 (1) Printing includes charges billed to the IRS by the Government Printing Office
(08-26-2021) (GPO) for various printing and reproduction services for IRS Media and Publi-
Printing cations. It also includes the purchase of laser paper and roll paper for IRS print

sites. The accomplished date of the IPAC is used as the R&A dates.

(2) Responsibilities:

RESPONSIBLE PARTY TASKS
Intragovernmental & Funds Pro- | Forward a copy of the IPAC
cessing - IPAC unit charge/bill and IPAC Billing

Certification/Processing form to
the designated approving official.
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RESPONSIBLE PARTY TASKS

Designated Approving Official Review invoice to verify all
charges are proper and that GPO
has charged the correct amount.
If discrepancies exist, reconcile
with GPO.

For media and publications print
orders, the publishing system
database generates a report after
the designated approving official
has reviewed and verified the
accuracy of all charges. Report is
attached to a certification memo-
randum and forwarded to the
IPAC unit for processing.

Sign and date IPAC Billing
Certification/Processing form and
forward to designated funding
official for signature.

The designated approving offi-
cial’s dated signature on the IPAC
Billing Certification/Processing
form is appropriate for R&A.

The review and certification
should be completed and
forwarded to the IPAC unit within
10 calendar days.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Complete, sign and date IPAC
Billing Certification/Processing
form.

Forward documents to the IPAC
unit for processing.

Intragovernmental & Funds Pro- | Post disbursements and

cessing - IPAC unit collections.
1.35.3.5.2.25 (1) The GSA bills the IRS for work performed against a specific Reimbursable
(08-26-2021) Work Authorization (RWA), according to the provisions of the agreement. The
Reimbursable Work GSA bills Intragovernmental & Funds Processing through IPAC monthly. The
Authorizations/Security Department of Homeland Security (DHS) bills the IRS for work performed
Work Authorizations against a specific security work authorization, according to the provisions of

the agreement. The DHS bills Intragovernmental & Funds Processing through
IPAC two to three times per month.

(2) The accomplished date of the IPAC is used as the R&A dates.
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(8) There are four types of RWAs:

a.

b.
c.

Note:

Type A is used for large alteration projects and office moves related to
lease expirations that have a five-year life span.

Type N is used for one-time repairs and general maintenance projects.
Type F is used to establish “open-ended” accounts with GSA for all
general maintenance items in federal buildings that expire at the end of
each fiscal year.

Type R is used for services that cannot be readily separated from normal
operating costs, such as overtime utilities, custodial, guard services, etc.
These types of services usually have a fiscal year limitation.

Expenses must be captured in the correct month and correct fiscal year. Do
not use the entire period of performance as the receipt date.

(4) Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Forward copy of IPAC billing
cessing - IPAC unit statement and IPAC Billing
Certification/Processing form to
designated approving official and
designated funding official.

Designated Approving Official Review the IPAC billing statement
to verify that charges are
accurate. If discrepancies exist,
reconcile with GSA/DHS.

Complete, sign and date IPAC
Billing Certification/Processing
form.

The designated approving offi-
cial’'s dated signature on the IPAC
Billing Certification/Processing is
appropriate for R&A.

Return documents to the desig-
nated funding official.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Complete, sign and date IPAC
Billing Certification/Processing
form.

Forward documents to the IPAC
unit for processing.

The review and certification
should be completed and
forwarded to the IPAC unit within
10 calendar days of the IPAC
billing statement.

1.35.3.5.2.25
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1.35.3.5.2.26
(10-03-2019)
Representation Fund

(1)

@)

RESPONSIBLE PARTY

TASKS

Intragovernmental & Funds Pro-
cessing - IPAC unit

Post disbursements and
collections.

The representation fund is a budgetary allocation fund that is used to facilitate
official receptions and representation activities which further the interests of the
United States tax administration system in foreign countries. Such activities are
intended to increase cooperation with foreign governments and with public or

private organizations outside of the federal government.

Responsibilities:

RESPONSIBLE PARTY

TASKS

IRS Official

Submit SF 1034, Public Voucher
for Purchases and Services Other
Than Personal, to designated
business unit approving official.
Voucher must provide the payee’s
name, address, reason for
payment and support for
payment.

Designated Approving Official

Review SF 1034 and supporting
documentation, verify billed
amount and record the corre-
sponding requisition number on
the SF 1034.

Complete, sign and date the SF
1034.

The designated approving offi-
cial’s dated signature on the SF
1034 is appropriate for R&A.

Forward completed and signed
SF 1034 to Accounts Payable for
processing.

Accounts Payable

Process SF 1034 for payment.

Cat. No. 47416Q (09-09-2024)
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1.35.3.5.2.27 (1) A settlement agreement is a monetary award to a claimant for equal employ-
(10-03-2019) ment opportunity disputes, National Treasury Employees Union settlements,
Settlement Agreements etc., generated out of the Office of Chief Counsel.

(2) Responsibilities:

RESPONSIBLE PARTY TASKS

Office of Chief Counsel/ Prepare a settlement agreement.

Designated A ing Official
esignated Approving Licla Issue a memorandum of approval

for each settlement agreement.
The memorandum of approval will
contain claimant’s name, mailing
address, tax identification
number, purpose, amount and
date payment is to be issued.

The Office of Chief Counsel’s or
designated approving official’s
dated signature on the memoran-
dum is appropriate for R&A.

Forward settlement agreement,
memorandum of approval and
any other supporting documenta-
tion to designated funding official.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward documents to Accounts
Payable for processing.

Accounts Payable Process memorandum of
approval for payment.

Note: Settlement agreements tra-
ditionally have specific due dates
stated within the agreements.
These dates must be met in order
to avoid additional litigation.

1.35.3.5.2.28 (1) The Tax Counseling for the Elderly program is available to all eligible taxpayers
(08-26-2021) but is generally intended for those 60 years of age or older and are disabled or
Tax Counseling for the who have other special needs.

Elderly

(2) The payee report is downloaded twice a month; five days before the end of the
month and then the first or second day of the next month. The posting date of
the document in IFS is used as the R&A dates.

(3) Responsibilities:
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RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Retrieve CARS account
cessing - IPAC unit statement.

Forward CARS account
statement to the program analyst.

Program Analyst Download payee report from the
United States Department of
Health and Human Services
payment management system for
review and approval.

Approve the charges by
recording both R&A on the Billing
Certification/Processing Form.

Forward documents to the IPAC
unit for processing.

Intragovernmental & Funds Pro- | Retrieve CARS account
cessing - IPAC unit statement and confirm the entries
posted from the certification.

Post disbursement and

collections.
1.35.3.5.2.29 (1) GSA bills the IRS for telephone service monthly. Intragovernmental & Funds
(08-26-2021) Processing receives the charges through IPAC.
Telephones
(Government) (2) The accomplished date of the IPAC is used as the R&A dates.
(8) Responsibilities:
RESPONSIBLE PARTY TASKS
GSA Update the telecommunications

ordering and pricing system

website by the 6th calendar day
of each month, with billing infor-
mation from the previous month.

Intragovernmental & Funds Pro- | Notify designated approving

cessing - IPAC unit officials that the billing information
is available on telecommunica-
tions ordering and pricing system
and certification is due within 10
workdays.
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RESPONSIBLE PARTY TASKS

Designated Approving Official Retrieve backup documentation
from the telecommunications
ordering and pricing system,
review invoice to verify the
telephone charges are proper,
and reconcile discrepancies with
GSA.

Complete the IPAC Billing
Certification/Processing form.

The designated approving offi-
cial’s dated signature on the IPAC
Billing Certification/Processing is
appropriate for R&A.

Forward IPAC Billing Certification/
Processing form to designated
funding official.

Forward to the IPAC unit within
10 calendar days of IPAC billing
statement.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward documents to the IPAC
unit for processing.

Intragovernmental & Funds Pro- | Post disbursements and

cessing - IPAC unit collections.
1.35.3.5.2.30 (1) Tort claim payments are made to claimants, usually non-employees, who suffer
(10-03-2019) damages due to negligent actions by IRS employees who are acting within the
Torts scope of their official duty. The Federal Tort Claims Act covers tort claims.

(2) Both the R&A dates are the claims manager’s dated signature on SF 1145,
Voucher For Payment Under Federal Tort Claims Act.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Claimant (non-employee) Complete IRS Form 5646, Claim
for Damage, Injury, and Death,
and mail to claims manager,
General Legal Services, in the
Office of the Chief Counsel.
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RESPONSIBLE PARTY TASKS

Claims Manager Review and make offer of settle-
ment. If settlement is $2,500 or
less, mail SF 1145, Voucher for
Payment Under Federal Tort
Claims Act, to claimant. If settle-
ment is more than $2,500, mail F
197, Judgment Fund Voucher, to
claimant.

Claimant Indicate acceptance of the offered
settlement by signing either SF
1145 or F 197 and forwarding the
signed voucher to the claims
manager.

Claims Manager/Designated Certify claim for payment upon

Approving Official receipt of the accepted SF 1145
or F 197 and forward to desig-
nated funding official.

The claims manager’s dated
signature on the SF 1145 or the F
197 is appropriate for R&A.

Designated Funding Official Verify accurate funding informa-
tion is noted on vouchers.

Forward SF 1145 to Accounts
Payable. Forward F 197 to
Bureau of Fiscal Service
Judgment Fund Branch.

Accounts Payable or Judgment | SF 1145 is processed by

Fund Branch Accounts Payable through PPS.
F 197 is processed by Bureau of
Fiscal Service Judgment Fund
Branch through JFICS.

1.35.3.5.2.31 (1) Out-service training covers training courses, seminars and conferences
(08-26-2021) conducted by other government or non-government organizations.

Training (Out-Service)
(Non-Purchase Card) (2) If the training is procured via a method other than the SF 182, Authorization

Agreement and Certification of Training, the R&A criteria established for the
appropriate procurement process is used.

(8) The accomplished date of the IPAC is used as the R&A dates.

(4) Responsibilities:

RESPONSIBLE PARTY TASKS

Vendor Submit invoice to IPAC.
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1.35.3.5.2.32
(08-26-2021)
Unemployment
Compensation for
Federal Employees

(1)

)

@)

(4)
(6)

RESPONSIBLE PARTY TASKS

Designated Approving Official If after training end date, verify
attendance, sign and date Block
F of SF 182, Authorization
Agreement and Certification of
Training. The approving official’s
certification signature is appropri-
ate for R&A. If prepay is required,
sign and date Block F and
indicate “Prepay Authorized”.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Intragovernmental & Funds Pro- | Process SF 182 for payment.
cessing - IPAC unit

States report unemployment compensation claims for federal employees to
TALX Corporation. TALX Corporation, in turn, bills the Department of Labor.
The Department of Labor sends an invoice through IPAC to the IRS for all of
the Department of Treasury’s compensation charges quarterly.

The financial plan manager provides supporting documentation for each
bureau’s charges and submits the IPAC Billing Certification/Processing form
accordingly. The IRS collects, from each bureau, a portion of the compensation
claims through IPAC, according to the breakdown of the supporting documen-
tation.

The designated funding official records the quarterly POP on the IPAC Billing
Certification/Processing Form in lieu of R&A. For example, October 1, 2018 -
December 31, 2018.

The accomplished date of the IPAC is used as the R&A dates.

Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Contact the Unemployment Com-
cessing - IPAC pensation for Federal Employees

funding official after receiving

IPAC from Department of Labor.

1.35.3.5.2.32
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RESPONSIBLE PARTY TASKS

Designated Funding Official Provide supporting documentation
for each agency charge.

Complete, sign and date the
IPAC Billing Certification/
Processing form.

Verify accurate funding informa-
tion is noted on documents.

Forward IPAC Billing Certification/
Processing form to designated
approving official.

Submit breakdown by bureau to
IPAC.

Designated Approving Official Complete, sign and date IPAC
Billing Certification/Processing
form.

The designated approving offi-
cial’s dated signature on the IPAC
Billing Certification/Processing is
appropriate for R&A.

Forward IPAC Billing Certification/
Processing form to the IPAC unit
for processing.

Intragovernmental & Funds Pro- | Review breakdown of services
cessing - IPAC unit provided by TALX Corporation.

Post IPAC charging each bureau
for its respective portion of the

services.
1.35.3.5.2.33 (1) IRS offices may employ physicians and nurses as part of the operation of the
(10-03-2019) health services program. Uniform allowances cover the cost of the required
Uniform Allowance uniforms for these health care employees in the normal course of their duties.

(2) Uniform allowances also cover steel-toe boots for warehouse, maintenance
and dyed diesel inspection workers.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS

Employee Submit allowance requested on
SF 1034, Public Voucher for
Purchases and Services Other
Than Personal, to designated
approving official.
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1.35.3.5.2.34
(09-06-2023)
Volunteer Income Tax
Assistance

(1)

)

@)

RESPONSIBLE PARTY

TASKS

Designated Approving Official

Review SF 1034.

The designated approving offi-
cial’s dated signature on the SF
1034 is appropriate for R&A.

Forward SF 1034 to designated
funding official.

Designated Funding Official

Verify accurate funding informa-
tion is noted on documents.

Forward documents to Accounts
Payable for processing.

Accounts Payable

Process SF 1034 for payment.

The Volunteer Income Tax Assistance (VITA) program offers free tax assis-
tance for low-to-moderate income individuals who cannot afford professional
services. VITA volunteers prepare basic tax returns for low-to-moderate income
taxpayers including persons with disabilities, non-English speaking persons

and the elderly.

The payee report and/or the Charges by Appropriation (CBA) Report is down-
loaded twice a month; five days before the end of the month and then the first
or second day of the next month. The posting date of the document in IFS is

used as the R&A dates.

Responsibilities:

RESPONSIBLE PARTY

TASKS

Program Analyst

Download the Payee Report
and/or the Charges by Appropria-
tion (CBA) Report from the United
States Department of Health and
Human Services Payment Man-
agement System (PMS) to review
and approval.

Approve the charges by recording
R&A on the Billing Certification/
Processing Form.

Forward documents to the IPAC

unit for processing.

1.35.3.5.2.34
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RESPONSIBLE PARTY TASKS
Stakeholder Partnerships, Review and approve the R&A on
Education & Communication the Billing Certification/Processing
(SPEC) Finance Form, Payee Report and/or the

Charges By Appropriation (CBA)
Report from the United States
Department of Health and Human
Services Payment Management
System submitted by the Grant
Program Office (GPO).

Verify funding is available in IFS,
the funding appropriation is
correct, and the obligation
number is correct.

Forward the approved/signed cer-
tification to the GPO.

Intragovernmental & Funds Pro- | Retrieve the CARS account
cessing - IPAC unit statement and confirm the entries
posted from the certification.

Post disbursements and

collections.
1.85.3.5.2.35 (1) Witness fees and travel expenses are payable on request to withesses who
(10-03-2019) are required to appear to give testimony or produce records before IRS
Witness Fees personnel in compliance with administrative summonses. Witnesses should file

claims on a Standard Form 1157, Claim for Witness Attendance Fees, Travel
and Miscellaneous Expenses. Generally, advances may not be granted except
under extenuating circumstances. All requests for advances must be formally
submitted to Accounts Payable.

(2) Both the R&A dates are the last day the witness appeared in court.

(8) Responsibilities:

RESPONSIBLE PARTY TASKS
Claimant (Subpoenaed Submit SF 1157, Claims for
Witnesses) Witness Attendance Fees, Travel

and Miscellaneous Expenses,
(including the witness signature
and social security number) with
supporting documentation, to the
appropriate counsel office.

Counsel Office Sign and date SF 1157.

Forward SF 1157 to the desig-
nated approving official for review
and acceptance.
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1.35.3.5.3
(10-03-2019)
Non-Procurement or
Procurement Orders

1.35.3.5.3.1
(10-03-2019)
Ratifications
(Procurement)

1.35.3.5.3.1.1
(10-03-2019)
Ratifications
(Non-Procurement)

(1)

(1)

)

@)

(1)

RESPONSIBLE PARTY TASKS

Designated Approving Official Review claim and apply outstand-
ing advances against claim made
by witness.

Determine final amount due to
witness and annotate authorized
payment amount either by memo-
randum or on the SF 1157.

Complete SF 1157, including the
funding information.

The designated approving offi-
cial’s dated signature on SF 1157
is appropriate for R&A.

Forward SF 1157, memorandum
(if applicable) and supporting
documentation to Accounts
Payable for processing.

Accounts Payable Process SF 1157 for payment.

The following programs are considered either non-procurement or procurement
based on the business unit method used.

An unauthorized commitment is an agreement that is not binding because the
government representative did not possess the authority to enter into the
agreement. Ratification permits an IRS official with appropriate authority to
approve non-procurement and procurement purchases.

The receiver must use the R&A criteria established for the appropriate procure-
ment process when entering R&A. In the event the goods and services have
been inspected and determined to be acceptable, the award date associated
with the ratification is appropriate for R&A.

Policy and Procedures Memorandum No.1.6(A), Ratification Procedures,
provides procedures for the ratification of unauthorized commitments. For addi-
tional guidance concerning ratification, the contracting officer should contact
the Office of Procurement Policy, Policy and Procedures Branch or the appro-
priate General Legal Services office for assistance.

For non-procurement ratifications, contact the business unit for the proper
procedure.

1.35.3.5.3
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1.35.3.5.3.2 (1)
(08-26-2021)
Rent (Non-Procurement)

(@)
3)

1.35.3.5.3.2.1 (1)
(10-03-2019)
Rent (Procurement)

GSA bills the IRS for rent charges on a monthly basis. Intragovernmental &
Funds Processing receives the charges through IPAC on or about the 20th day
of the month for the month’s rent charges.

The accomplished date of the IPAC is used as the R&A dates.

Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Notify the rent program analyst

cessing - IPAC unit and designated approving official
that the IPAC has been received
and the IPAC amount. Forward
the IPAC documentation to both
individuals.

Program Analyst Review invoice for accuracy.
Reconcile invoice and data
resident information in the graphic
database interface system.
Resolve discrepancies with GSA.

Forward the information to the
designated approving official after
review is completed.

Designated Approving Official Prepare and sign IPAC Billing
Certification/Processing form.

Forward documentation to desig-
nated funding official.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

The designated funding official’s
dated signature on the IPAC
Billing Certification/Processing is
appropriate for R&A.

Forward documents to the IPAC
unit timely to ensure processing
within 30 calendar days of the
IPAC billing statement.

Intragovernmental & Funds Pro- | Post disbursements and
cessing - IPAC unit collections.

See IRM 1.35.8.5.1.4, Purchase Orders, Contracts and Delivery Orders, for
purchase orders.

Cat. No. 47416Q (09-09-2024)
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1.35.3.5.3.3

(08-26-2021)

Treasury Franchise
Fund/Shared Support
Program (also known as
Departmental Franchise
Fund) (Non-

(1)

The Treasury Franchise Fund/Shared Support Program is an intra-
departmental service operations fund administrated by the Department of the
Treasury. It provides goods and services such as telecommunications, printing
and reproduction, and equipment, through a centralized service fund that
provides common services benefitting customers both within and outside
Treasury bureaus.

Procurement) (2) The interagency agreement is signed by the CFO at the beginning of the fiscal
year and a copy is sent to IPAC.
(8) The designated funding official submits Form 2785, Requisition/Obligation
Estimate Adjustment Notice, for the funds to be obligated.
(4) The IPAC receives the charges around the 20th of each month.
(5) The accomplished date of the IPAC is used as the R&A dates.
(6) Responsibilities:
RESPONSIBLE PARTY TASKS
Intragovernmental & Funds Pro- | Forward a copy of the IPAC
cessing - IPAC unit charge/bill and IPAC Billing
Certification/Processing form to
end user.

End User/Approving Official Review one copy of the monthly
financial plan and one with IOCs
to ensure invoice is accurate.
Signs IPAC Billing Certification/
Processing form.

The signed IPAC Billing
Certification/Processing form is
appropriate for R&A.

Forward documentation to the
designated funding official.

Designated Funding Official Review documents to verify
accurate funding information and
sign the IPAC Billing Certification/
Processing form.

Forward documents to the IPAC
unit for processing.
Intragovernmental & Funds Pro- | Process disbursements and
cessing - IPAC unit collections.
1.35.3.5.3.3 Internal Revenue Manual Cat. No. 47416Q (09-09-2024)
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1.35.3.5.3.3.1
(09-06-2023)

Treasury Franchise
Fund/Shared Support
Program (also known as
Departmental Franchise
Fund) (Procurement)

1.35.3.5.3.4
(10-03-2019)
Utilities (Non-
Procurement)

1.35.3.5.3.4.1
(10-03-2019)
Utilities (Procurement)

1.35.3.5.4
(09-06-2023)
Advances

(1)

See IRM 1.35.3.5.1.4, Purchase Orders, Contracts and Delivery Orders and
IRM 1.33.4.3.1.17, Treasury Franchise Fund for more purchase order informa-
tion.

Utilities for energy costs such as heat, light, power, water, sewage, gas and
electricity are usually procured by using one of two methods:

a. Reimbursable Work Agreement
b. Purchase order

When performing R&A for utilities, the receiver must use the R&A criteria es-
tablished for the appropriate procurement process. Utilities can be either a
procurement or non-procurement purchase. If procured through a RWA, the
receipt date is the actual date of the services. If this information is not
available, the business unit must use the accomplished date of the IPAC
charge or the POP ending date, whichever is earliest, for receipt date
purposes. The acceptance date is the date the certification form is received. If
procured through a purchase order, both the R&A dates are the statement
closing date.

Per Federal Acquisition Regulation (FAR) 52.241-3, Scope and Duration of
Contract, “For the period (insert period of service), the contractor agrees to
furnish, and the government agrees to purchase (insert type of service) utility
service in accordance with the applicable tariff(s), rules and regulations as
approved by the applicable governing regulatory body and as set forth in the
contract.” The R&A should be performed immediately to allow sufficient time for
payment processing and to avoid late payment fees.

See IRM 1.35.3.5.2.25, Reimbursable Work Authorizations/Security Work Au-
thorizations, for the action process flow when a RWA is used to procure
utilities.

See IRM 1.35.8.5.1.4, Purchase Orders, Contracts and Delivery Orders, for
more purchase order information.

Advances, or advance payments, are made by the IRS to its employees, con-
tractors, grantees or others prior to receiving goods and services when
authorized by law. Examples of recorded advance payments include the
purchase of postage and public transportation through DOT/PTSP, as detailed
below. See IRM 1.33.3, Reimbursable Operating Guidelines, for more informa-
tion.

The following chart illustrates the commitment to payment process flow for
advances.

Cat. No. 47416Q (09-09-2024)

Internal Revenue Manual 1.35.3.5.4



page 52

1.35 Financial Accounting

1.35.3.5.4.1
(08-26-2021)
Department of
Transportation/Public

1)

Transit Subsidy Program (2)

@)

(4)

Action Account(s) Affected Action Result

Create approved Commitment Reserves funds
shopping cart in
PPS, if required and
post transaction to
IFS real time.

Manually post order | Obligation - Undeliv- | Binds funds for future
in IFS ered Orders - Unpaid | outlay and recognizes
a legal requirement to
purchase goods and
services, and
payment is made

following R&A.
Post/record IPAC Obligation - Paid Un- | Records advance
(Advance/ delivered Order, payment and reduces
Prepayment) Advances to Others, | fund balance with
and Cash Treasury.

Enter/record receipt | Obligation - Unpaid Recognizes that the
Delivered Order and | government has
Accounts Payable received delivery of
the goods and
services, establishes
an accrual, and liqui-
dates the obligation.

Enter/record accep- The government ac-
tance knowledges that
goods and services
meet its requirements,
and it is required to
pay vendor.

The Department of Transportation (DOT) provides public transportation to IRS
Employees. The DOT invoices via IPAC quarterly for a fourth of the annual
estimate.

Receipt and acceptance dates are the accomplished date of the IPAC to
record the monthly advance and last day of the month being reported on the
customer statement of transit benefits to record actual expenses that decrease
the advance.

The IPAC unit sends an Advance Processing form to the designated funding
official upon receipt of the monthly IPAC charge. The IPAC records the charge
to an advance account upon receipt of the approved Advance Processing form.
The accomplished date of the IPAC is the date used as the document date for
the advance account. The accomplished date of the IPAC is used as the R&A
dates.

The Customer Statement of Transit Benefits report is received from the IRS
customer analyst monthly. The total for the month is entered on the Public

1.35.3.5.4.1
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Transit Subsidy Program (PTSP) Obligation-Expense Tracker report provided
from the Administrative Financial Management Reporting office annually. The
report allocates the costs by percentage to various accounting strings. The
IPAC enters the actual expense, which decreases the advance amount.

(5) Responsibilities:

RESPONSIBLE PARTY TASKS

Intragovernmental & Funds Pro- | Receive IPAC from DOT.

ing - IPA it
cessing C uni Send Advance Processing form to

the Corporate Budget.

Designated Approving Official Review the invoice.

Complete the Advance Process-
ing form.

The designated approving offi-
cial’'s dated signature on the
Advance Processing form is ap-
propriate for R&A.

Return documents to the desig-
nated funding official.

Designated Funding Official Verify accurate funding informa-
tion is noted on documents.

Forward documents to the IPAC
unit within 10 calendar days of
the IPAC billing statement.

Intragovernmental & Funds Pro- | Post the advance.
cessing - IPAC unit

Program Office IRS customer support analyst
forwards customer statement of
transit benefits report each month
to the IPAC unit.

Intragovernmental & Funds Pro- | Enter total from the customer
cessing - IPAC unit statement of transit benefits
report on PTSP obligation-
expense tracker spreadsheet.
Post expense to draw down the

advance.
1.35.3.54.2 (1) Postage includes charges incurred by the IRS from the United States Postal
(08-26-2021) Service (USPS) for various postal expenses, such as postal meter charges
Postage and business penalty reply mail. The USPS invoices IPAC monthly for 1/12th

of the annual postal estimate. The IPAC makes final adjustments to the
estimates from a thirteenth billing, generally performed in October.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.4.2
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()

@)
(4)

(5)

(6)

Each program office incurring postal expenses will sign and annotate the
actual date of delivery for services on the Form 10580-A, Postage Purchase/
Expenditure Report, and forwarded the documentation to IPAC within five
workdays of the purchase. The IPAC enters the actual expense by using the
current date, which decreases the advance amount.

The accomplished date of the IPAC is used as the R&A dates.

The IPAC unit sends an Advance Processing form to the designated funding
official upon receipt of the monthly charge. The IPAC unit records the charge
to an advance account upon receipt of the approved Advance Processing form.
The accomplished date of the IPAC is the date used as the document date for
the advance account.

The IPAC records actual expenses as incurred based on information provided
by the program offices to clear the advance account.

Responsibilities:

RESPONSIBLE PARTY

TASKS

Intragovernmental & Funds Pro-
cessing - IPAC unit

Receive IPAC and an invoice
from the USPS.

Send Advance Processing form
and a copy of the IPAC Billing
Certification/Processing form to
the designated funding official.

Designated Approving Official

Review the bill.

Complete Advance Processing
form.

The designated approving offi-
cial’'s dated signature on the
Advance Processing form is ap-
propriate for R&A.

Return documents to designated
funding official.

Designated Funding Official

Verify accurate funding informa-
tion is noted on documents.

Forward documents to the IPAC
unit within 10 calendar days of
the IPAC billing statement.

Intragovernmental & Funds Pro-
cessing - IPAC unit

Post the advance.

1.35.3.5.4.2
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RESPONSIBLE PARTY TASKS

Program Office Sign and annotate the actual date
of delivery on Form 10580-A,
Postage Purchase/Expenditure
Report, indicating when the
business unit received the goods
and services.

Forward the documents to the
IPAC unit within five workdays of
the purchase.

Intragovernmental & Funds Pro- | Process documents to draw down
cessing - IPAC unit the advance.

Cat. No. 47416Q (09-09-2024) Internal Revenue Manual 1.35.3.5.4.2
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