WILDLIFE SERVICES (WS)

OVER THE COUNTER (OTC) SALES PROCESS

Background:

The APHIS Policy for Cooperative Field/Service Agreements in FMMI lead Wildlife Services (WS) to identify a need for a process to manage the uniqueness of these agreements.  This process would accommodate the high volume of sales known as the over-the counter (OTC) sales.

To meet the requirements of WS’ OTC sales process, a single “WS Program” (i.e., State Operations Office or NWRC Project/Unit) sales order (SO) will be established in FMMI each year to assist WS offices in tracking expenses and recording revenue.  OTC transactions are collections under $7,500, for a one-time situation, where the money is collected at the time of service and not billed.

Creating the OTC SO and shorthand code (SHC):
To facilitate the creation of the OTC SO, FMD will create a “Special FMMI Document Number” for each WS Program.  A work breakdown structure (WBS) has been created for each WS fund center as AP.RA.OTCS.WS.xxxx. 
Overhead will be calculated automatically through the overhead job that FMD runs on a monthly basis.  Agency overhead of 1% in 2013, 2% in 2014, 3% in 2015, 4% in 2016, and 5.15% in 2017 and beyond will be collected, with the remaining balance as program overhead to equal the maximum rate, currently 16.15%.  
OTC mirrors a reimbursable agreement and the shorthand codes (SHC) will not be rolled from year to year. The OTC process requires that a new SO be created each year.  The following must be followed to have the OTC process set up for the new fiscal year (FY). 
1. Complete the prior year reconciliation, submitting an updated OTC SO Request Form indicating that it is the FINAL change updating the overall balance using the Increase/Decrease indicator.  Reconciliation guidance is below.

2. Submit the necessary forms to create the new fiscal year OTC SO and SHC, in a single email to Master Data Requests (Master.Data.Requests@aphis.usda.gov) and MRP Billings Requests (MRP.Billing.Requests@APHIS.USDA.GOV).  Note:  if you are not authorized to create a SHC you must cc: the authorized accounting code requestor for office.  The email must contain the following documents:
a. OTC SO Request Form

b. Accounting Code Request Form 

Both forms can be found on the web at:
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a/aphis_content_library/sa_our_focus/sa_business_services/sa_applications_systems/sa_fimmi/ct_quick_reference_guide
Collections:

Collections received must be submitted in accordance with the APHIS Budget and Accounting Manual (BAM) that cites the Treasury Financial Manual (TFM), Part 5, Section 8030.10, “Agency Deposits” and Section 8030.20, “Timeliness of Deposits”.  The section states:

Agencies will deposit receipts totaling $5,000 or more on the same day received prior to depository cutoff time. Deposits will be made as late as possible prior to the specified cutoff time to maximize daily deposit amounts. Moneys received too late in the day to meet the deposit cutoff time must be deposited the following business day. Agencies must have adequate internal controls in place to ensure the security of all undeposited funds.

Collections totaling less than $5,000 may be accumulated and deposited when the total reaches $5,000, however, deposits will be made by Thursday of each week, regardless of the amount accumulated. If Thursday is a U.S. Government holiday, then those deposits will be made by Friday of that week. 

Collections are also subject to the Internal Controls as provided in the BAM, Chapter 9, Internal Controls, page 9-50.
OTC collections are submitted to the APHIS General lockbox on an APHIS Form 94.

· In Block 9 of the APHIS Form 94 you must include:

· Line 1 - Customer Number 

· Line 2 - Special FMMI Document Number provided at the time the OTC SO is created 

· Do Not include any additional information on the APHIS 94.

· Do Not attach any documents, other than the check, to the APHIS 94. 

· Do Not record other information on the APHIS 94.  While you may feel it is helpful to include other information (i.e., WBS or SHC), it only provides confusion for the bank processing your form.  In most cases, providing other information allows your check(s) to be processed incorrectly and not posted to the proper account.
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OTC Monitoring/Reconciliation:

It is the responsibility of each state to monitor their expenses and revenue recorded against the OTC SO.  The OTC SO must be reconciled through the third quarter by August 1st; it is recommended that the reconciliation be done on a monthly basis.  Offices should provide the Billings and Collections Team (BCT) with a new OTC SO Request Form (marked as an amendment) to adjust the balance to more accurately reflect the anticipated activity through year-end by August 15th.  The final reconciliation must be completed through September 30th with the OTC SO Request Form (marked final) being submitted to BCT by October 10th.  The OTC SO and SHC for the new FY will not be created until the OTC SO Request Form-Final is received by BCT.
Reconciliation Tools
You will need the following information to reconcile this account – 

· Customer Number

· WBS

There are a couple of BI reports that may be helpful in reconciling your account.  The first report is the Accounts Receivable Activity Report; located in FMMI under Accounts Receivable>BI Accounts Receivable Reports>Reimbursable Activity Report (separate instructions for running this report are posted on the web (http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a/aphis_content_library/sa_our_focus/sa_business_services/sa_applications_systems/sa_fimmi/ct_reporting_information ).  NOTE:  Enter your WBS under the Funded Program Level 3 to receive summary information.  
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Another report that may be useful is the Customer Activity Report, which shows all the collections posted to the customer number.  Instructions for this report are posted to the web. (http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a/aphis_content_library/sa_our_focus/sa_business_services/sa_applications_systems/sa_fimmi/ct_reporting_information)
To reconcile the SO, verify that the expenses are correct then confirm that all collections have been recorded.  Collections will be recorded against the customer account until the monthly Resource Related Billing (RRB) job runs. RRB will create a bill for the expenses that posted to the SO WBS. The collections on the customer account will then be applied to the bill and can then be seen on the WBS.  Total expenses should not exceed total collections.
To see collections that have been received and recorded to the customer account, run a Transaction Register Detail (TRD).  A couple of special versions of the TRD have been saved under BI Favorites:
BEx Portfolio > APHIS Reports > Accounts Receivable Reports >

WS OTC ER-WR CUSTOMER SUSP COLLECT (TRD)
WS OTC SUSP COLLECTIONS (TRD)
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