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Fermilab Accounting Policies & Procedures

990-T Refund of Excise Taxes Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy

To document why and how we file a claim for refund for Federal Excise Tax Paid on Fuels.
According to Form 4136 and instructions for 2006, we are entitled to a refund for taxes paid on
specific types of fuel according to their use. Currently, Fermi purchases and uses premixed
Gasohol (90% unleaded gasoline and 10% ethanol), E85 fuel (85% Ethanol; 15% Unleaded
Gasoline), and Diesel fuels. According to publication 510 (and form 4136 instructions), a credit
can be taken for off-highway business use. Gasohol and E85 fuels do not fall under the eligible
categories of fuel. Therefore, as of 2006, the Fermi on-site use of Diesel fuel is the only eligible
fuel to claim a tax refund. See the detailed procedure below to help prepare and file the
applicable IRS forms.

Procedure
1. Request/Receive an electronic file from the Vehicle Maintenance Department (George
Davidson) titled “Excise yy” that includes the gallons of fuel used broken down by vehicle,

the miles driven and the percentage driven on site. Note: Beginning in FYO05, we can only
claimarefund on  taxes paid for Diesel Fuel. Set this file aside for later use.

2. Run the Discoverer Query, “PO Gas Receipts,” which is saved on the Gen Acctg shared
drive and attached here.

PO Gaz Receipts.0I5

You can also request this query from Jack Kelly. This query should provide information
on the number of gallons of gas received during the year  and the applicable PO’s involved.

3. Review the results of the query; review the PO numbers associated with diesel fuel
(usually part # 2125-200000) and others if more become eligible.
4. In Oracle, query on the PO numbers under Invoice Inquiry and locate the invoice

number, voucher number and paid date. Add this information to  the electronic file. Save the
edited file with a new name. Compare the file against the prior year to avoid duplication.

5. Send the edited file to the GAD Manager and request copies of the identified invoices —
unless IRS rules change in the future, pull only invoices related to diesel fuel.

6. Review the invoices. Identify the type of fuel and verify that tax was indeed paid.

7. After the tax paid has been verified, open the Excise tax file and review. Confirm with
George Davidson that the headings (types of fuels) definitions have not changed.
Confirm that the number of gallons used (in this file) makes sense compared to the number of
gallons received (in the Gas Receipts file) in the year. Note: In FYO05, identified 77 more
gallons were used than received, so reviewed prior years. In FY04, 250 more gallons were
used than received. However, in FY03, 1,610 more gallons were received than used.

8. On the Excise tax file, add an additional column to the far right of the schedule titled,
“On-Site Diesel Use.” The column should be the product of the number of “On-Site
Diesel” gallons multiplied by the “Percent On-Site.” The total gallons in this column will be
used to complete the supplemental IRS schedule 4136. We are only allowed to take a
credit for the actual usage (miles driven) on site = non highway use.

9. Locate and save a copy of the IRS forms 990-T and 4136 from the internet.

10. Print the instructions for both forms and review for any changes from prior years.

11. In the Form 990-T instructions, there should be a section about claiming a refund only.
Follow those instructions. Supplemental Form 4136 is used to identify the number
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of gallons used and the total tax paid.

12. Note: In the header of Form 990-T, you must show the “book value of all assets” at the
end of the year. This number should reflect FRA assets  only and should come from Ben
Stauss or the FRA audited financial statements.

13.  When the IRS forms are complete and the supporting documentation is in order, turn the
file over to the Asst. CAO for review.

14. Upon the Asst. CAQ’s review and approval, the forms are sent to Ben Stauss for review.
Prepare a memo from the CAO to Ben Stauss requesting review, approval and
signature.

15.  After Ben Stauss has signed Form 990-T, the forms can be filed with the IRS per the
form’s instructions.

16. A U.S. Treasury Check identifying a refund for 990-T will be sent to Fermilab. Deposit
check into Project 80 Task 80.2.3 Miscellaneous Income. Use the Miscellaneous
Revenue/Prepayment expenditure type.
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990 Tax Return Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy

Procedure

1. Request “Highest Paid Employees” information from the Payroll Manager or Asst. Payroll
Manager. Payroll puts together the necessary payroll information for this portion of the
supporting schedules. Copy-paste Payroll’s schedule into the Tax-PBC workbook. Perform
a high-level review of the data.

2. Request the “Schedule of Grant Receipts” from the Manager of Grants and Contracts. Once
received, copy-paste that schedule into the Tax-PBC workbook. Perform a high level review
of the schedule.

3. Gather information to prepare lists of top professional service vendors and top other service
vendors. Follow the steps below:

A. Run Discoverer Query titled “IRS vendor exp type.DIS.” Run this query for three
separate results.

B All Vendors paid over $50K in a given period

For the over 50K:
Conditions |

Define conditions ta lirmit waorksheet results by criteria vou specify. Click Mew
to define a new condition.

‘iew Conditions far; I &l Ttems j

[ @l Date BETWEEN '02-SEP-2006" AMD '01-DEC- & Mew... |

[ ' "a$vendor Mame" = :vendor Mame
Edit...

¥ Amount SUM = 50000

[1 % { Expenditure Type IN (PROFESSIOMAL SERY =
Delete |

] ? [ "AgDistrdCe" IN (42", '43", 44, 4H', 4,4,
[ "a$check Date Month" In Moy, 'Oct’,'Dec’)

[ W "agcheck Date Year" = ‘2006 hd
Description:
amount SUM = 50000

Ok, Cancel Help

B Professional Service vendors in a given period

For Prof Services - turn on this condition: (it has been revised to include the
retention line- which is a credit - so that is why you consider it "excluded":)
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Conditions |

Define conditions ko limit work sheet results by critena pou specify. Click Mew
to define a news condition,

YYiew Conditions far: I Al Tkems j

| "'? Gl Date BETWEER '02-SEP-2006' AND '01-DEC- =
1 % "agvendor Mame" = :Yendor Mame

] 7 Amount SUM > 50000 Edi..
¥ [ Expenditure Type IM (PROFESSIONAL SERY
| "'? {AgDistrdCe TN (42,43, 4, 4, e,
1 % "ACheck Dake Mankh" TN {MNov','Oct’,'Dec’)

] W "a4Check Date Year" = 2006 |
D escrption;

[ Expenditure Type IN ('PROFESSICOMNAL
SERWICES','EXEMPT PROFESSICMAL SERVYICES") OR,

"MickedrmA" =20

Delete

el

F. Cancel Help

B Other service vendors in a given period

For all other services - turn on this condition: (it has also been revised to include the
retention line)

Conditions |

Define conditions ta limit work.sheet results by critena pou zpecifu. Click Mew
to defing a new candition.

‘Wi Conditions Far; I All Therms j
1 v Gl Date BETWEEM '02-3EP-2006' AND '01-DEC- = Mew... |

1 % "atvendor Mame" = :Mendor Mame

1 % Amount SUM = 50000 Edit... |

1% (Expenditure Type IN {'PROFESSIONAL SERY Delet
Delete |

¥ ("AgDistrCe" IN ('42','43','94", '4H, 4K, '4C', 4

1 W "a$Check Date Month" IN (Mov','Oct’, Dec’)

[] W "a$Check Date Year" = ‘2006 =]
Description:
[ "AgDistrdCe" In
('42','43,'44','4H '4K’,'4C "4, "4, 4L, ‘TS, 'TA), TE, 'TD

S "Piske DA A

0k, Cancel Help

B. Working with the Professional Services and Other Services query results, subtotal the
data by vendor, then sort the data by highest amount to lowest amount.

C. Working with the Vendors Paid Over $50K query results, sort the data by highest amount
to lowest amount.
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D. Peruse the query results and disregard inapplicable vendors from the list; those that do

not actually perform a service for Fermilab. Some of the typical inapplicable vendors are
as shown but not limited to below:

PEOPLES ENERGY SERVICES CORPORATION
CERN

HMO IL INC.

NICOR GAS

COMED - EIS

FERMI RESEARCH ALLIANCE, LLC.
INTERNAL REVENUE SERVICE

ACE COMPUTERS

CONSTELLATION NEWENERGY, INC

BOC GASES

FIDELITY INVESTMENT

NEXSAN TECHNOLOGIES
CGLIC-BLOOMFIELD EASC

KOI COMPUTERS INC

ARLINGTON ELECTRICAL CONST CO

LIFE INSURANCE COMPANY OF NORTH AMERICA

E. Compare the three query results. Use the “other service” and “professional service”
query results as tools to identify the top five vendors for each category and note the
findings on the summary query “Vendors Paid Over $50K.” Note: Use the amounts from
the “Vendors Paid over $50K”  query results. Some vendors may have activity under both
Professional and Other services. Use the category that has the most activity, but use the
total dollar amount of the services for the Vendor.

4. Complete the worksheet in the Tax-PBC workbook titled “Prof&Oth Srv > $50K”
identifying the top five vendors in each category and providing the total number of vendors
in each category. The query results should provide addresses that should also be included on
this worksheet.

5. Complete the Fringe Breakout worksheet by following the steps below.

A

B.

Under column C, provide the Total Lab pension costs according to the year end fringe
analysis schedule, account 32125.

Under column C, provide the Total Lab payroll taxes according to the year end fringe
analysis schedule, account 32123

Under column C, provide total fringe costs according to the year end fringe analysis
schedule.

Under Footnote 2, complete the Fringe Allocation schedule by referring to C/E 20 on the
NFO5DL1 report.

Under column G, FRA-HQ, provide the total fringe cost number by referring to Payroll’s
FRA Salary worksheet.

The remaining portions of this worksheet automatically populate based on existing
formulas.
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6. Perform a final review of all the schedules in the Tax-PBC workbook.
7. Coordinate with FRA Accountant by providing these schedules and anything else that may
be needed.
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Accounting Policy Statement Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy
Director's Policy Manual #15, Financial Management, states in part:

All financial activities will be carried out in accordance with generally
accepted accounting principles, The Department of Energy accounting
manuals and orders, the FRA contract, Department of the Treasury, Labor,
and Health and Human Services regulations.

It is the policy of the Accounting Department to record all transactions in accordance with generally

accepted accounting principles (GAAP) unless otherwise directed by the Department of Energy (DOE).
Procedure

GAAP-basis accounting will be practiced as stated in the policy above, and will be reflected throughout

the written policies and procedures of the Accounting Department.

Direction from DOE as referred to in the policy above may be communicated via the FRA prime contract;

DOE orders referenced in that contract (most importantly the current Accounting Handbook); or other

official communications to the Laboratory's Directorate from authorized individuals within DOE, e.g. the

Contracting Officer.
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Accrual Policy and Procedure Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy

Purpose:

The accrual process is essential to the timely and accurate presentation of financial information. Accruals

are entries in the accounting records representing the receipt of goods and services in the absence of a

billing document.

There are two main types of accruals made by the Laboratory. Goods received accruals relate to tangible
items or materials that are physically received at the Lab or at an off-site location. Service receipts are
intangible items or services that are performed for the Lab. Processes are in place to accurately accrue for
each type of “receipt”.

Policy:

It is the policy of the Laboratory to fully accrue for all goods and services received as of June 30 and
September 30 each fiscal year, in order to accurately state liabilities and costs at those dates. The
following procedures are available at all times, and all organizations are encouraged to use them to
accurately state costs and liabilities throughout the year for their programs, projects, and activities.

Procedures:

Goods Received Accruals — This is an automated process in Oracle. Every month a system generated
entry accrues received items not yet processed in Accounts Payable (AP). The item looks for goods that
have been received and entered by the Receiving Department, but not yet matched to an invoice in AP. If
a PO and a receipt are in the system, an amount is automatically accrued via a system generated entry
(PAB702).

There are two situations of goods received that require special attention. The first is when an item is
received at an off-site location, and the second is when an item is shipped FOB shipping point.

When goods are received off-site, it is the responsibility of the Procurement Department and/or
requisitioner to provide the appropriate documentation to the Receiving Department for the receipt to be
entered. The documentation must be sufficient to confirm delivery to the off-site location.

At year-end, FOB shipping point shipments are analyzed by the Accounts Payable Group to ensure that
all shipments that are in transit but not received by the year-end cut-off are accrued. Generally this is
done via a manual entry in Accounting.

The Policy and Procedures for the receipt of materials is documented on the Business Services Section
website.

Service Receipt Accruals — The Oracle system has a Service Receipts application that allows for the
receipt of services and intangible items into the system. Once a service receipt is entered, it is
automatically included in the system generated accrual PAB702 described above. The determination of
the services received and the amount to be accrued is made by Field Financial Managers or their
designees. Financial personnel in each division/section/center are more aware of the activities being
completed and work closely with program and project managers.

Monthly, the field personnel review the projects in their area and if necessary submit a service receipt to
the Accounting Department. Department management reviews and approves the receipt for processing
and forwards it to the Financial Analysis Group. The Financial Analysis Group is responsible for entering
the receipts into the Oracle system.
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Third Quarter and Year-End — Two important cut-offs for the Department of Energy and the laboratory
are those relating to the third quarter and the year-end close. During both of these closes, extra steps are
taken to ensure that service receipts are properly recorded and accrued. First, field personnel are notified
of the importance of the close and asked to be diligent in their review and submission of accruals. This is
done via meetings and e-mail communications. Second, a list of significant open purchase orders is
distributed to the field to help them with this process. At year end, the field must respond to each item on
the PO list noting their review and whether or not an accrual is necessary and has been submitted.

In addition, items such as travel, freight bills, housing moves and directly billed items (i.e. auto leasing,
limo services, etc.) are reviewed and accrued at year-end by Accounting. The accrual is uploaded
manually by members of the Accounts Payable Group.

As with any process, the Lab is continually looking for ways to improve the accrual process. Annually
after the September 30 year-end close, the management of the accounting department reviews payments
after year-end looking for any significant items that were not accrued. This feedback is used to make
improvements to the process for the following year as necessary.

(Signed Version Available on Finance Website)
Michael Rhoades — Chief Accounting Officer

(Signed Version Available on Finance Website)
Cynthia Conger — Chief Financial Officer

Procedure
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Annual Services Survey
Background/Policy

Annual Services Report - Service Annual Survey

Procedure

Policies & Procedures

Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General

This survey reports revenues, operating expenses, interest expense, sales tax, and E-commerce
revenue. Sources of information include the Audited Financial Statements, payroll information
from the Payroll Manager, the NF report (operating section), Oracle Expenditure Inquiries,
Discoverer query on orders by category (developed by DHG), and sales tax info from General

Accounting Manager.
Procedure

Review the current year Form SA-5417 for any changes from last year.

Section 3 — Revenue: Place the revenue from AFS - Statements of Activities and Changes in
Fund Equity, under Line 2 - Basic & Applied Research in other natural and exact sciences,

except biological sciences.

Section 5 — Operating Expenses: Tie Total Operating Expenses (line 14) to the AFS -
Statements of Activities and Changes in Fund Equity.

Lines 1-13 break the operating expenses down into categories such as Personnel, Expensed
Materials and Supplies, Expensed Purchased Services, and Other Operating (Depreciation, Govt
taxes, Other). We match the majority of our costs to the survey categories(according to the
category definitions), and then the remaining unmatched amount falls into Line 13 — Other.

Line

Source

Personnel Costs

1 Gross Annual Payroll

2 Employer's Cost for Fringe Benefits

3 Temporary Staff and Leased Employee Expense

Expensed Materials, Parts and Supplies (not for resale)
4 Expensed Equipment
5 Expensed purchases of other materials, parts, and supplies

Expensed Purchased Services

Expensed purchases of softw are

Purchased electricity and fuels (except motor fuels)
Lease and rental payments

© 00N o

Purchased repair and maintenance

Other Operating Expenses
11 Depreciation and Amortization

Total Operating before Other

13 | All other operating expenses (plugged)

14 | Total Operating Expenses

03/31/2009

Payroll Manager
NF Operating - CE20 & 2S
NF Operating - CE42 & 4G

Discoverer Query by Category
AFS Materials & Supplies less Line 4

NF Operating - CE7C & 7D
AFS + Exp Inquiry task 15.11
NF Operating - CE 47

NF Operating - CE75 & 7E
AFS

Sum the above

Line 14 less the above

AFS Net Operating Expenses

10
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Section 6 — Interest Expense: Complete this section by referencing the NF report, CE 41.

Section 7 — Sales Tax: General Accounting & Disbursements Manager provides this
information

Section 8 — E-Commerce: This information can be gathered by running an Exp Inquiry for task
80.2.3, Exp Type Proceeds, Personal Property Sales for the fiscal year.

Section 9 is not applicable to Fermilab.
Section 11 should be addressed if there has been a change in Structure/Ownership.

X

irvoices by po cat. DS

il

pocateqories. sls
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Labor Capture and Distribution Policy and Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Procedure

Background/Policy
Purpose:
Fermi National Accelerator Laboratory must capture labor and accurately match its associated “effort” to
the project or area that received the benefit. Employees must account for all of their time worked and
provide information so that it can be allocated properly.

Labor distribution is done through our two Labor Capture and Distribution Processes. Most of our
employees are using our legacy “paper based” labor capture and distribution process. The Lab has
partially implemented an automated, electronic system called Fermi Time and Labor or FTL. The legacy
system is being used for all of our Division and Center employees and our non-exempt Section
employees. The FTL system is being used by our exempt Section employees. Plans are in place to
continue to move employees to the FTL system.

Policy:

It is the policy of the Laboratory to accurately capture and charge labor costs to the programs, projects,
and activities receiving the benefit of the work. The following procedures are available at all times, and
all organizations must use them to accurately capture and distribute labor costs.

Procedures:

Legacy “Paper Based” Process — This process captures labor and applies it to the appropriate cost center
through two separate steps. The first step involves the completion and submission of a paper time or
leave sheet to the payroll department. Exempt employees submit a monthly leave sheet on which they
record time-off (vacation, holiday, etc.). Non-exempt employees submit a paper timesheet to payroll on
which they record both hours worked and time-off. The payroll department codes and processes
information from the time and leave sheets into the PeopleSoft payroll system. Time worked for both
types of employees is coded to an employee’s home task. The home task is the default task for an
employee that is established based upon the department or project where an employee is assigned.

Every month, employees provide information to their divisional finance staff which provides the actual
projects or programs where they have worked. The finance staff uses this information to prepare an
Effort File which they forward to the Accounting Department. As part of the monthly close process,
these Effort Files are uploaded into the Oracle Project Accounting System. The upload process moves the
costs from the employee’s home task and places the cost in the project/task associated with where the
actual work was performed. Exempt employees are to charge their “effort” based upon percentages of
total time worked including hours worked in excess of the standard 40 per week. Non-exempt employees
charge effort based upon their actual hours worked.

Fermi Time and Labor (FTL) System —Certain exempt employees at the Laboratory report time

worked, leave and their “effort” using the FTL system. The FTL timecard includes a line for home task
input, but also includes the ability to add additional lines where “effort” can be recorded.

03/31/2009 12
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Exempt employees on FTL have the option of reporting actual hours worked or on the basis of a standard
work week. Reporting actual hours worked is encouraged. If actual hours are reported, the FTL timecard
converts the actual hours input by the employee into normalized hours, or units. That is, it converts the
total hours input into a normalized 40 unit workweek. In this way, work hours above 40 are prorated
accurately, matching them to the cost paid by the lab. The 40 unit workweek is standard for all full-time
exempt employees. The number of units per workweek is decreased appropriately for part-time
employees. The information on the timecards is fed into the Oracle Project Accounting system where it is
costed and charged to the tasks recorded on the timecards.

Exempt employees reporting on the basis of a standard work week are to charge their “effort” to each
program/project/activity worked, based upon a pro-rata portion of total time worked including hours
worked in excess of the standard 40 per week. For instance, a full-time employee working on Project A
for 45 hours and Project B for 15 hours in one week would report 30 units to Project A and 10 units to
Project B for that week.

Employee driven process - Both systems (“paper based” and FTL) must be employee driven and
monitored in the area (Division/Section/Center) where an employee is assigned. This usually correlates
with the employee’s home task.

(Signed Version Available on the Finance Website)
Michael Rhoades — Chief Accounting Officer

(Signed Version Available on the Finance Website)
Cynthia Conger — Chief Financial Officer
Procedure
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State Sales Tax Exemptions Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy

FRA is eligible for state sales tax exemption in various states, generally based on its federal tax-exempt

status under 501(c)(3) and/or its non-profit scientific research activities. Application for exemption from

sales tax in the State of lllinois is maintained by the Laboratory; the Legal Office renews such exemption

as needed (currently every 5 years.)

Laboratory business, most commonly conferences and schools (e.g. USPAS), may be conducted in
another state. The Accounting Department may be asked whether a state sales tax exemption can be
obtained in this other state.

Procedure
It is the practice of the Accounting Department to weigh the costs and benefits of applying for tax
exemption in any state besides lllinois. Factors to be considered include:
--the likelihood of the Laboratory doing business in that state again in the exemption period
--the dollar amount of the taxes that may be saved if the exemption is granted
--the complexity of the application
--whether the application requires divulging private information of the officers of the LLC (e.g. home
address or phone, SSN)

Note that we have authorization from FRA-HQ (B. Stauss email 3/1/06) to
proceed with sales tax exemption applications which require listing FRA
officers”™ SSNs, after we"ve made every effort in working with the state to
avoid it.

The final determination of whether to pursue the application for exemption will be made by the CAO.

All applications for exemption will be completed by the FRA Accounting Manager with assistance from the
Asst. CAO, CAOQ, and Legal Office as needed. Applications will be made in the name of Fermi Research
Alliance, LLC., a non-profit LLC, established on April 18, 2006 in lllinois. Note that FRA is not a
charitable or educational organization and therefore exemption cannot be claimed on those grounds.

Applications must be reviewed and approved by the Legal Office before transmittal to the state.

Applications and related confirmations/certificates will be filed in the central filing system of the
Accounting Department under "Taxes".
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Unallowable Costs Chapter: 1-Office of CAO and Assistant CAO - Section: 10-General
Background/Policy

Allowability of costs is governed by FRA's prime contract with DOE which incorporates the provisions of

FAR 31. The contract is available on the Directorate web site.

General Unallowable Costs:

Fermilab is responsible also for the allowability of costs charged to the PO(s) for "team accounts" at
CERN.

e Entertainment - includes receptions, dinners, events where the primary purpose is entertainment.

e Alcohol - always unallowable, and any event at which is it served is considered entertainment

e Coffee Pots - allowed for Housing units only.

e Printing - allowed only if less than 5000 copies of a single page, or no more than 25000 units in the
aggregate of multiple pages. All other printing jobs must be secured in accordance with the
Government Printing and Binding Regulations.

e Auditorium/Art Series: Mailings cannot be charged to the contract.

e Meals: See the following policy dated Oct/07 for Lab policy regarding meals and refreshments at
Fermilab meetings:

o
ok

Paolicy Uze of Contract Funds for Food Rew. Oct.07. pdf
e Interview lunches are unallowable unless the interviewee is in travel status.

e Interest - unallowable if "interest on borrowings" and other "costs of financing or refinancing capital”
(FAR 31.205-20). Late charges are allowable.

e Fines and Penalties
e Insurance -
1. Covering the Director's car (for the nonbusiness portion used), day-care, and liquor coverage are not
allowed. Insurance is generally unallowable on contract funds.
2. User Medical Insurance Fees are unallowable.

e Costs that are not "reasonable and necessary" such as high priced office supplies or furnishings.

e Employee Candidate Travel: Any person accompanying a candidate for employment on the interview
trip must pay for their own expenses.

e Costs due to the FRA contract bid are unallowable.
e Pictures for retirement gifts
e Blankets for employees - not reasonable and necessary

e  Greeting and thank-you cards, special paper, etc. for the Rewards and Recognition Program are not
reasonable and necessary for lab business. Falls into a "gift" area which is unallowable.

e Charity "fundraisers" are not allowed on government property. More info is available in file--email

03/31/2009 15



Fermilab Accounting Policies & Procedures

from Gassman 10/18/05.

e Vehicle Maintenance driver's time for services for the director's car must be charged back to FRA. It
is estimated hours at the standard driver's rate.

e Costs which may be insured under the FRA liability policy, such as theft from the Art display on the
second floor.

e Decorative plants other than those in the atrium and other designated areas.

e Forgiveness of repayment of moving expenses if employee leaves voluntarily before serving 12
months (FAR rule)

e USPAS meals costs - cannot exceed the per diem. Only registration fees from non-DOE sources can
be used to cover the per diem overage.

e Training costs of grad students within one year of leaving the lab must be paid from the FRA subsidy
account, as it most likely will not benefit the lab.

e All costs incurred for the contract bid, even invoices on valid PO's.

e [SP costs are only allowed for employees with formal telecommuting agreements or for those "on call”
(will be further defined by the lab)

e Conference memorabilia that could be used by the participant once the conference is over (excluding
technical references and proceedings - see allowable below)

e Employee travel costs for work on reviews of other labs should be charged the lab being reviewed.
However labor costs CAN be charged to the contract.

e Gifts in lieu of monetary tips for service workers. Monetary tipping is allowable.

Honoraria

e Honoraria can only be paid to an employee of another DOE national lab when the review/advice is for
Fermilab activities outside of its core high energy physics program. The employee must be on leave
from their DOE institution (e.g. vacation day). This applies to Fermilab employees who receive
honoraria also. If the employee is being paid by the lab for their time, the honoraria payment must be
made out to the lab, or the employee must reimburse the laboratory.

e Honoraria are limited to $400 per day.

Safety Recognition

Cannot be used for employee compensation

Cannot be used for food and beverages, unless the item is strictly symbolic in nature, such as a cake
for a photo opportunity.

Cannot be used for high value gift items (greater than $25 per item)

Low Value gift items are allowable, such as hats and shirts with a safety message.

Cash and gift certificates are taxable income and must be included in gross wages for tax
withholding.

Memberships
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Only those memberships that are on the annual approved membership list are allowable. Requests to
pay memberships must be processed through Procurement. Procurement obtains DOE approval
before writing p.o.

General Allowable Costs:

All costs must be reasonable and necessary to be allowable.

Employee Candidate Travel - There are currently no limitations on the number of interview trips or
house hunting trips in the contract or FAR.

Auditorium/Lecture Series - Any lecture that is scientific in nature is allowable as part or our
programmatic outreach effort, including any general mailing for such, and salaries of those involved.
The Government Printing Office must be used for poster production for these costs to be allowable.

Electric can openers and microwaves are allowable if used for preparation of employee food. Also
refrigerators used for employee food safety.

Pictures for service awards

Incentives for Wellness Works (both Employee Health Fair and Employee Health and Fitness Day).
Incentives should be clearly health-related. These were determined to be allowable by Cindy and
Bruce based upon the fact that the 1G did not question these costs in an FY03 meals & morale audit.
Light refreshments at training sessions held at the Training Center, remote from Wilson Hall, per
memo from Dave Gassman in 2002. Refreshments must be served mid-session and be reasonable
in nature. 1G examined but did not question these costs in an FY03 meals & morale audit.

Furniture covers if for government property - considered maintenance--reasonable and necessary.

Air fresheners if not provided by the janitorial contract

Private aircraft for business use - not allowed by Lab and FRA policy due to liability issues but costs
are allowable. FTR's have "mileage" rate for privately owned aircraft.

Purchases of conference proceedings, reference materials and other compendium of the technical
happenings at conferences are not memorabilia and are allowable.

Late charges and fees

Labor costs can be charged to the contract for work on reviews of other labs. However, employee
travel costs should be charged the lab being reviewed.

Procedure
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Chapter: 1-Office of CAO and Assistant CAO - Section: 20-Safety and

Personal Protective Equipment
Security

Background/Policy
It is the policy of the Accounting Department to procure and use personal protective equipment
whereever it may increase safety in the Department.

Procedure

Prescription Safety Eyewear:
In accordance with guidance from the Head of the ES&H Section in 2003, safety eyewear for employees

should be approved at the employee's request. Because Accounting Department employees typically
spend long hours at computers, safety eyewear is considered a reasonable and necessary expenditure.
The required ES&H form should be filled out and signed by the employee's supervisor; "Basic Eyewear"
should be the selected option. No Section Office approvals are necessary.

18
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FRA Annual External Audit Coordination Chapter: 1-Office of CAO and Assistant CAO - Section: -Audits
Background/Policy

It is the policy of the Accounting Department to cooperate fully with the FRA external auditors, and to respond to

audit requests completely, timely and accurately.

This procedure serves to document the process related to the annual external audit. The Accounting Department

prepares year-end financial statements for FNAL that serve as input to the FRA financial statements. Only the FRA

statements are audited to receive an opinion from the external auditor.

Procedure

1. Spring of audit year—Contact external audit firm and schedule dates for fieldwork. Year-end fieldwork should
not begin until the third week in October. No audit work should be scheduled at Fermilab between September
15 and October 15 in any year.

2. Before YE audit fieldwork—Contact FRA Treasurer and agree upon dates for which preliminary statements
and management letter (M/L) will be available (generally set for the December meeting of the Audit Committee
of the FRA Board of Directors; and for which final statements and M/L will be available (generally for a
meeting of the Audit Committee of the FRA Board of Directors at their next scheduled meeting in February.)

3. Before YE audit fieldwork--Contact external audit firm to request a planning meeting to kick off the annual
audit. The planning meeting agenda will be set by the audit firm, but should include schedule, staffing, and a
discussion of any significant events or circumstances that may affect the year's financial results or audit
procedures.

4. Summer of audit year—Request that auditors provide Fermilab with the listing of “Schedules to be Prepared By
Client” by September 1st so that assignments can be made to individuals before year-end. Make sure that the
schedules have realistic due dates and that schedules required for the FRA Form 990 and A-133 are included.

5. September—Assign required schedules to individuals with due dates established. Schedules should be returned
to Audit Coordinator by due date.

6. September—Arrange appropriate workspace for auditors. Plan to accommodate three auditors for 3 to 5 weeks.

7. First day of fieldwork: Require appropriate safety training. Consult with the ES&H section as necessary to
determine what is required.

8. During year-end fieldwork—Log the date that each schedule was given to the auditors. Follow up with
responsible person when schedules are past due. If we’re having trouble meeting schedule deadlines in one
area, it is often possible to swap dates with schedules in another area so that we keep the audit staff working
efficiently.

9. During year-end fieldwork—Respond to auditor’s requests for information throughout audit. Audit
Coordinator serves as liaison between auditors and other organizations within and outside the Lab. Work with
auditors so that fieldwork progresses smoothly.

10. During YE fieldwork—Schedule dates for the following close-out meetings with the following participants in
the following order:
a. Near end of fieldwork: Accounting Close-out to discuss potential management letter comments and any
audit issues that would affect the audited financial statements (AFS). Attendees: Chief Accounting Officer
(CAO) and Assistant CAO; FRA Accountant;Audit Manager and/or Senior. May include department
supervisors depending on specific issues to be addressed.
b. Discuss results of Accounting Close-out with CFO. Attendees: Fermilab CFO; CAO; Asst. CAO; FRA
Accountant; Manager of Management Information Systems (MIS) if required; the Audit Manager and/or
Partner as necessary depending on the specific issues involved.
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c. After preliminary AFS and M/L issued (incorporating all revisions agreed to in meetings above) and before
Audit Committee meeting (see below): Fermilab Closing Conference to discuss preliminary AFS and M/L.
Preliminaries should be distributed to participants at least two days before meeting. Attendees: CFO; CAO;
Asst. CAO; Director of Internal Audit; Manager of MIS (may be omitted if no systems-related M/L comments);
Audit Manager and/or Partner. FRA Treasurer should be notified of the meeting and copied on the
preliminaries, and may attend at her/his discretion.

11. The FRA Treasurer will schedule a Closing Conference with the Audit Committee of the FRA Board of
Directors to discuss and approve preliminary AFS and M/L, the date of which may or may not have been known
and communicated at the pre-audit planning meeting. Auditors will present final SAS 61 letter—Required
Communication to Audit Committee and Management Letter. The FRA Treasurer will present the FRA preliminary
audited financial statements and the Fermilab CAO will present the Lab's preliminary financial statements. Audit
Coordinator should help FRA Treasurer schedule the meeting, inform auditors, and distribute documents.
Attendees: Members of Audit Committee; FRA Vice President; FRA Treasurer; Lab's CFO; CAO and/or Asst.
CAO; Director of Internal Audit; Manager of MIS if necessary; Audit Partner; Audit Manager (at discretion of
Partner.) May include FRA President and FRA Legal Counsel at their discretion. The FRA Accountant and
Treasurer will handle the communication and updates for the statements and Management letter.

12. Responses to the M/L comments must be coordinated in order to be incorporated into the preliminary M/L
in time for distribution to the Audit Committee of the Fermilab BOD.
13. Request cover letter from FRA Treasurer to go with the mailing of the preliminaries to the BOD Audit

Committee members.

14. Send preliminaries, and SAS 61 letter if available, to BOD Audit Committee members so that they are
received at least three days before the Audit Committee Closing Conference.

15. Revisions to preliminary AFS, M/L, or responses to M/L may be necessary after each level of review
above. Audit Coordinator is responsible for communications between the Lab and the auditors regarding such
revisions and for follow-up and review of revisions. Audit Coordinator must obtain appropriate approvals of
changes as necessary.

16. Confirm that auditors will send final AFS and M/L to FRA offices directly. Request 15 copies of each for
Fermilab and distribute as follows:

FNAL CFO —3 copies

Manager of Procurement—2 copies AFS only

Chief Legal Counsel—2 copies

Internal Audit—1 copy

Manager of MIS—1 copy M/L only

Accounting Department files—remaining copies

17. The audit firm’s Tax Department may request information related to FRA’s IRS Form 990 after the
financial audit is complete. FRA Accountant is responsible for providing necessary information so that the filing
can be completed according to FRA Treasurer’s timetable, which may include one or more extensions.

o o0 o
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Recovery Audit / Duplicated Invoices Chapter: 1-Office of CAO and Assistant CAO - Section: -Audits
Background/Policy

Procedure
The following procedure was revised 4/30/08.

The Recovery Audit Report is typically due to Mark Yanello, DOE-CH late July.
The steps to gather this data are enumerated below.
Step 1.

Have business systems run the SQL below (with dates updated) and export the results to an excel
spreadsheet:

SELECT DISTINCT a.invoice_num

,pov.vendor_name

,NVL (poh.segmentl, 'No PO matched to an Invoice’) po_number

,NVL (poh.type_lookup_code, 'N/A") po_type

,a.description

,a.invoice_date

,b.invoice_num

,b.description

,b.invoice_date

,a.invoice_amount

,DECODE (poh.type_lookup_code
,CONTRACT', NVL (poh.blanket_total_amount, 0)
,'BLANKET', NVL (poh.blanket_total_amount, 0)
, (SELECT SUM (a.unit_price * a.quantity)

FROM po_lines a
WHERE a.po_header_id = poh.po_header_id)
) po_total
FROM po_vendors pov

,po_headers poh

,po_lines pol

,po_line_locations pll

,po_distributions pod

,ap_invoices b

,ap_invoices a

,ap_invoice_distributions apd

WHERE pov.vendor_id = a.vendor_id

AND a.invoice_id = apd.invoice_id

AND apd.po_distribution_id = pod.po_distribution_id(+)

AND pod.po_header_id = poh.po_header_id(+)

AND pod.line_location_id = pll.line_location_id(+)

AND pll.po_line_id = pol.po_line_id(+)

AND ABS (b.invoice_date - a.invoice_date) <= 25

AND b.vendor_id = a.vendor_id

AND b.invoice_amount = a.invoice_amount

AND NVL (pll.cancel_flag, 'N') = "Y'

AND a.payment_status_flag ="'Y"

AND b.payment_status_flag = "Y'

AND b.invoice_id != a.invoice_id

AND b.invoice_date BETWEEN '01-OCT-2006' AND '30-SEP-2007"
AND a.invoice_date BETWEEN '01-OCT-2006' AND '30-SEP-2007'
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AND a.invoice_amount >= 500
AND a.invoice_num NOT LIKE 'ERS%'
AND pov.vendor_name NOT IN

(‘THE SALEM GROUP', 'STERLING STAFFING INC', 'ACTION TEMPS INC', 'JOHNSON
SERVICE GROUP INC")
ORDER BY pov.vendor_name

Step 2:

Search the descriptions of the invoices and delete the records that reference a wire transfer.

Step 3:

Sort the results spreadsheet by column A (Vendor Name) and delete all records that are temporary
agencies. Save this version.

The SQL query has already excluded the vendors listed below:

STERLING STAFFING INC

JOHNSON SERVICE GROUP INC

ACTION TEMPS INC

THE SALEM GROUP

Step 4:

Arrange the query results columns in the following order:

Vendor Name/Invoice Amount/Invoice Date/Invoice Number/Description/Invoice Date_1/Invoice
Number_1/Description_1/PO Number/PO Total/PO Type

Step 5:

Add a final column titled Comments.

Step 6:

Sort the results by Vendor Name, Invoice Amount, Invoice Date, Invoice Number

Step 7:

Make a separate "review" copy of the results. Review the records and identify any potential duplicate
invoices. Delete all reviewed lines that have been confirmed OK during the review.

Step 8:
After the review, submit the remaining lines deemed questionable to the GAD Manager. Request the

GAD Manager to review the lines in question and to provide an explanation for that activity. If any of the
guestionable lines are found as duplicates, that information should be shared with the CAO and
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comments may need to be included in the Recovery Report to DOE.
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Helpful Hints & Short Cuts Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Helpful Hints

When starting the Invoice Approvals Database, you will be prompted for a
password. The password is: time2pay.

When entering new records, REMEMBER to go to the next blank record to
avoid entering information over someone else’s data.

-

Anytime there is a field displayed as you can click on the arrow
to display a drop down box. You can also start typing and some choices
will be displayed for you.

The Record # will automatically be printed on the lower right hand corner
of your approval form. Writing down the Record # in this same area on
your invoice will make it easier for everyone to locate it when matching the
completed approved forms to invoices.

Once you receive your completed approval, check off the box in the

Completed field and enter today’s date in the Date Completed field. This
will prevent a 2nd Request form being generated for this record.

Navigation Buttons

Record: 14| ¢ | 7 | »1]px]| of 477

Type a record number to move to. -4
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or Control Key and “F”
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Policies & Procedures

New or Next Blank Record

Next Record

Previous Record

Last Record

First Record

Find a Record

Delete Record

Note: Anytime there is a field displayed as I:l you can click on the arrow to display a drop down

box.

You can also start typing and some choices will be displayed for you.

Short Cuts

Use shortcut keys to edit text or data

Note: If the insertion point isn't visible, press F2 to display it.

Press Moving the insertion point in a field
RIGHT ARROW To move it one character to the right
CTRL+RIGHT ARROW To move it one word to the right
LEFT ARROW To move it one character to the left
CTRL+LEFT ARROW To move it one word to the left
END To move it to the end of the field, in single-line fields
CTRL+END To move it to the end of the field, in multiple-line fields
HOME To move it to the beginning of the field, in single-line fields
CTRL+HOME To move it to the beginning of the field, in multiple-line fields
Press Copying, moving, or deleting text
CTRL+C To copy the selection to the Clipboard
CTRL+X To cut the selection and copy it to the Clipboard
CTRL+V To paste the contents of the Clipboard at the insertion point
BACKSPACE To delete the selection or the character to the left of the
insertion point
DELETE To delete the selection or the character to the right of the
insertion point
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| CTRL+DELETE [To delete all characters to the right of the insertion point
Press Undoing changes
CTRL+Z or ALT+BACKSPACE [To undo typing
ESC [To undo changes in the current field or current record; if both have been
changed, press ESC twice to undo changes, first in the current field and
then in the current record
Press Entering data in Datasheet or Form view
CTRL+SEMICOLON (;) To insert the current date
CTRL+COLON (:) To insert the current time
CTRL+ALT+SPACEBAR To insert the default value for a field
CTRL+APOSTROPHE () To insert the value from the same field in the previous record
CTRL+PLUS SIGN (+) To add a new record
CTRL+MINUS SIGN (-) To delete the current record
SHIFT+ENTER To save changes to the current record
SPACEBAR To switch between the values in a check box or option button
CTRL+ENTER To insert a new line
Press Refreshing fields with current data
F9 To recalculate the fields in the window
SHIFT+F9 To requery the underlying tables; in a subform, this requeries
the underlying table for the subform only
F9 Refresh the contents of a Lookup field list box or combo box

Use shortcut keys to navigate in Form view

Press Going to a specific record
F5 To move to the record number box; then type the record number and press
ENTER
Press Navigating between fields and records
TAB To move to the next field
SHIFT+TAB [To move to the previous field
END To move to the last field in the current record, in Navigation
mode
CTRL+END [To move to the last field in the last record, in Navigation mode
HOME [To move to the first field in the current record, in Navigation
mode
CTRL+HOME To move to the first field in the first record, in Navigation mode
CTRL+PAGE DOWN To move to the current field in the next record
CTRL+PAGE UP To move to the current field in the previous record
Press Navigating in forms with more than one page
PAGE DOWN To go down one page; at the end of the record, moves to the equivalent
page on the next record
PAGE UP To go up one page; at the end of the record, moves to the equivalent page
on the previous record
Press Navigating between the main form and subform
TAB To enter the subform from the preceding field in the main form
SHIFT+TAB To enter the subform from the following field in the main form
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CTRL+TAB To exit the subform and move to the next field in the master
form or next record

CTRL+SHIFT+TAB To exit the subform and move to the previous field in the main form or
previous record
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Logging into the Invoice Approvals Database chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide

Background/Policy

Procedure
There are two ways to enter: Click on your Invoice Approvals icon on
your desktop. Or, open Microsoft Access then select the Invoice
Approvals Database from your list of choices. It is located on the shared
drive at T:\AcctDept\APShare\lnvoice Approvals\invoice Approvals.mdb.
You will be prompted (after a few seconds wait) for the password. Once
the password is entered and you hit OK, you will automatically be taken
to the switchboard with the main menu showing.

03/31/2009
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Switchboard & Menus Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
The Switchboard contains the menu screens that let you navigate around the Invoice Approvals
Database.
From these menus, you can click on any of the choices to take you into various forms, reports, or tables.

Main Menu

Faorms henu

Approvals & 2nd Requests Menu
Mot Complete Queries Menu
Reports hMenu

Tables enu

L L L LK

Forms Menu

Dpen Spring Approval Form

Open Summer Approval Form
Dpen Autumn Approval Form
Open Yinter Approval Form
Open Bison Approval Form
Open Deer Approval Form
Additional Forms...

flain hdenu

EEEEEEE]
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Additional Forms Menu

-

Policies & Procedures

B EEEEEEE

Open Basic Blue Approval Form
Open Bamboo Approval Form
Open Christmas Approval Form
Open Cupid Approval Form
Open Leprechaun Appraval Form
Open Patrictic Approval Form
Additional Forms...

Mlain fdenu

Approvals & 2nd Requests Menu

- "

B EEEEE N

Frint Mew Approvals

Frint White Approvals and Update Records
Re-print Approvals per Range of Records
Frint 2nd Requests Repors

Frint 2nd Requests Approvals

Add FEO to Past Due 2nd Requests

Frint Past Due 2nd Reguests Report per FEO

flain hdenu
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Not Complete Queries Menu

Reports Menu

03/31/2009
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I 51

Show Barb's Mot Complete Records
Show Hazel's MNot Complete Records
Showy Kelly's Mot Complete Records
Show Reyna's Not Complete Records
Showr Blank Records

Show Completed Off Balance Records

Mlain hlenu

-

I 51

Elank Records Report

Completed Off Balance Report
Outstanding Records Report

Dutstanding 2nd Requests Report

All Records per Specific Vendor
Dutstanding Records per Specific Yendaor

Mlain hdenu
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Tables Menu

03/31/2009
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Open Current Approvals Table
Open 2000-2001 Approvals Table
Open 2001-2002 Approvals Table
Dpen Conditions Table

Open Names - Analysts Table
Open Special Terms Table

Open Vendor Table

Mlain hlenu
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Preparation for Invoice Approval Entry Chapter: 2-Accounts Payable - Section:

Background/Policy

Procedure
Once you have completed entering your invoices, you should have a
separate stack of invoices that were placed on Manual Authorization
Hold. These invoices need to have approval forms generated and sent
out to either the requestor and/or the purchaser. If any of the invoices
do not have a duplicate of the invoice attached, make copies. Now you
will be able to go to MS Access and enter the necessary information to
generate an approval form.

03/31/2009
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Record Entry Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Select Forms Menu from the Main Menu. A list of Approval Forms
will be displayed. You may also click on Additional Forms... to show

more choices. Select an Approval Form. Click on P* to go to the
next blank record. Your cursor will be in the “Record #” field. Hit the
tab key to go to the next field, which is “Analyst’'s Name”. You will be
tabbing to each field on this form in the following pattern:

Analyst’'s Name: start typing or select from drop down box

Approval Date: defaults with today’s date

Due Date: defaults with seven days after today’s date

Print Date: leave blank, will be updated when approval batch is printed
Name of Requestor: last name first, start typing or select from drop down box
Name of Purchaser (or other): last name first, start typing or select from drop down box if applies
Vendor's Name: start typing or select from drop down box

Purchase Order Number: type in purchase order number

Invoice Number: type in invoice number

Invoice Amount: type in invoice amount

Currency Type: start typing or select from drop down box if applies

Special Terms: start typing or select from drop down box if applies
Conditions: start typing or select from drop down box

Comments: type in comments to requestor or purchaser

A/P Notes: type in notes for A/P to view

Form with Sample Data:

|Accounts Payable Invoice Approvalsl Record #: ﬂ

[Analyst's Name:|[Reyna Cardona =l [Approval Date:]|  2i6/2002] [Due Date: || 2113/2002] [Print Date: || 2/6/2002]
[Name of Requestor: |[DIXON, STEVEN J Z§ [Name of Purchaser (or other): | DAVIS, GARY A =
[Vendor's Name: | [Santa Clara University =} [Purchase Order Number: 526737 |
|Invoice Number;'\mzooz.FERmm.og | \Invoice Amount: ” 1,700_25” ;| |Special Terms: ” 4
Conditions: I -} [Comments: IThe ohly purchase order line has been

cancelled leaving no funds available for this
invoice. Additional funds need to be added
to the purchase order in order to pay this
invoice. Ifthere is another purchase order
AIP Notes: I that should be used instead, please ref

‘Completed:l |Date Completed: I‘3112r2003l |2nd Regquest Date: I| 10:31‘2002' ‘Do Not Send Znd Request:l

NOTE: Anytime there is a field displayed as : you can
click on the arrow to display a drop down box. You can also start
typing and some choices will be displayed.
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Write down the generated Record # on your invoice. You will need
this for future reference.

NOTE: The Record # will automatically be printed on the lower
right hand corner of your approval form. Writing down the Record #
in this same area of your invoice will make it easier for everyone to
locate when matching the completed approved forms to invoices.

You can set aside your original invoice to be filed and keep the
duplicate separate to be attached to the printed approval form later
on.

Click on ** to go to the next blank record when you are finished with
this record.

03/31/2009
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Deleting a Record Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Select a Form from the Forms/Additonal Forms Menus. Search for the
record you want to delete. Verify this is the correct record (you will not

be able to undo a deletion.) Click on W it you are sure. The following
message will pop up:

Microsoft Access |

& You are ahout to delete 1 record(s).

If ywou click Yes, you won't be able to unda this Delete operation.
Are you sure you vwart 1o delete these records?y

Click on “Yes” if sure.
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Print Daily Approvals Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Approvals should be printed around 4 p.m. daily to insure that each analyst has enough time to get them
into the next day's morning mail. Verify that everyone is finished entering approvals, and they have
exited from the approval form they were using. Make sure that no one is using the check printer and
that the check-printing cartridge has been removed. If it has not been removed, turn off the printer, pull
out the cartridge, and turn the printer back on. Place yellow paper into the check printer.

In the Invoice Approvals database, select Approvals & 2nd Requests Menu from the Main Menu. Next,

select Print Yellow Approvals. Click on 1] to see how many pages will be printed. Click on File and
select Print... Change the name of the printer to BSS-WH4E-HP4P-03 then hit OK. This will print out
the yellow portion of the approval forms. Close this report. Next, select Print White Approvals and
Update Records. This will automatically print the white portion of the approval forms on printer
BSS-WH4E-HP4000-01 and update the print date. (The print date must be updated, so these approvals
will not be selected again during the next print batch.)

The following example box will pop-up:

Invoice Approvals |

You are about to run an update query that will modify data in your table.

Are wol sUre ol wank bo run this bype of ackion query?
For information on how to prewvent this message From displaying every time wou run an action guery, click Help.

Mo Help

Click Yes if you want to run the update query and the following box will appear:
(Verify that you are updating the same amount of records as what showed for pages of yellow
approvals.)

Invoice Approvals |

You are about to update 2 row(s).

Cnce wou dlick Yes, wou can't use the Undo command to reverse the changes,
Are wou sure you want ko update these records?

Click Yes if you are sure.

This completes the daily approval print run. The yellow and white approval forms should be distributed
to the analyst listed at the top of each form.

(If the yellow paper printer is not responding, only print on white paper and use the copier to copy on to
yellow paper.)

Make sure you have copies of the invoices that you entered into the approval system. The yellow forms

will be attached to the copies and sent to the requestors/purchasers. The white forms will be attached
to the original invoices and filed in your drawer.
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Re—printing Selected Records Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Make note of the record number for the approval form you want to reprint. Select Approvals & 2nd
Requests Menu from the Main Menu. Next, select Re-print Approvals per Range of Records. You will be
allowed to put in a range of record numbers by being prompted for the beginning number and then the
ending number.

Enter Parameter Value | Enter Parameter Value |

Beginning Fecord Murmber Ending Record Mumber:

Il Il
O, I Zancel | O, I Zancel |

Once the report comes up on your screen, go to File, and then Print... Change the name of the printer to
BSS-WH4E-HP4P-03 then hit OK. This will print out the yellow portion of the approval forms. Then go to
File, and then Print... again and change the printer to BSS-WH4E-HP4000-01 and hit OK. This will print
out the white portion. Close the report when you are finished.
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Notifying FBO's of Past Due 2nd Requests Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
Once a month, after you have reviewed your copy of the Past Due 2nd
Request report, it is necessary to send a copy to the Field Budget Officers.
The best day to do this would be on the third Thursday of the month. To
start, you must determine the correct FBO for each record. The following
cheat sheet lists the names of FBO's per division/project:

FIELD BUDGET OFFICERS (OR DESIGNEE)

DIVISION NAME FAX#
BEAMS DIVISION HARLAN DICK 4552
BUSINESS SERV. JEFF IRVIN 4809
COMPUTING DIV. MIKE SMITH 3785
DIRECTOR’S OFFICE CONNEE TRIMBY 8752
FESS SECTION LINDA FINKS 4980
LABORATORY SER. KAY VAN VREEDE 2306
PARTICLE PHYS. DIV. ELLIE ARROYO 4610
ES&H SECTION MINNIE KOCH 3390
TECH. DIVISION LA DAUNE TRIERWEILER 3756
PROJECT(S)

CDF DALE KNAPP 4610
DO COLLEEN YOSHIKAWA 4610
CMs SHERIE LANDRUD 2194
NuMI ANN NESTANDER 6039

Field Budget Officers.d((T:\AcctDept\APShare\lnvoice Approvals\Field

Budget Officers.doc)

Next, use the Fermilab on-line phone directory to determine what division
or project each requestor, on the report, is part of, and match them to the
correct FBO. Go to the approval record and enter the FBO into the field
“BUDGOFF”". Then go to the report “Past Due 2nd Requests — Budget
Officer and print it. This report can be sent to each individual FBO along
with the following cover letter:

FBO Transmittal.do(T:\AcctDept\APShare\Transmittals &  Cover

Letters\FBO Transmittal.doc)
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Receipt of Signed, Completed Approval Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide

Background/Policy

Procedure
When you receive the signed, completed approval form back, you
need to update the approval record within the Invoice Approval
Database. Select any form and perform a search for the record.
Click on the box next to the field “Completed:” to place a check mark
there. Next fill in the field “Date Completed:” with today’s date. Then
you need to attach the approval form to the original invoice you have
in your files. You can match the invoice to the approval form by
using the Record # that was generated. Perform your search in
Oracle for the record and release your Manual Authorization Hold.
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Blank Records Repo rt Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide

Background/Policy

Procedure
The Blank Records Report is used to display records that do not have an
Analyst's Name and/or a Vendor Name associated with them. [f either of these
fields are blank, an Invoice Approval will not be printed. It is best to check this
report at least once a month, or if you feel an Invoice Approval should have been
printed and it wasn't. This report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select Blank Records Report. The
following report will appear.

Blank Records
Requisitioner's
Reyna Cardona a Name Approval Purchase Invoice
Vendor ReC#  (Purchaser's Name] Date Order#  Inwoicey  Amournt
3338 SHAW, THERESAM 07-Mar-03
Monday, Aprl 21, 2003
03/31/2009 42
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Completed Off Balance Report Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
The Completed Off Balance Report is used to display records that do not have a Completed Date
entered, but are checked as completed, or the other way around. It is best to check this report at least
once a month to make sure that one of completed fields has not been filled in by mistake and that the
record is truly complete. This report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select Completed Off Balance Report. The following report
will appear.

Completed Off Balance

Barbara Fetzner Approval Purchase Inveice Date
Yendor Rec#  Date Order # Inwoice # Amount Completed Completed
Omega World Travel 2034 14Feb03 531922 123102 $8,852.31 @

Monday, Aprl 21, 2003
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Outstanding Records Report Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure

The Outstanding Records Report is used to display records that have not been returned completed. This
report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select Outstanding Records Report. The following report
will appear.

Qutstanding Approvals
Barbara Fetzner RE““;?:::'““ Approval  2nd Req. Invoice
endor RECH  (urchaser's Mame] Date Date P.O.#  Invoices  Amount
Cmega WWorld Travel 4114 KONCELIK, WILLIAM P 411512003 531922 ission 01-31-03  $5,044.57
... . WURICHFREDRICWY. ..
Omega Warld Travel 4115 KONCELIK, WILLIAM P 41512003 531922 ission 02-25-03  $4,334 67
_ MLLRICH FREDRICMWY. . ...

Wled a2y, April 16, 03
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Outstanding 2nd Requests Report

Background/Policy

Procedure

Policies & Procedures

Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide

The Outstanding 2nd Requests Report is used to display records that second requests have been issued
on and have not been returned completed. This report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select Outstanding 2nd Requests Report. The following

report will appear.

Qutstanding 2nd Requests

Wled a2y, April 16, 03

Requisitioner's
Hazel WcGowan Name Approval  2nid Rex. Irvoice
endor RECH  (purchaser's Mame] Date Date P.O.#  Invoices  Amount
Argonne Mational Laboratory 2381 FAMEIRA, REGIMNA 1ME2003 20712003 525429 CH2CHF-M1 §1587317
Georgia Tech Ressarch Co, 3456 LEMMOM, ARLEME J 3M3/2003 434720003 548046 139609  $3 321666
Gordon Flesch 359 THOMAS ROBERT J 2262003 434720005 535279 G74550 Fraz.00
HELP STAR COM 3326 MORRIS, JAZOM L. ST2003 434720005 MTC48S F2241.73
e BLARK B RO B
Kansss State University 3045 AMORMVICHET, ARISAR & 2020/2003 492003 S46310 3039502203 §27 734 46
Hansas State University 3383 AMORNVICHET, ARISARA 3M11/2003  44/2003 546310 30395030603  $11,062.20
MeadowEguipment Sales & Service 3333 KEE, 2RMOLD J. ITR003 442003 549593 11124 $14,030.00
e MELEON B R
Morthwest Floor Care, Inc 3097 JOSTLEIM, HANE 2012472003 434720005 5497438 13925 §6,700.00
e MELEON B R
Ooe-lSA, Inc 2227 MACK, LECMARD & 1110/2003 442003 540712 2093930
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All Records per Specific Vendor Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure
The All Records per Specific Vendor Report is used to display all records, completed and not completed,
for a specific vendor. This report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select All Records per Specific Vendor. The following

parameter box will pop up. Enter at least a part of the vendor name if you do not know the proper whole
name.

Enter Parameter Value

Enter the WMendor's name:

IHar2a|

O, I Zancel |

The following report will appear.

Specific Vendor — All Records

Hazei McGowan Requisitioner's [p—
Hame Approval 2nd Req. Complete
Vendor Rec#  (murchaser's Mame] Date  Date Dae P.O.# Invoicey  Amount
Harza Enginesting Co BE2  LACKCWYSK, THOMAS W 10/24/2002 11442002 11A4/2002 527056 543108 F11511816
L HUITE ROBERT .
Harza Enginesating Co 1442 LAUGHTON, CHRISTOPHE  11/2002002 12412002 124532002 527036 548781 $9451657
L HUITE ROBERT
Hatza Enginesting Co 1443 IRMN, JEFFREY W 14 F20u2002 120362002 546651 548782 $19,994 78
L HUITE ROBERT .
Hatza Enginesting Co 1825  IRMIN, JEFFREY W 1 2M 362002 12MER2002 546651 554327 $8,52129
e HHITE R OB R
Hstza Enginesting Co 1826 LAUGHTON, CHRISTORHE  12M 352002 1H4[2003 527036 554326 §EO,27026
L HUITE ROBERT
Harza Enginesring Co 2576 LAUGHTON, CHRISTOPHE  1/28/2003 ZM2/2003 527036 562150 $42,300.33
e HHITE R OB R
Harza Enginesring Co 2577 IRMIN, JEFFREYW 112862003 2712003 546651 S62151  $5,823.71
e HUITE ROBERT
Harza Enginesting Co 3026 IRMN, JEFFREY W 2H 2005 JISL003 546651 SRES3  $28,727 46
e HUITE ROBERT G
Harza Enginesating Co 3576 LAUGHTON, CHRISTORHE  5/21/2003 527056 551086 FE2E
L HUITE ROBERT
Hatza Enginesting Co 3577 LAUGHTON, CHRISTORHE 52152003 546651 STPEAE  $40,50279

LRI R OB R T G e

Threday, spril 17, 203
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Outstanding Records per Specific Vendor
Background/Policy

Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide

Procedure

The Outstanding Records per Specific Vendor Report is used to display all not completed records for a
specific vendor. This report is sorted by Analyst Name.

To run the report, go to the Reports Menu and select Outstanding Records per Specific Vendor. The

following parameter box will pop up. Enter at least a part of the vendor name if you do not know the
proper whole name.

Enter Parameter Value

Enter the WMendor's name:

IHar2a|

O, I Zancel |

The following report will appear.

Specific Vendor — Qutstanding Records

HazelMeGowan Requ;‘lsartrlrl:ler's Approval  2nd Req. Invoice
Vendor ReCH  (urchaser's Mame] Date Date  po.#  Invoicey  Amount
Harza Engineering Co 3576 LAUGHTON, CHRISTOPHER  3i21/2003 527036 SHI086  R5238
Harzs Engineering Co k=ri) LAUGHTOMN, CHRISTOPHER 322003 546651 S7TESE  p40502.79

LU R OB R e

Threday, spril 17, 203
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Impo rt into Access from Discoverer Chapter: 2-Accounts Payable - Section: 10-Invoice Approvals - User Guide
Background/Policy

Procedure

Open “T:\AcctDept\APShare\Discoverer Browser Queries\Import
Approvals into Access.dis” and run the query. Enter the entry date for
invoices that you want to create approvals for and choose Finish. It
will take about nine minutes to run this query. When finished, select
the rows containing information you want to copy only including the
columns A/P Analyst, Vendor, Special Terms, PO, Inv Num, Inv Amt,
and A/P Notes. (Be sure not to rearrange the columns.)

® Oracle Discoverer - [Import Approvals into Access.DIS]

@ File Edit “iew Sheet Format Tools Graph  YWindow  Help _|51|1|
WEHOQ AOODZ S 3wl =88 = X
[ Adal e J 8 ¢ u ses=&»|(6 . @2 W o,
%age ltems: | Hold Created By: HMCGOWAN ~ |
AP AHALYST VENDOR SPECIAL | PO HV HUM IHV AMT | AP HOTES | PROCHAME |!nuoice Date | Hold Lookup |5Status| Creation
TERMS Code Date
¥ azel MoGawan i 10-JURN-2003  [Manual HELD: | 13-JUn-2003
Authorization Hold
2 DaYIS, GARY | 10-JUN-2003 |Marusl HELD
A Authorization Hold
y 3 FARRITOR, &. | 06-JUN-2003 |Marusl HELD
RICHARD Autharization Hold
b Hazel MoGowan |LOUISLANA STATE UMVERISTY | MET 30 525450 115306104003 £09.00 11530610400 DAVIS, GARY | 08-JUN-2003 |Marusl HELD
A Authorization Hold
v 5 Hazel MoGowan |MICHIGAN STATE UMVERSITY | MET 30 |545337 |POGS1 3415330 DaYIS, GARY | 10-JUN-2003 |Marusl HELD
A Authorization Hold
I|I|\|===|nunmua|u |‘| | ,|
Worlang, .. NI

Choose Edit and then Copy. Go to the Invoice Approvals database.
From the Main Menu, choose Add Information from Discoverer. Right
click on the * to the left hand side of the first blank row and choose
Paste.
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¥d Invoice Approvals - [Import from Discoverer] M=

J File Edit Wiew Insert Format Records Tools YWindow Help - |E’|1|

M- B Ry ke ot Ya M @S- 0.

| 4P ANALYST  + | Avial ~9 < BIU/ &AL @ =-,
AP ANALYST VENDOR [SPECIAL| PO INV NUM NV AMT AP NOTES |RECORD| REGNAME | CONDITIONS COMMENTS |CURRENCY PROCNAME
Kelly Meek:  |Texas Tech 537895 | G13051215-12,557 .44 5168 GREEM, G
Kelly Meek: | Texas Tech 537895 |G13051215-1453,684.41 5160 |GREEN, 6
kelly Meek: [PATRICKE |MET 31 [550009 [9230.L00406)13,726.00 41585 SiMs, JE 4
Kelly Meek: |PEGGYVE! |[MET 31 |548548 |05-03 10,347.55 5156 HUITE,RC |6
Kelly Meek: |STEINERE |1% 10 3571043 127715 |PO#548309 5157 |MARSH, [Modified Contrac 5
Kelly Meek:  [STEINERE [1% 10 3571877 255.43 PO#548300 5158 |MARSH, [Modified Contrac 6
Kelly Meek:  |TRAMECH |MET 31 206145 353.56 PO#547871 5150 |MARSH, [Modified Contrac 6
Kelly Meek:  |UNITED R® |MET 11 91385 189.50 PO#526300 5160 |LARSON  |Modified Contrac 6
Kelly Meek:  |[UNITED R® |MET 11 91405 77.80 PO#526300 5161 LARSON  [Modified Contrac 6
Kelly Meek:  [UMITED RS |MET 11 491406 77.80 FO#6263049 A162 LARSOMN | Modified Contrac 1
Kelly Meek:  |[UNITED R® |MET 11 91408 77.80 PO#526300 5163 |LARSON  |Modified Contrac 6
Kelly Meek:  |UNITED R2 |MET 11 91410 77.80 PO#526300 5164  |LARSON  |Modified Contrac 5
Kelly Meek:  |[UNITED R® |MET 11 91411 63.27 PO#526300 5165  |LARSON  |Modified Contrac 6
Kelly Meek:  |[UNITED R® |MET 11 CMa1552  [-13.50 PO#526300 5166 |LARSON  |Modified Contrac 6

P | Kelly Meek: =] vOLVO FIN._ |MET 545416 (13 455.38 5167 HUITE,RC |6

* (AutoMun b

Record: 4] 4 | 15 k| el of 15 | | |
|C0mb0 Box, Info From Mames - Analysts Table, /P Analyst Field l_ LM

Add information to other fields or make any necessary changes to the
records. Be sure to note the record number on your invoice. Close
the form when finished to return to the Main Menu.
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Invoice "Submit To" Address Chapter: 10-Accounts Payable - Section: 3-Invoice Processing
Background/Policy

INVOICE SUBMIT TO ADDRESS

In order to ensure timely processing and payment your ORIGINAL invoice must be submitted
to:

FERMI NATIONAL ACCELERATOR LABORATORY
ACCOUNTS PAYABLE DEPARTMENT
MAIL STATION 112
P.O. BOX 500
BATAVIA, IL 60510

. NOTE: The Accounts Payable Department does not process FERMILAB PROCARD
(Credit Card) transactions or inquiries. You must send your correspondence to the laboratory

employee who placed the order. Thank You.
Procedure
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Enter a Vendor Refund Check Chapter: 10-Accounts Payable - Section: 10-General
Background/Policy
This is a new procedure for the 11i upgrade.

A check is received from a vendor for a credit or debit memo that is in the AP system.*

Sylvia should make a copy of the check and give it to Reyna to enter a "Record Refund" in the Payments

screen.
http://bss-support.fnal.gov/Products\ProAps.nsf/current/2007104457 ?openDocument
This entry will debit cash (31512) and credit the AP liability account (31111). No other entry is required.*

*If no credit or debit memo exists, one will need to be created.

The check should be given to Roy to enter in his daily receipt batch as a Miscelleneous receipt. He
should choose the 31512 account for the activity. This entry will credit 31512 and offset the AP entry that
will be made, and debit the 11833 account, with a net effect of zero on cash. However this action allows
for recording the receipt for balancing to the bank deposit for the day.

Operating Lnit |
Mame [SEERF

Description |Recurd Vendor Refund - AP clearing entry

Type |Misce|laneuus Cash <
W Active [|_ ]
— Accounting
GL Account Source |ﬂctiuityr GL Account v|
Tax Code Source |Nune v|

Activity GL Account |Wﬂu-l]l]l]l]l]l]l]l]l]l]-l]l]l]l]l]-31512-l]I]I]I]-I]I]I]I]-l]I]I]-l]I]I]-I]I]I]

Distribution Set |
GL Account Description |Wﬂ GENERAL SCIENCE & RESE0000000000 NONE

Azset Tax Code |
Liability Tax Code |

Check should be deposited with the bank as usual.
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Procedure
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Add New Information to Drop Down Boxes Chapter: 10-Accounts Payable - Section: 10-Invoice Approvals - User
Guide

Background/Policy

Procedure

Some of the fields on a form are drop down boxes containing lists of items. The fields that operate as
drop down boxes are Analyst Name, Requestor Name, Purchaser Name, Vendor Name, Currency Type,
Special Terms, and Conditions. These drop down boxes allow you to select the information to place into
the field, rather than typing the information. Sometimes, the information needed will not be listed, and the
new information will have to be added to the list. Two of the fields, Requestor Name and Purchaser
Name, can not accept new entries. They are linked to the Main Fermilab Address Book and can only be
modified by Laboratory Services.

a) Currency Type (Currency Form)
Type the Currency Type abbreviation in the box next to the Invoice Amount field. You will see the
following message box: “Do you want to add ‘new data’ to the items in this list?”

Microsoft Access |

@ Do you want to add ‘Mew Data' to the items in this lizt?

Yes | [ |

If you select "Yes", you will be taken to the Currency Form to enter the new data.

Bsl Currency _ O] x|
Abbre'-.-'iationl Currency

g F|kr#] of 2
When finished, click the “X” in the upper right-hand corner to close the form and return to the data
entry form.

If you select “No”, you will be asked to select an item from the list.

Microsoft Access |

& Fleaze select an itern from the list,

b) Analyst Name (Analyst Names Form)
Type the whole name (last name, first name) in the field. You will be prompted, “Do you want to add
‘new data’ to the items in this list?”

03/31/2009 55



Fermilab Accounting Policies & Procedures

Microsoft Access |
@ Do you want to add ‘Mew Data' to the tems in this lizt?
Yes | Mo |

If you select "Yes", you will be taken to the Analyst Names Form to enter the new data.

Bzl Names - Analysts _ |0l
AIP Analyst Name | Extension

g EkrE] of 2

When finished, click on the “X” in the upper right-hand corner to close the form and return to the data
entry form.

If you select “No”, you will be asked to select an item from the list.

Microsoft Access |

& Flease select an item from the list.

c) Vendor Name, Special Terms, and Conditions (automatic entry update)
The fields, Vendor Name, Special Terms, and Conditions, allow automatic entry update. To add new

information, type in the complete new data. Once you hit enter or tab, you will be prompted, “Do you
want to add ‘new data’ to the items in this list?”

Microsoft Access |

@ Do you want to add ‘Mew Data' to the items in this lizt?

ez Mo

If you select "Yes", the new data will automatically be added to the list and placed in the field.

If you select “No”, you will be asked to select an item from the list.
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Microsoft Access |

& Flease select an item from the list.
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Searching for a Record Chapter: 10-Accounts Payable - Section: 10-Invoice Approvals - User

Guide
Background/Policy

Procedure
Select a Form from the Forms/Additonal Forms Menus. If you know the

Record #, you can click on E or |I‘ to take you to the record you
want. Otherwise follow these instructions: Go to the field that you want
to perform a search on. From the menu at the top, click on “Edit” and
then click on “Find” (Ctrl & F). Type in the information you are looking
for. Click on “Find First”. You will be taken to the first instance of this
item. If this is the record you were searching for, click on “Close” in the
find box to stop searching. If not, click on “Find Next” to keep going to
each place where this item occurs. If the item can not be found, or if
there are not any other instances of this item, the message “Microsoft
Access finished searching the records. The search item was not found.”
Click on “OK”". If you want to search for something else, you can type in
your next item or click on “Close” to stop searching.
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Print 2nd Requests Approvals Chapter: 10-Accounts Payable - Section: 10-Invoice Approvals - User
Guide

Background/Policy

Procedure

Place orange paper into the check printer. Make sure that the check-printing cartridge has been
removed. If it hasn’'t been removed, turn off the printer before removing it and then turn the printer back
on. Select Print 2nd Requests Approvals from the Approvals & 2nd Requests Menu. Once the report
comes up on your screen, go to File, and select Print... Change the name of the printer to
BSS-WH4E-HP4P-03 then hit OK. This will print out the orange portion of the 2nd request approval
forms. Then go to File, and then Print... again and change the printer to BSS-WH4E-HP4000-01 and hit
OK. This will print out the white portion. Close the report when you are finished. The orange and white
approval forms should be distributed to the analyst listed at the top of each form.

Pull the white approvals attached to the original invoices from your files. Discard the top approval form
and make copies of the invoices. These copies will be attached to the orange forms and sent out to the
requestors/purchasers. The white forms will be attached to the original invoices and re-filed in your
drawer.
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Freight Charges Chapter: 10-Accounts Payable - Section: 30-Invoice Deductions

Background/Policy

FREIGHT CHARGES

This policy requires all suppliers to provide a copy of the
freight bill with their invoice whenever freight charges total
$100.00 or more and the freight amount is not a separate line
item on the purchase order.

PROCESSING INVOICES WITH UNSUBSTANTIATED
FREIGHT CHARGES

1. Input the invoice for the full amount and create a
positive distribution line type of "Freight" for the freight
charge. Charge project task code (per the PO) & Expenditure
Type "FREIGHT" , note that you may need to prorate the
charges, and reference the PO Number in the DFF.

2. Enter a debit memo for the freight charge and enter the
description "Freight bill required”. Create a negative a
distribution line type of "Freight" and charge the project taks
code (per the PO) & Expenditure Type "FREIGHT" and
refrence the PO Number in the DFF.

Procedure
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Late Charges & Interest Penalties Chapter: 10-Accounts Payable - Section: 30-Invoice Deductions

Background/Policy
LATE CHARGES AND INTEREST PENALTIES

Fermi National Accelerator Laboratory as a contract of the
U.S. Department of Energy seeks to avoid supplier late
charges and similar interest type penalties.

PROCESSING INVOICES WITH LATE CHARGES
AND INTEREST PENALTIES

1. Input the invoice [ for the full amount - creating a
positive distribution line type of miscellaneous for the late
charge or interest penalty. Charge the the project task number
(per the PO) & expenditure type "FEES" and reference the
PO Number in the DFF.

2. Enter a debit memo [} for the late charge or interest
penalty — enter the description “xxxx” - create a negative a
distribution line type of miscellaneous for the interset. Charge
the project task number (per the PO) & expenditure type
"FEES" and reference the PO Number in the DFF.

Procedure
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Chapter: 10-Accounts Payable - Section: 30-Invoice Deductions

Restocking Fees
Background/Policy
RESTOCKING FEES

Fermilab honors its supplier restocking fees. Restocking
charges will be identified in one of two ways: on the supplier’
s credit invoice or on a new invoice. Purchasing should be
notified of the restocking charge so that a new line may be

created on the purchase order.
Procedure
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Self - Insured Status
Background/Policy

SELF-INSURED STATUS OF FNAL

Fermi National Accelerator Laboratory is
self-insured. No payments will be made for
insurance charges to suppliers or carriers on
deliveries unless they appear as a specific line
item to be matched on the purchase order.

PROCESSING INVOICES WITH
INSURANCE CHARGES

1. Input the invoice [ for the full amount -
creating a positive distribution line type of
"Miscellaneous" for the insurance charge.
Charge the project task number (per the PO) &
expenditure type "FEES" and reference the PO
Number in the DFF.

2. Enter a debit memo [ for the insurance
charge and enter the description "Self -
insured". Create a negative a distribution line
type of "Miscellaneous” for the insurance.
Charge the project task number (per the PO) &
expenditure type "FEES" and reference the PO
Number in the DFF.

Procedure
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Rejected or Reduced Invoices
Background/Policy

REJECTED OR REDUCED INVOICES

Accounts Payable is not authorized to pay
invoices outside of the contract (purchase
order) terms unless they are more favorable to
Fermilab. (E.g., discounts.) Invoiced amounts
that deviate from the contract or that lack the
required supporting documentation will be
reduced or rejected.

COMMON REDUCTIONS
1. Freight Charges - A copy of the

pre-freight bill for charges of $100 or more is
required.

2. Sales Tax - Fermilab is exempt (Link to
IDOR letter.)

3. Insurance on shipments -— Fermilab is
self-insured.

4. Late Charges and interest.

5. Invoices submitted before job/order

started or complete.

Note: the reduced freight charges will be repaid
back after the copies of the supplier's original
frieght bill is received in A/P.

Procedure

Policies & Procedures

Chapter: 10-Accounts Payable - Section: 50-Invoice Requirements

1. Enter the invoice, includes the freight charges/Sales Tax/Insurance/Late charges and interest;

2. Create a Debit Memo, with invoice number "DM xxxx" ( xxxx - original invoice number), to deduct the
unallowable freight, sales tax, insurance, late charges and interest amount, Use the same project task
number and expenditure type "Freight" or "FEES" for the distribution; set the same payment date as the
original invoice, to ensure the debit amount will be taken with the original invoice;

3. After the payment be reduced and the copy of the original freight bill from the supplier be received,
enter an invoice to reverse the Debit Memo to pay back the reduced amount to supplier;

4. If no pre+freight bill copy be received, we will not pay back the reduced amount.
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Submit To Address Chapter: 10-Accounts Payable - Section: 50-Invoice Requirements

Background/Policy

INVOICE SUBMIT TO ADDRESS

In order to ensure timely processing and payment your
ORIGINAL invoice must be submitted to:

FERMI NATIONAL ACCELERATOR LABORATORY
ACCOUNTS PAYABLE DEPARTMENT
MAIL STATION 112
P.O. BOX 500
BATAVIA, IL 60510

. NOTE: The Accounts Payable Department does not
process FERMILAB PROCARD (Credit Card) transactions
or inquiries. You must send your correspondence to the

laboratory employee who placed the order. Thank You.
Procedure
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The Proper Invoice Chapter: 10-Accounts Payable - Section: 50-Invoice Requirements
Background/Policy

THE PROPER INVOICE - REQUIRED INFORMATION

1. Supplier Name - As stated in your contract.

2. Remittance Address

3. Telephone Number

4. Fermilab Purchase Order Number

5. Invoice Number

6. Invoice Date

7. Total Invoice Amount

8. Description, Price & Quantity of Materials, Property or Services delivered or

completed - As stated in your contract.

9. Payment Terms - We do not accept terms less favorable than those stated in your
contract.

10. Shipping Terms and required documentation - copy of pre-paid freight bill is
required if charge is $100 or more.

11. Other Documentation - As required by your contract (e.g. timesheets)

Procedure
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Mail Processing Chapter: 10-Accounts Payable - Section: 70-Mail

Background/Policy

MAIL PROCESSING

Mail is processed through the FNAL Mail Room before being
sorted and delivered. Incoming and outgoing mail is delivered
and picked up directly at the Accounting Department mail
stations 110 & 112 at WHA4E. The target delivery schedule for
incoming and outgoing mail is 9:30 a.m. and 1:30 p.m. The
FNAL Mail Room is located at FNAL Site 38.

. SOURCES OF MAIL

A. U.S. Postal Service - ALL TYPES

B. Federal Express & Other services

C. UPS

D. Inter-Laboratory Mail - BROWN & RED
ENVELOPES

1. SORTING OF MAIL
A. Incoming baskets located in the A/P Group

1. Accounting Officers / Systems Administrator /
Accounting Dept. Secretary
2. Accounts Payable Group
a. Supervisor
b. Voucher Analysts
3. General Accounting Group
4. Payroll
5. Purchasing
6. Outgoing baskets to mailroom

I1l. DATE RECEIVED STAMP
A. A/P Mail File Clerk

1. Supplier Invoices, Statements.
2. Other supplier related correspondence

B. Individual Departments & Groups

1. Each Department / Group maintains responsibility
for its own date stamp requirements.

03/31/2009

68



Fermilab Accounting Policies & Procedures

IV. OUTGOING MAIL
A.U.S. Postal Service - Regular, Airmail & Certified

1. Outgoing basket - Check sent outside of the U.S.
should be logged.

B. U.S. Postal Service - Priority & Overnight

1. Outgoing basket - Check sent outside of the U.S.
should be logged.

C. Federal Express

1. Fill out FNAL Material Move form, place in RED
inter Laboratory mail envelope in outgoing basket - MUST
BE SUBMITTED TO MAILROOM BEFORE 2:00 P.M. TO
ENSURE SAME DAY PROCESSING

2. FRA Signature checks to Ezra Heitowit or designee
- same as above. BE SURE A/P TRANSMITTAL LETTER &
ALL SUPPORTING DOCUMENTATION IS INCLUDED
WITH THE CHECK and keep a file copy of the check and
MMR.
3. Check sent outside of the U.S. should be logged.
D. Inter Laboratory Mail

1. Addressed Inter Laboratory mail envelope -
Outgoing basket.
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Procedure
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Altered Payee - Forged Endorsements Chapter: 10-Accounts Payable - Section: 80-Payments

Background/Policy

ALTERED PAYEE - FORGED ENDORSEMENTS

VERIFY CHECK STATUS

1. If the supplier notifies you that our check has not been
received and it shows as cleared on the Accounts Payable
system:

a. Request a copy of the front and back of the cancelled
check from the Financial Analysis Group.

b. Mail or fax this to the supplier and request that they
adjust our account records.

AFFIDAVIT & COVER LETTER
1. If the supplier disputes that their organization received
and cashed the check (claiming altered payee, bank error,

forged endorsement etc.) then an affidavit will be required.

a. Send a cover letter with the affidavit including:

1. Original check number

2. Original payee

3. Original check date

4. Original check amount

5. Nature of the dispute - altered payee, bank error,
forged endorsement etc

6. Person signing the affidavit must have signature
authority for the company

7. Person signing the affidavit must indicate title or
relationship to the company

8. The affidavit must be notarized

RECOVERY OF FUNDS

1. When the supplier returns a properly completed and
notarized affidavit it should be forwarded with a cover letter
requesting a fund recovery, a copy of the front and back of the
cancelled check, the signed and notarized affidavit and any
relevant supplier correspondence to:
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Mr. Mitch Belon

MB Finacial Bank
2607 Lincoln Highway
St. Charles, IL 60175

Tele (630) 587-8787 Fax (630) 513-6607

REISSUANCE OF SUPPLIER CHECK

1. When bank confirmation of the recovery is received
reissue the check. Reenter the invoice(s) using the type of
"Standard" against the supplier code, use the original invoice
number followed by "-*", indicate reissue of funds in the
description field and distribute to account code 31512.

2. Send the check and a cover letter to the supplier.
Procedure
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Price Variance Policy Chapter: 10-Accounts Payable - Section: 80-Payments
Background/Policy

Variances
Agreed Procedures - Accounts Payable
and Procurement

GR, GN & SN (Quantity variance on GR lines: solid
procedure already in place.)

Procedure

Price Variances: GR Lines (Goods Receipt)

Action initiated by Voucher Analyst:
- Alert buyer on all price holds - no dollar limit.
Appropriate responses from Buyer:

1.) Authorize Voucher Analyst to pay - if variance is
less than $100.00 over P.O. line amount, or

2.) Instruct Voucher Analyst to deduct - if variance is
less than $100.00 over P.O. line amount, or

3.) Instruct Voucher Analyst to wait for change order.
Note: This action is required if this variance is $100.00
or more over the P.O. line amount.

Other Overages: GN /SN Lines (Goods / Services
Non-Receipt)

Action initiated by Voucher Analyst:
- Forward yellow invoice approval to buyer.
Appropriate responses from Buyer:

1.) Authorize Voucher Analyst to pay - if variance is
less than $100.00 over the order amount, or

2.) Instruct Voucher Analyst to deduct - if variance is
less than $100.00 over the order amount, or
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3.) Instruct Voucher Analyst to wait for change order to
be issued. Note: This action is required if this variance
is $100.00 or more over the order amount.

Action initiated by Buyer:

- Forward yellow invoice approval form to Requisitioner
for signature with response 1, 2 or 3 as outlined
directly above noted. This indicates that the Buyer has
obtained the Requisitioner approval, if deemed
necessary and / or has placed the change order in the
system, if applicable.

Appropriate Response from Requisitioner:
- Requisitioner returns completed and signed yellow

invoice approval form to the appropriate Accounts
Payable Voucher Analyst.
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Stop Payments Chapter: 10-Accounts Payable - Section: 80-Payments

Background/Policy

STOP PAYMENTS & VOIDING A
SUPPLIER CHECK

A STEP ONE: STOP PAYMENT REQUEST

1.) Ifthe check has already been mailed to or picked up
by the supplier or employee and a reasonable amount of time
— generally ten working days from the date of the check has
passed, then the A/P or G/A Analyst should fill out a stop
payment request form.

. Note: Checks sent via Airmail overseas can take up to
six weeks to clear.

2.) The following information is to be filled in by the
requestor, usually the A/P or G/A Analyst:

a) Check Number

b) Check Date

¢) Check Amount

d) Supplier Name

e) Reissue - YES or NO

f)Reason - (Lost, wrong address etc.)

g) Requested by - Signed & dated by the A/P or G/A
Analyst

3.)  The completed stop payment request form is then
submitted to Rosset Mace or the Manager of the Financial
Analysis Group, Liz Becker. They will proceed the stop
payment with the bank.

4.) Once itis confirmed that the check has not cleared and
the stop payment action is complete, the request form is
signed and submitted to the A/P.

B. STEP TWO: VOIDING A SUPPLIER PAYMENT
1.) The stop payment request form is submitted to the A/P

to be voided [3 on the Oracle A/P Module, taking the
appropriate invoice action.
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. ("No action on invoices" will reissue the check or
"cancel™ will cancel the invoice.)

2.)  The form is signed and dated by the A/P and
forwarded to the Accounting Department Secretary.

3.)  The Accounting Department Secretary makes copies
and distributes the copies to the requestor, Rosette Mace and
A/P. The A/P or G/A Analyst takes the appropriate follow up
action. For example, noting the cancellation on the original
invoice or correcting the supplier pay site before the check is

reissued in the next check run.
Procedure
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Letter of Credit (LOC) Reconciliation Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Background/Policy

Letter of Credit Reconciliation

The spreadsheet used for this reconciliation is in Excel format and is titled “LOC” and is located
on the “H” drive in the Recons folder.

Record the balances for the month being reconciled (using a Summary one Trial Balance Report)
for the following general ledger accounts:

1. 42130 (L/C Oak Brook Bank App.). Funds Unexpended.
2. 31512 (Accts. Payable Drafts Outstanding-Oak Brook).
3. 31513 (Payroll Drafts Outstanding-Oak Brook).

Sum the balances of these accounts and enter on the spreadsheet as “Total” on the Letter of
Credit Balance” portion of the reconciliation. This total may or may not equal the D.O.E. total. If
it does not equal determine which Mod is missing and add to spreadsheet.

Record the balance for the month being reconciled from the Summary one Trial Balance
for general ledger account 81230. Enter the balance of these accounts on the
spreadsheet as “Total”on the Letter of Credit Draws portion of the reconciliation. This
total should always equal the total obtained from the D.O.E.

Open LOC Worksheet, copy & paste prior months column to next column and change the

date. Add the current months missing Mod Amount to worksheet, and the current months Draw
total. This should always equal zero. If not check Accounts 31512 and 31513 for missing
amount.

Print two copies of each, staple and give one to Financial Manager. File one copy in LOC
Reconciliation folder.

Procedure
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Monthly Balancing of PA to GL by B&R - Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Commitments

Background/Policy
1. Run the following query to get YTD balances for commitments by B&R in our custom table (PA).
Change the month parameter. This query uses the BNR BRN lookup view on the service type code to
sort the data by B&R code.

X

MEwpac_OPEM_COMMMS_for_balancing. 0I5

Export the data to an excel spreadsheet.

2. Run this query to get the YTD commitment balances from the GL. Change the period number to the
current month. Copy and paste the data into the spreadsheet created in Step 1.Note that you will have to
copy by fund type, since the two spreadsheets sort differently. Ignore zeroes or penny amounts.

X

ACTO30 ENC CHECE.DIS

3. Create a column to compare the two amounts in the spreadsheet using a formula, subtracting GL from
PA. (receivables service types must be summed up to find the difference) Here is an example
spreadsheet:

]
[H
Feb03 comms final xlz

4. Differences that are not offset between B&R's are probably distribution variance items - check with the
monthly recon sheets for PA to GL (may span more than one month).

Differences that offset between B&R's are most likely due to service type changes on PO's that are
currently accruing, and cannot be recalced.

Occasionally a PO is entered without a project and task. Regine will find this problem first. Use these
drilldown queries to find the problem, or if other discrepancies cannot be explained.

2] 2]

ACTO30 ENC CHECK, with CE.DIS MEWpac OPEM_COMMS_for_balancing with CE.DIS
Look for PO amounts in the NEWpac.... query. If not found, use the ACT030 query to drill down to PO

numbers via account inquiry.

Procedure
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Monthly Balancing of PA to GL by B&R - Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Costs

Background/Policy
In order to balance PA to GL by B&R, three queries must be run and the data compared in an Excel
Spreadsheet. Note AR is not balanced here, since the 14000 account is balanced indepently, and
revenue is never in the PA.

1. Run this BCC query to produce the monthly YTD data from Projects. Change the period paramater to
the current month. This query uses the the BNR BRN lookup view by service type code to sort the data
by B&R code.

X

MewBCC for balancing. DS

Export the results from this query to an Excel Spreadsheet.

2. Run this query to get the YTD Mirror amounts that will be needed for balancing. Change the month
parameter to the current month. Copy and paste this data underneath the spreadsheet data exported

X

boc MIRROR for balancing.DIS
3. Run this query to get the data by B&R in the GL:

ACTO30 CHECE, for balancing. D15
Change the year parameter in October.

Change this paramater to include the current month period number:

® [dit Condition

M ame: |

[v Generate name autornatically
Drezcription: |
Location: B ACTO30 CHECE For balancing
Farmula

Enter a numetric value ar select From the drop list, Multiple values must be separated with commas,

Ikem | Condition | Yaluels) |
Period Mum x| BeTwEEN =] 2 =|ho |
|

al

[v Match case
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Copy and paste the results from this query into the spreadsheet. Note that you will have to copy by fund
type, since the two spreadsheets sort differently.

You may have to insert some rows for data that is in PA and not GL, and vice versa. B&R 600303000
and YN01000000
is in the GL only and can be omitted.

4,

Create a column to compare the two amounts in the spreadsheet using a formula, subtracting GL from
PA.

Create a column to add the Mirror amounts, from the bottom of the spreadsheet (that you copied in)
Create a column to add the September reversals of the cost overrun JV.

Create a column to subtract the current month cost overrun JV amounts.

Add these columns together. If they are not zero, the queries below can be run for the specific B&R and
displaying by cost element description (ACT030 GL query) and Exenditure Type (BCC PA query). Then
each cost element must be compared to narrow down the problem area. Then use expenditure inquiry
and Account inquiry to find the differences.

Often the differences are offset between two B&R's and have to do with a service type change from the
current month. Sometimes expenditures are missed in the recalc, or they are September reversals that
will not recalc and a manual journal entry must be made to change the B&R. Check which tasks had
service type changes as a starting point.

These are the drilldown queries to use to find out of balance problems:

2] 2] 2]

MewBCC for balancing with exp type and tazk. D15 MewBCC for balancing with exp twpe.DIS  ACT030 CHECK. for balancing by ce. D15
Procedure
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Quarterly Reconciliation of TIAA-CREF Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Contributions

Background/Policy
Employees are eligible for pension contributions made by Fermilab after two years of service. These
contributions are monitored through Balance Sheet Account 32125.

The account analysis for 32125 is prepared every quarter. The purpose is to reconcile the contributions
paid to TIAA-CREF weekly via transfer (JV01) to the contributions posted to employee accounts by
TIAA-CREF. Discrepancies must be researched and resolved in atimely manner.

Discrepancies should be traced back to any refunds received for contributions made without an employee
contract with TIAA-CREF. TIAA-CREF is required to refund this money immediately. As of 12/17/07,
please refer to the Procedure for Refund Checks received from TIAA-CREF.

Procedure
Source Documentation:
1. Account Analysis report from Oracle for the quarter being reconciled.
2. Excel file from previous quarter.

G:\Acctdept\Financial Analysis\Effort Reporting\TIAA-CREF\XXXXXX

3. Quarterly Activity Report of Contribution Transaction Summary (by Monty) and Contribution
Transaction Summary from TIAA-CREF for Plan 101300. This can be printed by the Financial Analysis
Manager.
4. List of refund checks received.

Procedures:

1. Open the prior quarter account analysis. Save the file as the currently month. Copy the previous
guarter tab and label as the current quarter.

2. Click on the current quarter tab.

3. Go the the current calendar year. Update the Week Ending dates for the current quarter. Update the
Week ending and Month ending contributions Per FRA based n the JVO1-Letter of Credit journal
vouchers.

4. Update the Institution Contributions Per TIAA-CREF in the appropriate column from the Quarterly
Activity Report.

5. Copy the formula to calculate the difference between the FRA and TIAA-CREF columns.

6. Using the list of refund checks received, try to verify any discrepancies.

7. Notify the WDRS department of any outstanding variances.

8. Print a copy of the reconciliation. Attach a copy of the Quarterly Reports from TIAA-CREF along with
the Account Analysis from Oracle and the JVO1's. Forward a copy to the Financial Analysis Manager for
Approval.
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Reconcile CBR and STARS file to the DOE Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Trial Balance

Background/Policy

Several days after the month-end submission of the STARS file to the DOE, we receive an e-mail with an
Excel file that provides the DOE Trial Balance for the period. Several reconciliations are performed to
ensure that the DOE Trial Balance agrees with Cost Budget Report (CBR) and the STARS file that we

have sent.

Procedure

When we receive the file from the DOE we need to arrange and sort the data into a usable

=

o

form. This is done through pivot tables which have already been prepared and are copied
from the prior months reconciliation spreadsheet per the procedures below.

Receive the Trial Balance file from DOE Chicago - Mark Fifles (see example below).

Save the file in your personal home drive. Open prior month file. Arrange to view
Horizontally.

Copy Program to B&R sheet to the current month file. From the Trial Balance sheet,
change the sheet name. Copy concatenate formula from prior month file to the current
month. Copy the formula down for the whole column. Delete blank rows. Bold the
titles.

Copy SGL sheet from prior month file. Click on Data, Pivot Table, Back. Highlight T/B
— Detail Standard sheet. Pivot table (include title row to the end of the data on the sheet).
Next, Finish. (Close out Pop-up tabs).

Copy Program sheet from prior month and update the pivot table range (like step 4).
Save the CURRENT month file with the changes made. Close prior month file
WITHOUT any changes.

Complete procedures for Program and SGL sheets (below).

Upon receipt of approval, save a copy of the reconciliation file to the shared drive.

(T:\AcctDept\Financial Analysis\DOE Recons\DOE Trial Balance\TB DETAIL FNL
MMM YY). A hard copy of the approved reconciliation should also be given to the
department secretary to be filed.

PROGRAM WORKSHEET (Reconcile CBR to the Trail Balance):

The spreadsheet from above is used to perform this reconciliation/verification. It is then
saved as the final version with the same title (see below).

1. On the SGL Column-B, de-select all accounts. This is accomplished by clicking the
down arrow next to the SGL Column Title. This will bring  up all the SGL accounts
with a check mark. Un-click the “Show All”” button and all the check mark will no
longer be displayed. Select only the following accounts by clicking the box next to the
accounts: 610000; 610099; 880201; 880203.

2. The Program-BNR column-A should have all the lines items selected with a check
mark. This is also accomplished by clicking the down arrow next to the Program — BNR
column title.

3. Print 2 versions of this worksheet: a) Period to Date and b) Year to Date.

a) Period to date: From Data Column-C, select Sum of Period Activity. Print a copy of
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this worksheet. Label the worksheet Period to date.

Click UNDO. This will restore the data before selection of Period to Date.

b) Ending Balance Activity (or Year to Date): From the Data Column-C, select Sum of

Ending Balance. Print a copy of this worksheet. Label the worksheet Year to date.

(Note: after un-clicking the PTD or Ending balance, Click UNDO to return the original

data. If unable to undo, click on Data, Pivot Table, Layout. Drag the buttons missing

(the tabs should have these three items: Beginning Balance, Period Activity, Ending

Balance).

4. From the Cost Budget Report, Current Month Costs column, compare the Current
month activity to the Period to date data from step 3a above. Investigate and identify
variances.

5. From the Cost Budget Report, FYTD Costs column, compare the FYTD activity to the
Sum of Ending Balance from step 3b above. Investigate and identify variances.

Note: Amounts from the CBR are not recorded on this reconciliation/verification.
Amounts are tied and a hard copy is initialed by the preparer/verifier.

6. Save the file. After the completion of reconciliation/verification, submit the initialed
hard copy to the Financial Analysis Manager for review and approval. After the
Financial Analysis Manager approves and initials the copy, it is forwarded to the
Accounting Secretary for filing.

7. The final copy of the reconciliation is saved to the shared drive.
(T:\AcctDept\Financial Analysis\DOE Recons\DOE Trial Balance\TB DETAIL FNL
MMM YY).

SGL WORKSHEET (Reconcile STARS file submitted to the DOE Trial Balance):
Source documentation: Current month SGL activity from DOE Trial Balance above;
Previous month reconciliation “TBAL Monthly Recons”; and Current month Final
STARS file.

1. From the SGL sheet, all the SGL accounts from the SGL column-A should be selected
with a check mark.

2. From the Data column-B, select only the Sum of Period Activity. This is
accomplished by the following steps. Click on the down arrow next to the Data
column-B title. A pop-up box with all the parameters selected will appear. Click on
the Show All button. The check mark for the column selection will no longer be
displayed. Click only on the Sum of Period Activity.

3. Open the previous month reconciliation “TBAL Monthly Recons” file. Insert a new
sheet for the current month. Save a separate copy for the current period.

4. Copy the SGL Sum of the Period Activity (PTD) activity from the DOE Trial Balance
report from step 2 above. Copy, Paste, Special, Values.

5. From the Financial Analysis shared drive, open Final Stars files for the month in
Excel. Open file as “Text Import Wizard”. Click on Fixed Width and the Next
button. Insert a “Create a break line” to mirror the STARS Extract Summary Listing.
File Save as “Delimited / Excel” file. File naming convention should be “Month
20xx Delimited.xls”.

6. From the Amount column, divide the Amount by 100.

03/31/2009 83



Fermilab Accounting Policies & Procedures

7. Sort the data by SGL. Insert a Sub-Total also by SGL. Print a copy of this worksheet.

8. Copy the data from the SGL column and the Amount column from the Fermi Final
Stars file from step 7 to the current period TBAL Monthly Recons from step 3.

9. Compare the data from the DOE Trial Balance activity (step 4) to the Fermi Stars
Activity (step 8). Investigate and Identify variance(s). Communicate variance(s) to
the Financial Analysis Manager.

10. Print a hard copy of the report and initial and forward to the Financial Analysis
Manager for approval. After the hard copy has been approved and initialed by the
Financial Analysis Manager, it is forwarded to the Accounting Secretary for filing.
The SGL recon worksheet is then saved to the shared drive (T:\AcctDept\Financial
Analysis\DOE Recons\TBAL Monthly Recon - SGL\TBAL Monthly Recons).

Below is a completed file for the month of December 2005. The first sheet "Trial
Balance - Detail Standard" is the original file received from the DOE. The other
sheet are added by Accounting during the reconcilation process.

!

Trial Balance - Detail |C (Sta_060106 FWL PTD DEC 2005.x1:
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Reconcile CBR to Status of Obligations Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Report
Background/Policy

Procedure
Procedures to Reconcile the Status of Obligation Report (formerly CID report) to the
Fermi Cost Budget Report:

1. Obtain reports needed: Current month Cost Budget Report, Status of Obligation Report from
DOE, Copy of prior month reconciliation.

2. Open the previous month’s reconciliation. Copy a sheet for the current month and save the
file.

3. From the Cost Budget Report, copy the line items from the Cost Balance column into the
current month reconciliation.

4. Open the Status of Obligation report from DOE. Click Enable Macros. The Status of
Obligation report usually contains subtotals by BNR (Legacy Category). Re-sort by
Legacy B&R and Program Value within each Legacy Category.

5. From the “YTD Ending Uncosted Obligations SUM” column, copy the line item per Legacy
B&R into the current month reconciliation. (Note: The WFO activity is shown by
Program Description and WFO Value per line item.)

6. Review and check for accuracy of the report, including the following check points:

a) The variances shown on the bottom section of the spreadsheet should be zero. Investigate
any variances.

b) The variance between the Cost Budget Report Cost Balance column and the Uncosted DOE
column should be identified.

c) The Unreconciled Pre STARS variance should also be identified. Any additional variances
should be investigated and identified.

7. Save the file. Print a copy of the completed reconciliation. Submit to the Financial Analysis
Manager for review and approval. Send an electronic copy of the reconciliation to the Financial
Analysis Manager along with the printed copy.

8. Upon receipt of approval, save a copy of the reconciliation to the shared drive.
(T:\AcctDept\Financial Analysis\DOE Recons) A copy of the approved reconciliation should
also be given to the department secretary to be filed.
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TIAA-CREF Refund Checks Chapter: 20-Financial Analysis - Section: 10-Reconciliations
Background/Policy
As part of the reconciliation process of pension contributions made by Fermilab, refund checks will be
received from TIAA-CREF. This refund check will be the return of a contribution made on behalf of any
employee who has not properly completed an application with TIAA-CREF.
Procedure
1) When the check is received, the the ACAO will photocopy the check and give a copy to the GL
Accountant. The GL Accountant will place the photocopy of the check in a binder for follow-up.

2) A log detailing the date of the check received, the check number, the individuals and the amounts
refunded on their behalf will be kept with the copies of the checks.

3) The Check should be coded to A/C # 32125 and given to the Accounting Secretary to be logged then
turned over to the cashier for deposit.

4) The GL Accountant will email WDRS Benefits representative all information regarding the check so
the application process can be followed up on. Once the application is adequately corrected, they will
email the GL Accountant verification of completion and authorization to process a check to be sent back
to TIAA-CREF. This should be completed within two weeks of the initial email sent to Benefits. The GL
Accountant will place a copy of the email received in the binder and enter the date the email is received
on the log. A check request will be completed and turned in to GA for processing.

5) GA Group cuts check, coded to 32125, and sends to TIAA-CREF with enclosure of email verification
received from WDRS Benefits.

GL Accountant will follow up with WDRS Benefits on a monthly basis regarding funds that have not been
re-paid to TIAA-CREF on behalf of employees.
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Aged Checks Procedure Chapter: 20-Financial Analysis - Section: 20-Banking
Background/Policy

Aged Checks Procedures

Aged checks are added to the three DOE Aged Check Spreadsheets from the VVoucher, Payroll,
and the SSC Reconciliation’s. These checks are six months old, and dropped from the current
checks outstanding list.

Open the Voucher Aged Check icon located on the (H) drive. Add the following information for
each check — Check number, check date, amount of check, payee name, payee address, and
Journal Voucher adding these checks to the list. Do the same for the Payroll, and SSC Aged
Check spreadsheet. Print two copies of each to use with the 32139 Aged Check Reconciliation.
You will have to get the Name & Address from Payroll for the payroll checks.

Look up the voucher for Employee un-cashed check in Oracle and take two copies, one to send
out with the Employee Un-cashed check letter, and one for file. Checks not issued to employees,
and less than $5.00 do not need to be sent letters.

Open Employee Un-Cashed check letter add, name, mail station, check number, check amount,
and date of check — do this for every un-cashed check. Print, sign, copy, attach copy of voucher
and Letter of Indemnity, and send original to each employee, and file copy.

If Letter of Indemnity is returned and notarized, take a copy for file, and give original to Travel
Analyst, to re-issue check.

At end of Fiscal Year, issue voucher a to the U. S. Department of Energy, attach a copy of the
list of checks that were not reissued, or cashed. Save copies of both in the DOE Aged Check file.

Aged Check Reconciliation Procedure

In EBS Oracle Productions run an Account Analysis for A/C 32139.

Open the 32139 Reconciliation located on the (H) drive.

Add sum of checks manually deleted from the outstanding checks to the debit side of the
reconciliation, and reinstated checks to the credit side. The balance should now equal the
Account Analysis General Ledger balance. The sum of the aged voucher, payroll, and SSC
checks should also equal balance. Print two copies, one is given to the Financial Analysis Mgr.,

one is saved for file.
Procedure
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Check Cashing and Accounts for Chapter: 20-Financial Analysis - Section: 20-Banking
Non-Employees
Background/Policy
Check Cashing:
Oak Brook Bank - Warrenville will cash a Fermilab check for anyone with a Fermilab ID.

Opening Bank Accounts:

Accounting personnel are occasionally asked about banking arrangements for visitors, primarily foreign
visitors. Accounting does not make such arrangements on behalf of visitors, but the following information
may be helpful.

The USA Patriot Act has provisions that require banks to "know their customers" which means customers
must have either a SSN or Tax ID number, or proof that they've been applied for. To apply for a tax ID
number from the IRS (ITIN) requires proof that it's being acquired to fulfill the applicant's tax
payment/reporting obligations to the IRS and not for personal identification purposes. Following is a link
to some info on the IRS website as of 12/03:; http://www.irs.gov/newsroom/article/0,,id=112728,00.html)

Procedure
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Payroll Account Procedures Chapter: 20-Financial Analysis - Section: 20-Banking
Background/Policy
The Payroll Account number at MB Financial is #8880002023. It is GL Account #31514.

On a daily basis, Fermi bank activity for the payroll account is reviewed on the website provided
by MB Financial. Daily activity is printed, downloaded, and saved as an excel file for future
reference as needed. The activity is entered into a worksheet which is balanced to the bank each
day.

Procedure
Accessing the MB Financial Bank website for daily account statements:

Click Mb Financial lcon (www.mbexpress.blik.com)
Type User Name and click Next
Type Password and click Login

Click Reporting menu
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Tuesday, June 24, 2008 15:51 EDT

Reporting

Pending tems

Favorite Applications

Favorite Accounts

o pothing to do at this time

s Account Statement
& Account Summaty

Accourt Mumber

00395500

550002015 FL27E
2550002023 54,
1510000019 FE47,
107114400

107115400

Welcome to Web Express!

Sy=tem Downtime - June 23, 2008

LAttention Web Express Customers:

Cue to a water leak at one of WEB
Financial Bank's service

providers vesterday, hardware damage
resulted i vour mability to access our
‘Web Express & Deposit Express
svstems. Technical Support worked
diligently throughout the day and mght
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Click Reporting menu

Click Account Statement

Click Payroll Account CDA

Select date range

Click Yes for Transaction Memos
Click Yes for Transaction Descriptions
Click Screen for Output
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Tuesday, June 24, 2008 15:43 EDT
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Aoyt

Account Statement

Accourt 107115400 a
00592500 (Depository Accournt)
Ga80002015 (Voucher Account CDA)
g oo yroll &ccount COA)
1810000019 (Deposzit Account WMBY
|6r2312008 [FEiw| From
Diate Range
|6723/2008 = 10
Display Cptions
Tranzaction Metmos % ves O o
Tranzaction Descriptions % vz o

Ciutput
| Suomit [ Reset |

Click Submit

(o Screen i File

Click Print and pickup statement from printer

Click Close

Click File for Output
Click Submit

Click Export
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a https:/ /www.mbwebexpress.blilk.com - CS¥ Export - Information Reporting - Account Statement - Microsoft Internet Explo

Excluded Fields Included Fields

-
. g::?ehneéj,@ude >
Etnlgtgd[late
DebitAmount =]

Change column order by dragging headers. (Data dizplayed iz sample data.)

Account Statement

kumber CurrencyCode PostedDate Creditmaourt Cebit A mournt Code Description Reference H2ndReferenc
111111 =D Title 01401 /2003 1111 11 1111 41 111 Code 111 1111 11 1111 11
222022 =D Title 020202003 222222 222222 222 Code 222 222222 220222
4
|&] Done E & Internet
3 W '
Click Save
File Download |

I Do you want to open or zave this file?
1

xl, Mame: ...R_STATEMEMT CSYEXFP LD 62420034043 1PM,csy
J'] Type: Microsaft Office Excel Camma Separated Yalues Fil. .

From: wnany, mbwebexpress., blilk, com

Open Save

harm pour computer. IF wou do not tust the source, do not open or

@ While files from the [nternet can be uzeful, zome files can patentially
— zawe thiz file. What's the rizk’?

PostedDate CreditAmourt DehitAmount Description Reference
0101 2003 111111 111111 111 Code 111 111111 111111 hdema
02022003 222222 2222 222 Code 222 222222 222222 Mema x

I_I_I_I_E" Internet 5

Save the file to the following location on the Shared Drive:
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[l 2% shared-data on 'Bsssrv 222 (T:)
[=1 ) AcctDept
|2 AcctgDepkOfc
|2 APshare
[=1 [ Financial &nalysis
| 45 day lekter
|20 ACE Survey
|20 AP Daily Balancing
=1 ) Bank Files
) Lo
[= |[Z) ME Financial Bank.
|Z) empty
I3) P07
= 1) FYos
Rl fciviby
|=) Dol Dran
| =) Depository Accounk
|Z) Reconciliations

Save each day using the following naming convention: MM-DD-YY 2023
Click Close

Post Daily Bank Activity to spreadsheet

This Payroll account spreadsheet is found in the Shared-data drive (T:):
=l 2% Shared-data on ‘Bsssrv2Z2' (T:)

= 1) AcctDept
|2 AcctgDeptQfc
|20 aPshare
= |Z) Financial Analysis
|3 45 dav letker
I3 ACE Survey
|3 AP Duaily Balancing
=l |[Z) Bank Files
3 Lo
[= ) ME Financial Bank.
|2 emply
L3 FYo7
= 3 FyY0a
120 Doaily Ackivitsy
) Daily Draw
) Depositary Sooounk
) Reconciliations

FRA PR FYYY-8880002023.xls

Daily Bank Activity Spreadsheet

03/31/2009
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MB Financial column B column C column D col E column F column H column J column K
AJ/C #8880002023
FRA Payroll

Transfers From Transfers (To) Checks Total

Sep-07 6,524,255.81
08/31/07 (2,771.53) 5 (6,474,255.81) 16,635.28 (6,460,392.06) 63,863.75
09/04/07 (26,919.67) (26,944.08)] 18 (53,863.75) 10,000.00
09/05/07 946.12 (946.12) (946.12)] 4 (946.12) 9,053.88
09/06/07 44,098.41 (2,677.29) 6 41,421.12 50,475.00
09/07/07 500,232.36 (1,685.02) 5 (539,022.34) (40,475.00) 10,000.00
09/10/07 4,848.27 (4,848.27) 9 0.00 10,000.00
09/11/07 9,397.89 (8,057.95)[ 12 1,339.94 11,339.94
09/12/07 (346.06) (993.88)] 2 (1,339.94) 10,000.00
09/13/07 6,365.79 (6,365.79) 8 (0.00) 10,000.00
09/14/07 576,197.79 (14,809.31) 12 (561,388.48) 0.00 10,000.00
09/17/07 6,677.28 (6,677.28) 7 0.00 10,000.00
09/18/07 993.38 (993.38) 2 0.00 10,000.00
09/19/07 12,982.53 (12,982.53) 6 0.00 10,000.00
09/20/07 1,793.05 (1,793.05) 5 0.00 10,000.00
09/21/07 566,703.21 (3,978.94) 3 (562,724.27) 125.00 125.00 10,125.00
09/24/07 5,003.44 (5,128.44] 10 (125.00) 10,000.00
09/25/07 4,481.48 (4,481.48)] 11 0.00 10,000.00
09/26/07 3,350.20 (3,350.20) 8 0.00 10,000.00
09/27/07 3,300.96 (3,300.96)] 13 0.00 10,000.00
09/28/07 6,525,000.00 (8,033.37) 8 (6,480,229.54) 3,289.50 40,026.59 50,026.59

0.00 50,026.59

0.00 50,026.59

0.00 50,026.59

0.00 50,026.59

0.00 50,026.59

8,272,372.16 (28,211.85) (120,818.87) 154 (14,617,620.44) 20,049.78 (6,474,383.22)' 50,026.59
Balance Per Web

Difference

At the beginning of a new month, add a worksheet, rename the tab for the current month, and
copy the previous month’s worksheet onto the new worksheet. Change dates and clear out
amounts before filling it in with the new month’s data. Then save the file.

Reformat the new worksheet to print in landscape format on one page. Go to File, Page Setup.
Click on Page and change orientation to Landscape and Fit to 1 page wide by 1 page tall. Click
on Margins and change Top and Bottom to 0.75, Left and Right to 0.25, and Header and Footer
to 0.5. Click on the Header/Footer tab, then Custom Footer. Create a custom footer similar to
the previous month’s worksheet with your name and current date. Do a Print Preview to make
sure the new worksheet page will print in landscape format on one page and then save these
changes.

Post the bank activity to the corresponding columns. Post the number of checks paid (found by
using the daily bank activity total number of debits adjusted for the number of any non-check

debits). Post the amounts of Checks Cleared using the total debits for the day adjusted by the
amounts of any non-check debits.

The following is a recap of spreadsheet headings versus bank captions:

Column Per Spreadsheet Per Bank Description

A Date
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B Transfers from 8880002015 same (Misc. Credit)

C Transfers (To) 8880002015 same (Debit (Any Type))

D Checks Cleared all Check Paid items

E # Cks Cleared

F ACH-Payroll Fermi National A Dir Dep
(Preauthorized ACH Debit)

H ACH-Rejects Fermi Research A PR/Deposit
(ACH Credit Received)

J Total Transactions (net) formula

K Account Balance formula

Column A - Date is self-explanatory.

Column B - Post any transfers from the VVoucher Account # 8880002015.

Column C - Post any transfers to the Voucher Account # 8880002015.

Column D - Post the total amount of checks paid for the day.

Column E - Post the total number of checks paid for the day.

Column F - Post the amounts of the weekly and monthly payroll. Keep a print-out of the e-mail
from the Payroll Department with the direct deposit payroll amount with that day’s bank daily

activity print-out as back-up.

Column H — Post any unusual activity with ACH rejects in this column. Let Payroll and
Benefits Dept. know of rejects. See Page 4.

Column J — Total Transactions is a formula which will net together that day’s activity.
Column K — Account Balance is a formula which will calculate that day’s ending balance.
Post the ending bank balance in “Balance Per Web” cell and any difference will automatically

calculate in “Difference”cell.  After posting each day’s activity and ending balance, the
difference should be zero.

Post Daily Checks Paid Activity to spreadsheet
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This Payroll account spreadsheet is found in the Shared-data drive (T:) under
=% Ebeckert on 'Bsssrvzz2' (H:)

= _’“ﬁ Shared-data on ‘BsssrvzZz2' (T
= ) AcctDept:
| Acctgbeptiofc
| aPshare
=l |Z) Financial anakysis
) 45 day letker
) ACE Survey
) AP Daily Balancing
= |Z) Bank Files
5 Lo
=l [ MB Financial Bank.
|0 empky
3 Fro7
= ) FYos
|2 Drailw Ackivity
|3 Dol Draw
| Depository Accounk
= |2 Reconciliations
| Accounts
= ) Banks
|Z) Depository
2 Pavroll
| woucher

FRAPRYYYY.xIs

At the beginning of each month, add a new worksheet, rename the tab for the new month and
copy the previous month’s spreadsheet to the new spreadsheet before posting any checks paid in
the new month. Remove rows with cleared checks. Remaining rows equal outstanding checks
from previous month. Then save the file.

Open the payroll spreadsheet to post the Paid Checks. First go the cell with the total in column F
and enter this amount in your calculator. Add to this number the total amount of the Payroll
checks cleared and sum the 2 together. This should be your new total after the checks have been
posted in Column F next to its corresponding check number. This spreadsheet is used during the
bank reconciliation process. Add new rows as needed and fill with the new check numbers.
Copy the formula in column G down for each new row. Payroll Dept. provides check register
and Bank Statement has checks paid for the day.

Faxes received from MB Financial Bank

Frequent faxes are received from MB Financial Bank with information regarding any ACH
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rejects or failed direct deposits. Attach the faxes to each day’s bank daily activity pages.
Provide copies of the faxes to Payroll.

Provide copies of faxes received to Benefits if the fax lists “Insurance” as the Description.
These Insurance items relate to retired employees or employees on long-term disability or
COBRA medical coverage whose electronic payments for medical coverage have failed. The
Return Reason is usually “Insufficient Funds” for these items.

Also provide Benefits a copy of faxes for any “Deposited Items Returned - Insufficient Funds”.
These items are checks that were deposited for Insurance payments which have been returned as
NSF. Send Benefits a copy of the bank activity printouts for similar items if no faxes are
received.

At month end, print 1 copy of the Payroll Account Daily Bank Activity spreadsheet for the bank
reconciliation and 2 copies for the Auditors’ File.
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Payroll Account Reconciliation Chapter: 20-Financial Analysis - Section: 20-Banking
Background/Policy

Procedure

Open Oracle and run an Account Analysis for payroll account 31514.

Items needed for bank reconciliation: Payroll Account Spreadsheet
Payroll Outstanding Check List
Payroll Check Register from payroll dept.
Payroll Bank Statement from MB Financial
Payroll sheet for current month from Payroll Manager
Payroll Account Statement for end of month days recorded
next month

Payroll reconciliation file is found in the Shared-data drive (T:) under
_-f Ebeckerd on Bsssrv222' (H:)

= _f Shared-data on Bsssrvzzz' (T
=l ) AcctDept
) AcckgDeptiofc
i) AaPShare
= |Z) Financial Analysis
) 45 dav letter
) ACE Survey
) AP Daily Balancing
[=l |2} Bank Files
) Loc
[=l | ) MB Financial Bank.
) empky
) FYO7
= I3 Fy0a
0 Daily Ackivitsy
1 Daily Draw
) Depositary Sccount
= [0 Reconciliations
) Accounks
) Banks
MonthYear-FRA
31514 Sheet

Post Beginning Balance, Credit Activity, Debit Activity and Ending Balance for Balance per
Bank Statement and Balance per General Ledger lines.

Zero out last month Outstanding Checks and post Current month Outstanding Checks. Post any
checks cleared bank but not yet posted to books until next month.

Post Foreign Payroll amounts in both credit and debit activity columns.

Post any reconciling items such as NSF, Account Closed, DD return, and check reissues.
Reconcile ACH Payroll column from the Payroll Account Spreadsheet to Payroll Manager’s
spreadsheet (Add ACH-Payroll column number to the payroll check register total by

03/31/2009 98



Fermilab Accounting Policies & Procedures

weekly/monthly. Total should equal Payroll Manager’s spreadsheet Net column.).
Print reconciliation, sign and give folder with backup to Financial Manager.
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Voucher Account—Entering Cash Receipts Chapter: 20-Financial Analysis - Section: 20-Banking
Background/Policy
All Incoming Wires to the Voucher Account should be entered into the Oracle Cash Receipts

system.

There are 2 types of Cash Receipts entered into the Oracle Cash Receipts system:
1) Standard Receipts
2) Miscellaneous Receipts

Procedure
For each cash receipt posted to Oracle, write the batch number on the wire notice or daily bank
activity printout as you exit the Cash Receipts module. Add a comment (highlight the cell, right
click the mouse, Insert Comment) on the bank activity spreadsheet for the cell with each cash
receipt amount noting the batch number. This information is useful if you need to look at the
batch again later for any reason and it also keeps track of what is posted or not posted to Oracle.

Using the “Fermi AR Cashier and Wire Transfer” responsibility, under Receipts, click on
Batches.

'-'.ﬂ' Mavigatar - Fermi AR Inguiry

Functions | Documents
Receipts:Batches Summary

View Receipt Batches in Summary

+ Transactions Taop Ten List

- Receipts 1. Receipt View
Batches Summary

Receipts -

Receipts Summary
+ Collections
+ Customers -

A Receipts Batches form should open automatically on your screen. Change the Batch Source
field to WIRE TRANSFERS using the dropdown menu. Tab and Currency should fill in
automatically with USD. In the Totals area, enter the number of items and the total dollar
amount of the Cash Receipt being entered currently into a new batch. Click on Receipts in the
lower right hand corner to go to the next screen.
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[2 Receipt Batches (FERMILAB)

Batch Type |Manual-Regular -

Policies & Procedures

Batch Source |[CASH/CHECK RECEIPTS

Batch Number |

Batch Date [20-MAR-2009 Receipt Class |Manua|

— Totals

GL Date |20-MAR-Z009

Currency |USD

Payment Method |CASH/CHECK

Deposit Date  [20-MAR-2009 Bank MNarne |MB FINANCIAL BANK, N.A.
Comments Bank Account Number |131I]I]I]I]I]19
Count Arount Count Armount

Control | | Applied
Actual | | Unapplied
Reversed | | Cn Account
Difference | | Cash Claims
Prepayments
Unidentified

Miscellaneous

Returned | |

— Transmission

Mame |

Status |New

Lockhbox |

[ Partially Purged [|— ]

Batch |

( Receipts )

The next screen is the Receipts Summary screen. Click Open in the lower right hand corner.

s Summary (FERMILAB)

v
@ Receipts Summary
Receipt Date | Receipt Number Type GL Date Receipt Amt || Applied Amt |Paid From Cust# | Custorner Name ||Comment| State
Bz0 marz009 | Stan... v|[20.MAR2009 | | | | | | cleare:
U | | I | | | | | | |
| | | I | | | | | | |
| | | | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | | | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | I | | | | | | |
| | | | | | | | | |
A s | »
( Confirm... 1 [ Beverse... 1 ( Search and Apply [ Apply ( [ew | I Open )

The next screen is the Receipts screen. The following fields are affected:

Date:

Receipt Number:

03/31/2009

Change the Receipt Date to the actual date of the cash receipt using the
drop down calendar. The date needs to be in the format
DD-MMM-YYYY. Leave other dates as is.

In the Receipt Number field type in a short description of the receipt
starting with the receipt date. NOTE: Use no more than 20 characters
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Amount:

Receipt Type:

Policies & Procedures

and spaces to prevent problems with monthly Cash Receipts reports

that are printed. Examples: mm/dd/yy Wire A

Next to the Receipt Amount and USD field, enter the amount of the
separate cash receipt being posted. Fees deducted from the cash receipts
are NOT entered into Oracle. Fees are accumulated on the JVO1 to be

uploaded at month end.

In the Receipt Type field, leave it as Standard if you have an Invoice
number. Otherwise change this field to Miscellaneous.

= £33
v
—Receipt Balance:
Unidentified |
Payment Method |WIRE TRANSFER Receipt Date |20-MAR-2009 et [
Receipt Number | GL Date |20-MAR2009
On Account
Receipt Amount  |USD Maturity Date [20-MAR-2009 Unspplied I—
i Standard - i
Receipt Type | andar | Functional Amaount Cash Claims I—
Cl d
status | eare [ |— | Prepayments I—
WEN More
—Detail —C Bank
ldentify By Earned Discounts MNarne
Trans Mumber | )
Unearned Discounts Account
—Cust Payment Server [D
Name | Bank Charges Approval Code
Murnber | — Remittance Bank
Location | Name |MB FINANCIAL BANE
Taxpayer 1D | Branch |ROSEMONT
Account 880002015
Reference | Comments
Postrark Date

A) Standard Receipt Type: There are 2 types of Standard Receipts.

1) With Invoice Number:

Enter the invoice number in the Trans Number field.

Other fields will automatically fill. Then click on Apply in the lower right hand corner to
the Applications screen. Hit the F12 key on the keyboard or click on the yellow diskette
icon near the upper left corner to save the transaction. The box under the word Saved
should now have a check mark in it and it will say “Transaction Complete: # records
applied and saved” at the bottom of the screen. Close this screen by clicking on the X in
the upper right had corner. If the X for this screen is not visible, the click and hold on the
top edge of the screen and move it to the left.

(2 Prepayments: Enter the Project number in the Customer Number field. Other
fields will automatically fill. In the lower right hand corner in the Comments Box, type
in “PREPAYMENT ON ACCOUNT”. Then click on Apply which will bring you to the
Applications screen. Click On Account . Hit the F12 key or the yellow diskette icon to
save the transaction. Close this screen by clicking on the X in the upper right had corner.
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B) Miscellaneous Receipt Type: There are 2 types of Miscellaneous Receipts.
1) using a General Ledger Account number only, such as 32133 for CIGNA refunds
or 39131 for Insurance Offset receipts or
2 using General Ledger Account # 39996 and a Project/Task code

The screens are slightly different for each type of Miscellaneous Receipt.

For type (1) (CIGNA or Insurance offset) on the Receipts screen, change the Receipt Type to
Miscellaneous. You will get an error message which says “Warning: Changing the receipt
type will erase your customer information. You might be required to re-enter payment
Qethod and remittance bank information. Do you want to continue?”” Click on “OK.”

= 27
™
R
Unidentified 673.22
WIRE TRANSFER i 20-MAR-2009
Payrnent Method Receipt Date Applisd 0.00
i 3/20/09 CIGNA REFUND 23-MAR-2009
Receipt Mumber GL Date On Ascaunt 0.00
i uspD 673.22 i 23-MAR 2009
Receipt Amaount : Maturity Date Unapplisd 0.00
Receipt Type  Miscellaneous < Functional Amount 673.22 Cash Claims 0.00
Cl d
Sle eare [ Prepayments 0.00
= x|
hore
o iﬁ APP-AR-11237: Warning: Changing the receipt type will erase
'_DEI‘;:ntify B your customer information. ¥au might he reguired imegbiank
Y to re-enter payment method and remittance bank information. Mame
Trans Number Do you want to continue? PEEE]
Payment Server ID
C Ok Cancel
Name _—) Approval Code
Mumber ' Remittance Bank
Location Marne MB FINANCIAL BANE
Taxpayer D Branch ROSEMONT
Account 8880002015
Reference Carmrnents
Postmark Date

Then enter the General Ledger Account number in the Trans Number field. Hit the F12 key or
click on the yellow diskette icon to save the cash receipt. Close out of this screen.

For type (2) (where you have a project/task code) on the Receipts screen, change the Receipt
Type to Miscellaneous. You will get an error message which says “Warning: Changing the
receipt type will erase your customer information. You might be required to re-enter
payment method and remittance bank information. Do you want to continue?” Click on
“OK.”

Then enter the General Ledger Account number 39996 in the Trans Number field. Click on
Distributions in the lower right hand corner to go to the next screen. On the Distribution screen,
click in the small box under the brackets [ ] next to the white field under the word Comment.
This opens up another screen.
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2 R O Distribution (FERMILAB] - 19 POLAND WIRE
Receipt Amount 725.82 Currency ’ﬁ
B Tax Armount Activity |39998
Met of Tax I— Distribution Set |
— Distributi
%% Amount  GL Account Comment [1]
I 1woom | 725.82 [WA-0000000000-00000-39996.01 [
U | | | 0.
L I | | | ]
E I | | | 1=
Subtotal | 100000 | 725.82
Tax | |
Total 725.82
A I Infor
Description |WA GENERAL SCIENCE & RESE0000000000 NONE-00000 NONE-39996 ACCTS RECE
Fosted Date ,7
( ok ) [ cancel |

On the Accounting Distribution Information screen type in the 2 digit project code next the
Project #, type in the Task Number, and an Expenditure Type and Expenditure Organization are
needed. Click OK to exit this final screen. There will now be a number in the small space on the
previous screen. Click X to close. Now use the F12 key or click on the yellow diskette icon to
save the cash receipt. Close out of this screen.

© Receipts Summary (FERMILAE)

‘O R O Distribution (FERMILAE) - 3720/09 FOLAND WIRE
Feceipt Amount 725.82 Currency USD
Tax Amount Activity 39996 Type
Met of Tax Distribution Set dloer
— Distributi arme
% Amount  GL Account Comment [1] Murm
l 100.000 725.82 WA_.0000000000-00000-39996 -0 =
O Accounting Distribution Infarmation
ﬁ Context Walue (315033
Project # |
Subtotal  100.000 Task Nurber |

T Expenditure Type |

To  Expenditure Org |

Additional Information
Descri ( oK | [Qancel)l (C!ear)l (Help)l
Posted
" Branch
[0]74 Cancel ccount

Reference Comments

Postmark Date

As you back out of each screen by clicking on the X’s in the upper right hand corner, stop on the
original screen (the Receipt Batches screen) and write down the Batch Number on the
documentation used to enter the cash receipt. The difference in the Count and Amount should
both be zeros and the Status should say Closed. If not, the re-open the batch and make
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corrections as needed.

Entering Multiple Cash Receipts in a Single Batch: The amount of each wire is its own
separate receipt — (wire A, wire B, wire C, etc). To enter multiple wires from one receipt more
efficiently, enter the first wire and save (F12 or click the yellow disk icon in Oracle). Then use
the down arrow when you are back at the Receipts screen. Hitting Shift F5 will copy the prior
entry. Then edit the fields that need to be changed. NOTE: The Receipt Number must be
different from a prior receipt in the same batch even if the only difference is 09/05/09
versus 9/5/09 (without the leading zeros for the month and day).

NOTE: The Systems Administrator can answer questions relating to entering, correcting
and reversing Cash Receipt batches.
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Voucher Accou nt—Foreign Wire Transfers Chapter: 20-Financial Analysis - Section: 20-Banking
Spreadsheet

Background/Policy
The Foreign Wire Transfers spreadsheet is necessary for preparation of the Quarterly Foreign
Transactions report to the Department of Energy.

Procedure
Post all foreign wires — incoming or outgoing — to the Wire Transfers MMYY-MMY'Y .xls
spreadsheet. The wire transfers spreadsheet is found in the Shared-data drive (T:) under

= _’“ﬁ Shared-data on ‘Bsssrvzzz' (T:)
= ) AcckDept
|2 AcckgDeptOfc
| APShare
[=l ) Financial Analysis
) 45 day letter
I ACE Survey
I AP Daily Balancing
= |Z) Bank Files
3 Loc
=l |2 MB Financial Bank.
I empky
) Fyo7
= ) FYos
|3 Draily Activity
=il Dr v
|=) Depository Account
|2 Reconciliations

The file name is Wire Transfers MMYY-MMYY .xls
Enter Foreign Cash activity for the quarter. The following is a quick guide:

Wire In = Negative

Wire Out = Positive

Wire fees deducted from foreign wires — project/task 80/80.2.3
Foreign Wires In should have “R” Code, project/task # or Invoice #
Foreign A/P Wires Out should have acct/task #31511

Foreign Payroll Wires Out should have acct/task #31514

Use previous postings as examples. Give to the Financial Analysis Manager for review. After

sorting by Account or Task number or by Country, the posted wires are used in the preparation
of the Quarterly Foreign Transaction report to the Department of Energy.
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Voucher Account Dally Procedures Chapter: 20-Financial Analysis - Section: 20-Banking
Background/Policy
The Voucher Account number at MB Financial is #8880002015. It is GL Account #31511.

On a daily basis, Fermi bank activity is reviewed on the website provided by MB Financial
Bank. Daily activity is printed, downloaded, and saved as an excel file for future reference as
needed. The activity is entered into a worksheet, appropriately classifying all activity for easy
entry into Oracle General Ledger as JVO1 at the end of each month. Each day, the balance per
the worksheet after all activity is entered is compared to the balance provided on-line. Any out

of balance should be investigated and corrected on the worksheet.
Procedure

Accessing the MB Financial Bank website for daily account statements:

Click Mb Financial Icon (www.mbexpress.blik.com)
Type User Name and click Next
Type Password and click Login
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ifi1’?{::3_[1(:1.111
eyl

Home Page

webexpress

Policies & Procedures

C? help 57 contact us /IE\ h

Funds Momt Check Momit

Tuesday, June 24, 2008 15:51 EDT

Reporting

Pending tems

Favorite Applications

Favorite Accounts

o pothing to do at this time

s Account Statement
& Account Summaty

Account Mumber

200835500
5550002015 $( 275,
BE50002023 34
1510000018 $647,
107114400
107115400
Sy=tem Downtime - June 23, 2008
Welcome to Web Express! .
LAttention Web Express Customers: (=
Cuie to a water leak at one of ME i
Financial Bank's service
providers vesterday, hardware damage
resulted i vour mability to access our
‘Web Express & Deposit Express
svstems. Technical Support worked
diligently throughout the day and mght .
ST R I YN | IS P P |
Click Reporting menu
Click Account Statement
Click Voucher Account
Select date range
Click Yes for Transaction Memos
Click Yes for Transaction Descriptions
Click Screen for Output
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; MB Web Express - Microsoft Internet Explorer provided by Fermi Business Services

Policies & Procedures

File Edit ‘iew Favaorites Tools Help | .,l{l
y L . A B
@Back - -\) - \ﬂ @ \é ‘ pSearch “:.Aq‘ Fawvorites Q‘B‘ =" .ﬁ] h _J ﬁ

Address Iﬁ:l hittps: | fravaa, mbwebesxpress, blilk, com/Main, asp

B> K= |Links =

Search Companion ., _
financial
bank

Information Reporting

webexpress

Check hgmt

Funds Mot

(? help S5 cortact us ﬁhome %Iogou’[

Reparting Administration

Tuesday, July 1, 2008  16:40 EDT

Accournt

Yhat are you looking for?

Type vour guestion below, For
best results, use complete
senkences.

All
107114400

107115400
Q00395500 (Depositary Accourt)
2015 (v oucher it COA)

Account Statement

Plaase bype your query here,

then press <Enter >, Diate Range

Sample guestion:

Find a list of plumbers in
Partland

Tranzaction Memos

[5:3002008 v| From
=

‘ou may also want ko, Transaction Descriptions

[CRVE S e

ﬂ?;] Search this computer For
files

Change preferences

Cutpout

& screen O File

Privacy Statement IHow Dol..

Il

[&] mouse up
Wstart| | & @ = P 32

Submit | Reset |

Server L

’_ l_ ’_ ’_ E|ﬂ Inkernet

ERAEBECKER

» | @ Eizab... | E)orad... | &) orade...| & orace...| Ere-ob...| BimeFn...| (3 Tacc..| EveFn. [[E]MBw.. [« BEHBE a9em

Click Submit

Click Print and pickup statement from printer
Click Close

Click File for Output

Click Submit

Click Export
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a https:/ /www.mbwebexpress.blilk.com - CS¥ Export - Information Reporting - Account Statement - Microsoft Internet Explo

Excluced Fislds m Included Fields
Mumber -
CurrencyCode
' Title
PostedDate
CreditAmount
DebitAmount x|

Change column order by dragging headers. (Data dizplayed iz sample data.)

Account Statement

kumber CurrencyCode PostedDate Creditmaourt Cebit A mournt Code Description Reference H2ndReferenc
A =D Title 01401 /2003 1111 11 1111 41 111 Code 111 1111 11 1111 11
222022 =D Title 020202003 222222 222222 222 Code 222 222222 220222

[Elome ([ B

Click Save
Save to Shared-Data Drive (T:)
=% Ebecker$ on 'BsssrvE22' (H)
= g Shared-data on 'Bsssrvzzz' (T
=l [ AcctDept
|5 AcctgDeptofc
I APShare
=l 53 Financial Analysis
[ 45 day letker
|53 ACE Survey
I3 AP Daily Balancing
=l 53 Bank Files
I LoC
= L) MB Financial Bank,
I empty
I Froz
= L) Fyos
I Daily Activity
I3 Daily Draw
|0) Depository Account
El ) Reconciliations

Save each day using the following naming convention: MM-DD-YY 2015
Click Close

Post Daily Bank Activity to spreadsheet

Once the daily information is available (downloaded and printed above) it can be entered on the
voucher account worksheet.
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The voucher account spreadsheet is found in the Shared-data drive (T:) under
[+ Z¥ Ebeckerg on ‘BsssrwlZZ (Hi)

= _f Shared-data on ‘Bsssrv2z2' (T:)
= ) AcctDept
) AcckgDepkOfc
) APshare
= |Z) Financial analysis
3 45 dav letter
) ACE Survey
L3 AP Daily Balancing
[=l |3 Bank Files
) Lo
=l [2) ME Financial Bank.
) empty
) FYO7
= I55) Fy0s
) Doaily Ackivitsy
) Daily Draw
) Depositary Scoounk
=l [2) Reconciliations

File Name = FRA V FYY'Y-8880002015.xIs.

At the beginning of each new month, add a worksheet, rename the tab for the current month, and
copy the previous month’s worksheet onto the new worksheet. Change dates and clear out
amounts before filling it in with the new month’s data. Then save the file.

Reformat the new worksheet to print in landscape format on one page. Go to File, Page Setup.
Click on Page and change orientation to Landscape and Fit to 1 page wide by 1 page tall. Click
on Margins and change Top, Bottom, Left and Right to 0.25, and Header and Footer to 0. Click
on the Header/Footer tab, then Custom Footer. Create a custom footer similar to the previous
month’s worksheet with your name and current date. Do a Print Preview to make sure the newly
added worksheet page will print in landscape format on one page and then save these changes.

Post the bank activity to the corresponding columns. Post the number of checks paid taken from
the daily bank activity total number of debits adjusted for the number of any non-check debits.
Post the dollar amount of Checks Cleared using the total debits for the day adjusted by the
amounts of any non-check debits. Post the wire information on the bottom section and use a
formula to include the amounts in the top section. Type in the ending bank balance in the last
column Balance per MBF and make sure the difference is zero for the day.

The following is a recap of spreadsheet headings versus bank captions:

Per Spreadsheet Per Bank Description
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Draw 051036803:1796144 CH11359
This is where the amount of the Daily Draw against the Letter of Credit (LOC) in the VVoucher
Account # 8880002015 is posted. These amounts are accumulated for the month and become
part of the JVOL1 (also called the FRA001) uploaded at the end of each month.
Checks Cleared Check Paid
Self-explanatory. Used for the monthly bank reconciliation.
# Cks
Self-explanatory. Used for the monthly bank reconciliation
Wires Out In Checks Clrd Foreign Remittance (or Other)
Post any Foreign Remittances or Other Debits in this column. Includes Wires Out which are
processed through Accounts Payable. Details of these items are shown in the bottom section of
the daily bank activity where the Checks Paid are also shown. It is important to designate
Foreign Wires with an F. Provide 2 copies of the wire confirmation to the Accounting Secretary.
Transfers from Dep
This is where any transfers from the Depository Account are posted. This total is included in the
JV01 at the end of the month
Trans. (to) from 8880002023 Misc Credit or Debit (Any Type)
From or To 8880002023
Post any transfers to or from the Payroll Account # 8880002023 in this column. This total is
included in the JVOL1 at the end of the month
Medical 40017624 Univ Research Assoc MP
(Outgoing Money Transfer)
Post any Univ Research Assoc MP (for Medical Payments) in this column.
FSA/CGLIC 38171825 Fermi Research Alliance LLC
(Outgoing Money Transfer)
This is the total amount of the Flexible Spending Account reimbursements for the week. HR
provides a report which shows the breakdown between Dependent Care and Health Care for the
JV01. Make a copy of the final page then return to HR.

Keep a copy of the last page of each week’s report to find the amount of Dependent Care listed
as “Dep Care Expenses” under “Reimbursement Reason” on the last page. Total the remaining
amounts (Vision Care, Medicines or Drugs, Miscellaneous, Smoking Cessation, Orthodontia,
and Miscellaneous (again) for the Health Care amount for the week. Keep these pages as
back-up with all the bank activity pages for the JVO1 at month-end. Report used for FSA
reconciliation also. If report is not available during close, email CIGNA for breakdown.

ProCard/Smart A/C 31112 TotalSystem CommCard
(Preauthorized ACH Debit)
Post any Total System CommCard amounts in this column. The weekly amounts should agree to
the cover Daily Transaction Summary Report provided by the Inventory Accountant weekly.
Circle and date the amount on the cover sheet received and include all those pages as back-up for
that day’s bank activity.

Miscellaneous Wires Out/In
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Post in this column any outgoing wire that does not go through the Accounts Payable system,
such as the Illinois Department of Revenue (IDOR) gross sales tax and the FRA transfer of funds
to the Department of Energy (DOE) for “Work For Others” (WFO).

This column is also used toward the end of each month to post Cash Receipts when it is too late
to post them directly into Oracle. The last Cash Receipts will go to Account #39130 and will
need to be reversed from account #39130 and reposted to Oracle the following month to their
correct Projects/Tasks or general ledger account number.

Payroll Wires A/C 31514 Foreign Wires
This column is used to post the outgoing wires for payroll payments to employees located at
CERN in Switzerland and France.

Wires In A/R Fermi Research A Insurance Offset
Foreign Wire In
(Incoming Money Transfer)
Post any Fermi Research A Insurance Offset or Foreign Wire In in this column. Detailed
information received from Grants & Contracts or Conferences should be included on the
worksheet. Wires In must be entered in the Oracle Cash Receipts module.
Wire Fees/Postage Information Received from AR &
BSS Distribution Dept.
Post any wire and postage fees in this column. These are shown separately on the JV01 and
uploaded at the end of each month via a PAB. Postage & wire fees are not posted into Oracle.

Payroll Tax Payments FRB Minneapolis or
IRS USA Tax Pymt
Employment Devel EDD EFT Pmt
Other State Tax Payments
Post any federal or state tax payments in this column. The Payroll department provides a Yellow
check request sheet with backup for any tax payments. Use these pages to post the tax payments
to the JVO1 throughout the month using the correct description and general ledger account
number. Keep these pages with the bank’s activity pages for the day of the transfer.

Payroll Garnishments Garnish Offset
Post any payroll garnishments in this column. The Payroll department provides a Yellow check
request sheet with backup for any garnishments. Use these pages to post the garnishment
payments to the JVO1 through out the month. Keep these pages with the bank’s activity pages
for the day of the transfer.

Payroll TIAA-CREF TIAA-CREF
Post the weekly and monthly TIAA-CREF payments in this column. Provide 2 copies of the
wire confirmation to the Accounting Secretary. They will provide one copy to the Payroll
Department. Post these amounts on the JVO01 throughout the month.

CIGNA Refunds A/C 32133 CIGNA HealthPlan Refunds
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Post any CIGNA refunds in this column. Post these cash receipts into Oracle as a Miscellaneous
Transaction using General Ledger account number 32133.

Post amounts to the JVO01 according to their category. Some items are posted as a single
monthly amount, some items are posted separately.

Wire Notices via E-Mail from MBFinancial

E-mail notices are received for incoming and outgoing wires the day of the transaction only if
they are denominated in U.S. Dollars. Some outgoing wires are denominated in Euros or Swiss
Francs (CHF) so no e-mail wire notices are received for these. All wires can be seen on the daily
bank activity printout from the MB Financial Bank website whether an e-mail is received or not.

Throughout the day as new e-mails are received from MB Financial Bank for the current day’s

activity, print out the bank advices and make copies as appropriate.  The e-mails will be

matched up the next morning to the printouts of the previous day’s bank activity from the MB

Financial website.

Incoming Wire — Advice of Credit — make 2 copies of the e-mail attachment

For Payment of Invoices (A/R) - Forward 1 paper copy to Grants & Contracts — keep a copy.
Grants & Contracts will return copy with written information on
the credit advice. This information is needed to enter the cash
receipt into the Oracle system.

For Conferences — Forward the bank e-mail with the attachment to Suzanne Weber (
sweber@fnal.gov) asking for Project/Task information and a breakdown
of the amount. Suzanne will e-mail back with the information necessary
to enter the Cash Receipt into the Oracle Cash Receipts system. Print out
Suzanne’s e-mail response as back-up kept with the daily bank activity
printout. When entering as a cash receipt, the expenditure type should be
one of the following:

Registration Fees Received for Registration Fees,
Material Purchases for Lunches and Banquets.
The Expenditure Organization is PPD-SS Conferences.

Post the detailed information on the Daily Bank Activity spreadsheet in column Wires In A/R.

Outgoing Wire — Advice of Debit — make 3 copies of the e-mail attachment

For Accounts Payable Items

Sylvia Gonzalez, Accounting Secretary, needs 2 copies — keep the 3" copy. She will provide a
copy of the back-up that matches the outgoing dollar amount (copy for the JV01). If the wire is
denominated in Euros or Swiss Francs, the amounts will not match since the bank amount will be
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in US Dollars. Match up names or invoice numbers instead. Sylvia forwards 1 copy of the debit
advice from the e-mail to Accounts Payable so the wire can be cleared off pending list.

Management Fee

The monthly management fee payment is listed as a “Debit To 181000027 on the bank activity
page at the beginning of each month. This is a transfer to the Fermi Research Associates (FRA)
bank account. Sylvia needs 2 copies of the monthly management fee payment. Copy the bank
daily activity page for her as proof of the payment of the management fee.

Other Debits or Credits
Debits -

TIAA-CREF - these are weekly amounts — provide Sylvia 2 copies of the bank activity page.
She provides one copy to the Payroll Department.

Credits -

Fermi Research A Insurance Offsets — these are monthly benefits amounts — provide a copy of
the bank activity page with the amount circled to Benefits Dept. (location 126 WH (15W)). Post
the amount of the insurance payment received into Oracle as a Miscellaneous Cash Receipt using
general ledger account # 39131.

End of the Month Procedures - JV01

Throughout the month, remove the customer receipts from the MB Financial envelopes and sort
into date order. The customer receipts for the Voucher Account for the month are kept in the file
with the bank reconciliation back-up documents. Any customer receipts for the Payroll Account
should be forwarded to Payroll.

At month end, following a review by Liz Becker, Financial Analysis Manager, the JVO1 and the
Daily Bank Activity spreadsheets are e-mailed to Regine Cowan as attachments for her
preparation to upload to Oracle. Print 3 paper copies of the Daily Bank Activity spreadsheet for
the Voucher Bank Account reconciliation file (1 copy) and the Auditors’ File (2 copies).

Print 2 copies of the JVO01 after it has been reviewed and it is ready to be uploaded — 1 copy goes
with the entire bank back up information in the file each month, 1 copy for the bank account
reconciliation.

The total amount of the Daily Draw is provided to Fritz Auguste at the Department of Energy
either via fax or e-mail. He will verify his agreement with the monthly total.

Regular JV’s used each month are as follows:
JVO01 - Letter of Credit (LOC) receipts
PABO002 — Merchant Charges
JV40 - Reclass 39130 wires
JV41 - FSA Payment Adjustment (CIGNA)
JV42 — Letter of Credit — Invoice Payments
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JV43 -

Misc Bank Transactions
Example: Cancellation of Outstanding Check
Send a letter to the persons letting them know that they did not cash their check.

Before reissuing any check, an Indemnity Letter must be signed by the person to
whom the check was issued.

An extra JV is used at fiscal year end:
JVO1A - Letter of Credit (LOC) receipts at fiscal year end.
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Voucher Account Reconciliation
Background/Policy

Procedure

Policies & Procedures

Chapter: 20-Financial Analysis - Section: 20-Banking

Open Oracle and run an Account Analysis for voucher account 31511.

Copy Voucher account daily bank activity spreadsheet and JV01 and JV042 for month.
Obtain bank statement of voucher account from MB Financial.

The voucher reconciliation file is found in the Shared-data drive under

= ﬁ Shared-data on 'Bsssrvzz2' (T
[=1 [ AcctDepk
) AcckgDeptOfc
I3 APshare
[=1 ) Financial Analysis
|Z) 45 day letter
|2 ACE Survey
|2 AP Daily Balancing
[=1 ) Bank Files
) Lo
[=] [2) ME Financial Bank.
|2 empty
) Fyo7
= ) Fros

|20 Daily Ackiviky

|20 Daily Draw

|2 Depository Account
=l [2) Reconciliakions
| Accounts

) Banks

Download MB Financial Bank check file for current month.
(See MB File Express File Download Instructions)

A

s

B File Express File Download |nstructions. pdf

Save file to Z:\Inbound\recmmyy.dat

Load the Bank File to Oracle

Using Cash Management responsibility, Choose Other, Programs, Run
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Other:Programs:Run
Submit requests
© Submit a M quest

What type of request do you want to run?

submit an individual request.

® Request Set
Th I to submit 3 pre-defined set of

(=]
_

Cancel

From the list of values, choose Fermi Bank Statement Load.

R

st

Run this Request...

e [Fermi Bank Statement Load

American English

O Parameters

Data File Dir

e
I EG FIN-WHAE-HP4015N 02

0

The parameters window will appear.

Enter the file name from the previous download.

Hit OK.

The statement name will default to the current month. Hit Submit Request.
Print bank record count output sheet.

See Step 1 Load the Bank File under the Production Applications Documentation database for
more information regarding errors.

Run the Import AutoReconciliation
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N

Using Cash Management responsibility, choose Other, Programs, Run
[¥ I¥ it S ser

Functions
Other:Programs:Run
Submit requests
O Submit
Cash Pos
Cash For What type of request do you want to run?

submit an individual request

# Request Set

Th you to submit a pre-defined set of

[o0]%#] []e]

Cancel

From the list of values, choose Bank Statement Import & AutoReconciliation.

©5ubmit Regquest

Run this Request...

= Bank Statement Import & AutoReconciliation

EMROSEMONT

e statement

The parameters window will appear.

Enter our bank account number using the mini list of values.
Enter the bank statement number using the list of values.
Leave the bank statement dates blank.

Enter today's date for the GL date. (Should default).

Leave Receivable Activity and Payment Method blank.
Keep NO ACTION as the default for NSF Handling.

Hit OK.

Hit Submit Request.
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The AutoReconciliation Execution Report will run. Review the output for unreconciled items.

Reconcile Error Transactions

Using Cash Management responsibility, Bank Statements and Reconciliation.

A% havigatar - Cash Management Superuser L

Functions

Bank § and Reconciliation

Cash Positioning =i Top Ten List
Cash Forecasting 1. Requests: Submit
- Bank Statements 2. View Bank Statements

Bank Statement Interface =»
Bank Statements and Recon @8
o -

+ Manual Clearing
+ View

+ Setup

- Other
Concurrent
Profile

- Programs
Run =]
ar enennns [+]

ot [%e e [0 [+

A “Find Statements” window will appear. Locate the statement to be reconciled.

=
Account Mum Statement Mum Statement Date Curr Check Digits Account Name Bank Mame Bank Branch
AN 8880002015 03/05/2009
'FEB09 ¢ usol
her Check Dig
GL Date
4 3

Requery = Review

Hit Review.
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h.

her  B830002015 MO ET N Youcher
- \MB FINANCIAL BANK, N.A. ik A ROSEMONT
03/05/2009 Curre usD

EB 09

03/05/2009

Control Totals Line Totals

Amount L

Hit Lines.

The checks cleared transactions will appear.

FERMILAE) - FE

v

SIS 8860002015 G 03/05/2009

Amounts
Trangaction Arnount
Line  Type Code  Murnber Date Yalue Date Amount Reconciled Charges Status
| Payment ~Jo1  [oos3se7e [02/02/2000 [02:02/2000 60,108.15 60,108.15 Reconciled
2 Payment <Jo1  [oosasesz  jo2mzz009 2022009 2604098  26,040.98 Reconciled
3 Payment <Jor  [oos3gsss  jpamzz009 222009 2327338 2372338 Reconciled
i Payment <Jo1  oosasssz  [ozmzz008 (02022000 058282  20582.82 Reconciled
5 Payment <Jo1  |oosasesz  [o202/2009 (020022009 18,128.78|  18,128.78 Reconciled
G Payment <Jo1  oosasess  [o202/2000 (020022009 16,076.61|  16,076.61 Reconciled
G Payment <Jo1  oosasesz  [o2m2/2000 (020022009 9,465.84 9,465.84 Reconciled
G Payment <Jo1  |oosassos  [o2m2/2000 (020022009 6,574.01 6,574.01 Reconciled
b Payment <Jo1  oosassoo  [o2m2/2000 (020022009 5,850.00 5,850.00 Reconciled
10 [Payment -Jo1  oosssszs  [o2m2/2000 (020022009 5,300.00 5,300.00 Reconciled
1 [Payment -Jo1  Joosasstn  [o2m2/2000 (020022000 5,288.92 5,288.92 Reconciled
12 [Payment -Jo1  oos3ez17  [o2m2/2000 (020022009 4,848.91 4,848.91 Reconciled
Payment <Jo1  |oosasess  [o2m2i2009  [02:02/2009 4,380.00 4,380.00 Reconciled

To find the UNRECONCILED transactions, hit F2 and choose Status of Unreconciled.
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O Find Lines

Ling Mumber

Reconcile the “no matching payment” batch errors. Use the copy of checks cleared in the bank
statement to find correct check numbers.

See Step 3 Reconcile Error Transactions in the Production Applications Documentation
database for more information regarding errors.

Complete the Reconciliation
Under the Cash Management Reponsibility, run the following reports:

Payment Exceptions Report:

O Subrmit Regquest

Run this Request...

Payment Exceptions Report
American English

MB FINANCIAL BANK, N.A. - ROSEMONT

Void Payment Register:
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oid Payment Registe|

American English

Language Settings... Debuy Options

At these Tir
Run

Upon Com

Bank Statement Detail Report:

Bank Statement Detail Report

American English

Upon Comp

Open the Oracle Fermi Inquiry & Reports responsibility, choose Payment History:
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5 Mavigator - Fermi Ingquiry and Reports |

Functions

Payment History

Requests =l Top Ten List
Requisition Inquiry
Purchase Order Ingquiry
PO Change History :
Invoice Inquiry
Supplier Inqui
T —
Account Inquiry
Journal Entry Inguiry
Receiving Inquiry
Material Transactions Inquiry
Item Information Inquiry
Item Costs Inquiry

Using the flashlight, enter the parameters below. Export the information retrieved and
save to the Shared Drive (T:).

Type |Bank Account Document Document Mum FPayment Date Payment Amount || Curr ||[ ]/|Batch Name Acco
Quick =

B A A »

1) Void checks from last day of current month to the end of the first weekof next month
2) G/L wires from last month first day of close to current month first day of close

3) Checks issued per G/L for the last days of the month after the first day of close

4) Checks issued per G/L from last month the day after the first day of close to current
month first day of close

Open voucher reconciliation file and prepare schedules in the 31511-detail worksheet first.
The first schedule uses the following reports:

Daily Bank Activity Spreadsheet

Bank Statement Detail Report By Statement

The second schedule uses the following reports:
Account Analysis Report for 31511
JV042 for the month
Daily Bank Activity Spreadsheet
JV01

The third schedule uses the following reports:
Last month schedule
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Current Month Schedule 31511-Detail 1&2
Void Checks report from Oracle

G/L Wires report from Oracle

Payment Exceptions Report

Void Payment Register Report

Checks Issued per G/L Reports

Daily Bank Activity Spreadsheet

After the 3 supporting schedules are done, open the 31511 worksheet. Post Beginning Balance ,
Credit Activity , Debit Activity and Ending Balance for Balance per Bank Statement and Balance
per General Ledger lines. Zero out last month Outstanding Checks and post current month
Outstanding Checks (from schedule 3 of 31511-Detail). Zero out Wires Not Cleared in AP and
Checks Issued the last days of the month after the first day of close from last month and post
current month Wires Not Cleared in AP and Checks Issued the last days of the month after the
first day of close (from schedule 3 of 31511-Detail). Post any Bank activity not yet recorded to
G/L. Post any G/L activity not posted to Bank. Post checks voided next month included in
Outstanding Checks this month (from schedule 3 of 31511-Detail). Print reconciliation, sign and
give folder with backup to Financial Manager.

Clear Wires and Zero Checks
Manually clear wires and zero checks from outstanding wires and check lists every month.
Under the Cash Management responsibility, choose:
Bank Statements
Manual Clearing
Clear Transactions

e P—— D T

‘5 Mavigator- Cash Management Superuser

Functions | Documents

Bank Statements:Manual Clearing:Clear Transactions

Cash Positioning Top Ten List
Cash Forecasting 1. Requests: Submit
- Bank Statements 2. View Bank Statements
Bank Statement Interface J
Bank Statements and Reconcil
- Manual Clearing
«

Unclear Transactions

rnn

+ View
+ Setup
+ Other
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Functional Cost Reporting Chapter: 20-Financial Analysis - Section: 200-System Administrator
Functions

Background/Policy
This procedure will identify the steps to gather the functional cost data and submit it to DOE.

X

a. Run the query "fcc direct costs with project and task”. fec direct costs with Praject and Task.DIS

Change the period criteria to the SEP of the current fiscal year. Export this raw data and save to a file for
future years' use to compare Functional Cost codes. (data cannot be re-run 13 months later, and will not
have the code in effect at the time).

Step 1:

@]

b. Open the query "fcc direct costs". foe direct casts.DIS |t gathers the direct cost from Oracle Projects.
Change the period criteria to the SEP of the current fiscal year. First, turn on the condition "Functional
Cost Code is NULL". Add the project/tasks as display items. This will search for tasks with cost in the
current fiscal year that are not assigned to a Functional Cost Code.

If any tasks appear with cost but do not have a functional cost code, and they are new, review
the set up sheet to see if the FCC was omitted in the set up and add it to the task set up screen. [ If it
was not on the sheet, follow up with the budget officer for that project to obtain an FCC code. Enter the
missing FCC codes in Oracle Projects.

Take off the display of Project and Task, turn off the condition "Functional Cost Code is NULL"
in the query and run it again.

The B33 cost code is for Fermi purposes only - it should be combined with B13 for this report.

X

Run this query comp maint ad.015 to extract Maintenance Expenditure types from any tasks for
computing division that are NOT in B13 or B33. Change the period criteria to the SEP of the current fiscal
year. Adjust the data above by subtracting these amounts from their original FCC category and adding to
B13 Maintenance.

Step 2:

Step 3:

X

Run this query machine shop adi.0I5 to determine the Machine Shop Adjustment. Change the period
criteria to the SEP of the current fiscal year. The amounts in any functional cost code other than B18
(Lab/Technical Support) need to be backed out of those codes and added back to B18.

Step 4:
The amount from the cost budget report for B&R 600303000 will be a reconciling item between the query

results from PA and the cost budget report. This total from the cost budget report needs to be shown in
the OTHER section of Mission Direct from High Energy Research on the functional cost report.
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The total for B&R 40040990 and 40040330 should be deducted from the categories they are coded to,

<X

(usually Mission Direct) and shown separately as "Work for Other Federal Agencies" 4004 adi.DI5

Step 5: Check for the YTD total on XYM/80 in the GL. This amount should be offset with the total of
B13, Plant Facilities/Engineering.

Step 6: Make the WFO other adjustments:

a. Run this query for AR accounts for other labs that must be ADDED to our numbers, in C20 Mission

@]

Direct. 4R projects other labs. DS

b. Run this query for AP invoices to other labs that must be SUBTRACTED from our numbers. This
guery must be run for each of the labs in BS accounts 14140 thru 14155. Exclude any invoices that look

X

like they were for travel for a conference or other such costs. *FO_TASK_TRANSACTION_DETAILS.DIS

14140 14140 IDAHO OPERATIONS OFFIC Yes No
Yes Yes Asset

14141 14141 STANFORD LINEAR ACCELE Yes No
Yes Yes Asset

14142 14142 LAWERENCE BERKELEY LAB Yes No
Yes Yes Asset

14143 14143 LOS ALAMOS NATIONAL LA Yes No
Yes Yes Asset

14144 14144 LAWRENCE LIVERMORE NAT Yes No
Yes Yes Asset

14145 14145 UT-BATTELLE/OAK RIDGE Yes No
Yes Yes Asset

14146 14146 OAK RIDGE ASSOCIATED U Yes No
Yes Yes Asset

14147 14147 MARTIN MARIETTA-OAK RI No No
Yes Yes Asset

14148 14148 E.G.& G. ENERGY MANAGM No No
Yes Yes Asset

14149 14149 SUPER CONDUCTING SUPER No No
Yes Yes Asset

14150 14150 DOE CHICAGO OPERATIONS Yes No
Yes Yes Asset

14151 14151 ARGONNE NATIONAL LABOR Yes No
Yes Yes Asset

14152 14152 DOE WASHINGTON HQ (WA9 Yes No
Yes Yes Asset

14153 14153 BROOKHAVEN NATIONAL LA Yes No
Yes Yes Asset

14154 14154 PRINCETON PLASMA PHYSI No No
Yes Yes Asset

14155 14155 SANDIA NATIONAL LABORAT

Step 7: Miscellaneous Income(FCC code 00) must be moved to the bottom of the FC report as a
reconciling item. Remove it entirely from the final report,

Step 8: Run a YTD trial balance for B&R 0000000000 and total the G&A cost elements 81, 8L, 8P and
8S. (Also run one for B&R AREXEMPT. These should be zero but may not be, and you will need this
amount also for balancing) This is the indirect on Accounts Receivable.

Spread this amount over General Support, B12 Facilities Management, and B13 (and B33) Maintenance.
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See attached file for an example: 2003arspread.xl:
Step 9: The grand total should balance to the cost budget report.

Step 10: Calculate the percentage change from last year's amounts and the percentage change from
five years ago, for commentary on the site profile. Investigate large differences by reviewing the detalil
tasks in the file from step 1, and the corresponding file from last year. You will probably have to contact
the FFM's and / or budget office for explanations, that may also be used in the site profile.

Step 11: Start a draft of the site profile using last year's as a model, and incorporating new percentages

and explanations of large changes. The CFO or COO will revise if required and add the cost savings
initiatives.

The following steps were not required in 2005 due to the STARS conversion. They are left in this
document in case they are needed again in the future.

Step 12: (This step was no longer required beginning FYO06 -but is left here just in case)

Create the MARS Recon report: FSCR 2003 Template.xRun the following queries to %et the data for Cost

2] P

Incurred, mars_recon_cost_incured 0I5 Net Change in Funded Inventories, mars_recon_net_change_inv.0IS BSC

X

8112 with OPI not equal to xx90, 8112 nat like %30.015
81112 can be queried on the funds available inquiry screen in GL, using SEP YTD. 2003 Example:

FSCR 2003.xls

Procedure
Updated for MARS Recon and spreading AR Indirect Costs.
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Review of Functional Costs/Peer Review Chapter: 20-Financial Analysis - Section: 200-System Administrator
Functions

Background/Policy
Before beginning the Functional Cost reports, long task names and task descriptions should be reviewed
for obvious misclassifications that the peer reviewers would find in their audit.

For example, the query below should be used to find task names and descriptions with the word
Maintenance, MAINTENANCE, Maint, MAINT, that are not in the Maintenance Funtional Cost Codes of
B13 and B33.

Others words to review:

Security, SECURITY, Secure, SECURE, s/b in Safeguards and Security (B15)

Remodel, REMODEL s/b in Facilities Management (B12)

Waste, WASTE s/b in Environmental (B10)

Water Testing, Sampling s/b in Environmental (B10)

Vehicle, VEHICLE s/b in Logistics Support (B16)

Educational Reimbursement s/b in Human Resources (A2) if broken out as a separate task

Work to still be done from the FY07 Peer Review
Financial Support in the field s/b in Program/Planning Activities (A7)
Stores inventory change s/b in Logistics Support (B16)

@]

tazks names to review. DIS

Procedure
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Cost Transfer Guidelines Chapter: 20-Financial Analysis - Section: -Cost Transfers
Background/Policy
The following guidelines were shared with the Field Financial Managers on April 15, 2004:

Guidelines for Cost Transfer Requests

The Laboratory has various processes in place that help ensure that costs are charged to the right
cost objective, and because of this a presumption exists that the first place charged is the best
place charged, absent evidence to the contrary. This document is intended as a reminder of this
basic principle, and as a help in preparing cost transfer requests.

The following are some characteristics of a proper cost transfer request:

1. Valid reason the transfer should occur, e.g. correcting error; proper cost allocation across
cost centers; outside organization agreed to pay.

2. Proper authorization, especially of organization receiving the charge. Large dollar items
should have management signoff in line with requisition approvals.

3. Adequate backup documentation supporting the transfer amount. Costs must have been
incurred, not just committed.

4. Allowability/Appropriateness:

a. Transfers across “cost objectives” (service types) get closer scrutiny.

b. Transfers across fund types (OP, INV, PL, EQ, AR) get closer scrutiny. Fund type
change should be explained and any property management issues addressed.

c. Transfers across fiscal years are generally not appropriate but there are some
exceptions, e.g.:
I. Transfersto A/R
ii. Transfers correcting errors on assets (plant, equipment, inventory)

Feel free to call Cindy Conger or Mike Rhoades in Accounting at any time to discuss cost
transfers.
Procedure

03/31/2009 130



Fermilab Accounting

Policies & Procedures

Receiving and Processing Monthly Division Chapter: 20-Financial Analysis - Section: -Effort Reporting
Effort Worksheets
Background/Policy

PURPOSE

The purpose of this procedure is to document the steps required in the Accounting Department to
receive the effort reporting files from the Division/ Section/Centers and upload the transactions
to the General Ledger.

Effort reporting is in effect a cost transfer of payroll from an employee’s home project/task
number to a project/task number where work was actually performed.

POLICY

It is the policy of the Laboratory to enter effort reporting cost transfers at actual, using the

employee’s rate in Payroll as of the end of the month for which the transfer is requested. Effort
transfer requests from the Division/ Section/Centers are to be made in a timely manner and can
not cross Fiscal Year boundaries.

Procedure

1. PROCEDURE

1. Monthly effort reporting transfer files are E-mailed from the Division/ Section/Center Field
Finance Managers to a specific effort reporting mailbox at effortreporting@fnal.gov. Mail
retrieval is limited to authorized individuals.

2. Accounting opens the E-mail and saves a copy of the original spreadsheet from the division.
Accounting also prints the E-mail message for backup to the journal entry.

3. Accounting opens the Excel attachment of the effort reporting transfer file and reviews the
file for accuracy. The heading must be complete and all data for transfer must be entered in the
respective columns. Make changes as needed to correct the file and contact the Division/
Section/Center with any questions or if the file received is in the wrong format.

|Division/Section:
|Maonth Effort Incurred:

IEﬁDrt Reporting Input Sheet !

FESS
REVISED JANUARY 2007

|Contact: Martha Garcia

JFMAL FrAL Transfer Transfer Transfer Transfer REGULARE OT

JEMPLOYEE EMPLOYEE Ta Ta From  From  HOURS HOURS
MUMBER MAME Project# Task# Project# Task# "WAW" ONLY A" Q|

1101450 Michalak, Michael P GOB154 1.3 GO6133 1.2

4. Accounting performs a sum on the following columns:

0
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Regular Hours “W” Only
Premium Hours “W” Only
% of Regular Time Worked “M” Only

The worksheet is printed for JV back up documenting the input file and the summary totals. The
summary total line is then deleted and the file saved as a CSV(comma delimited) file with the
naming convention “FEXXMMYY”. (Note: “XX” is the number of the batch being processed
for the month the effort was incurred and “MMYY” is the month and year which the effort was
incurred. Use FE, BD, CD, TD, AP, DI or PPD based on whose file it is.) The file is saved to
“bssalpha.fnal.gov / usr/users/transfer/inbound” directory for upload to Oracle Projects
Accounting.

5. Open Oracle Projects Accounting. Select: Request Submit — Request Set.

Functions

Expenditures:
Enter and Import Expenditures

+ Expenditures

Top Ten List

Fermi Expenditure Inquiry
Fermi Expenditure Inquiry All
Allocations

Project Maintenance

1. Account Inquiry

2. Requests: Submit

3. Pre-Approved Expenditure Batcl
4. Transaction Import: Review Trai

View Burden Costs

Other

Fermi Receiving

Fermi Inguiry and Reports

O Submit a Mew Reguest

What type of request do you want to run?

¥ 5ingle Request

you to submit an individual reguest.

vou to submit & pre-defined set of

6. Select “PAC Effort Reporting Validation Set”, click OK. Tab 2 times.
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Copy...
PAC Effort Reporting Validation Set
Convert DOS to Unix File format | 81500 8 VTG i 81 1 American English =
PAC Effort Reporting Loader Pro| Effort Reporting Loader American English
PAC Effort Reporting Validation || Effort Reporting Validat American English
Error Report filkss
$GLC INB/
4
A i eoccococococoooas
0] Cancel
)
As Soon As Possible schedule...
Help 1A) Subrnit Cancel

7. In the parameter box, enter Data File to Load “$GLC_INB/FEXX0107.csv”. Click OK.

The second parameter box will appear.
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Copy...
PAC Effort Reporting Validation Set
ynvert DOS to Unix File format | Convert DOSZUNIX File | $GLC_INB/ American English
&C E-ﬁ-’un REpurﬂnn |l nacdae I'Ir.n.ll:-ﬂ-'n.-i Moo cdisnca | nanrIII‘l‘"l i~ IRID Inmnr:nﬂ“ L ancalinl.
-

C Effort Repm
ror Report for . |

ffffffffffffffffffffffff

Help 1A) Submit

Complete the information requested based on the file that is currently being uploaded. For this
example:

Division/ Section: Fess/

Effort Month: Jan-07 (the month effort was incurred from the Excel spreadsheet)/

Reported By: Martha Garcia/

Reported Month: Jan-07 (the current month of close)

Click OK.

This process will take approximately 10 minutes to complete. When processing is complete,
view the output for the job.

8. Step number 7 determines whether the Excel file is ready to be interfaced or if the file has

errors. If the file has errors, the output job will list the errors for the entire Excel file. (Note:
Due to the accelerated close per DOE, the Accounting Department deletes the erroneous lines
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from the file and proceeds with the effort reporting monthly process. An E-mail is sent to the
Division/ Section/Centers for the errors listed and deleted during the validation process after the
close). Re-save the file and resubmit the file to the Validation process until successful.

9. If step 7 is successful, the total records read from the spreadsheet should equal the total lines
of data from the Excel spreadsheet. The message: *Effort Reporting Interface Completed
Successfully * should also be in the output report. If step 7 is successful, the next step is to
proceed with the Interface process.

10. In Oracle Projects Accounting, select: Request Submit — Request Set.

11. Select “PAC Effort Reporting Interface Set”, click OK. Tab 2 times.

Copy...
PAC Effort Reporting Interface Set
Convert DOS to Unix File format | 8617 80T N TS 31T American English
PAC Effort Reporting Loader Pro| PAC Load data Into Effc American English
PAC Effort Reporting Interface P PAC Effort Reporting In1) American English
Error Report filkss
Effort Reportin
$GLC INB/
1
A R
)4 Cancel
L
As Soon As Possible schedule. .
Help 1A) Subnit Cancel

12. In the parameter box, enter Data File to Load “$GLC_INB/FEXX0107.csv”. Click OK.
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Copy...
PAC Effort Reporting Interface Set

anvert DOS to Unix File format | Convert DOSZUNIX File |$GLC_INB/ American English -
AC Effort Reporting Loader Pro|PAC Load data Into Effc| $GLC_INB/ American English

C Effort Reporting Interface PI| PAC Effort Reporting Ini| American English

ror Report for All Modules PAC Effort reporting Err American English

ort Reporting Interface Qutput| PAC Effort reporting Err American English -

[ b

L)
. g
Help () Gl U
Ik Cancel

The second parameter box will appear. Complete the information requested based on the file
that is currently being uploaded.

For this example:

Division/ Section/: Fess/

Effort Month: Jan-07 (the month effort incurred from the Excel spreadsheet)/

Reported By: Martha Garcia/

Reported Month: Jan-07 (the current month of close)

Click OK.

This process will take approximately 10-15 minutes to complete. When processing is complete,
view the output for the job. The Interface process usually runs 5 jobs. Print the output for 4 of 5
jobs. (Note: the 5th job has no output). These printouts will be used as back up to the JV.

13. From the Interface output report, compare the Monthly %, the Weekly Regular Hours and
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Weekly Premium Hours to the Excel Spreadsheet. The Report Total amount is used as the
Control Total for the PAB. The output report for the “Error Report for All Modules” should also
show that the total records read from the spreadsheet should equal the total lines of data from the
Excel spreadsheet.

14. In Oracle Projects Accounting, select: Transaction Import — Review Transaction. From the
Transaction Source: select “Effort Reporting”. Tab to Batch Name and click on the drop down
menu. The PAB number of the effort file that was transferred should be included in the list.
Click print screen. Attach this printout as a back up to the JV as proof of the journal number
used by the system.

15. A hardcopy PAB Control Sheet is prepared and the backup including the e-mail, input file,

output files, and the transaction source print screen are attached. The entry is given to the
Financial Analysis Manager for approval and posting.
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Establishing and Maintaining Medical/Dental Chapter: 20-Financial Analysis - Section: -Incurred But Not Reported
Liability For Unpaid Claims
Background/Policy
PURPOSE

It is the purpose of this procedure to document the maintenance of account 32132, the
liability for unpaid medical/dental claims, including the preparation of the monthly
JV58.

POLICY

It is the policy of the Laboratory to maintain a liability for the estimated cost of
unpaid medical/dental claims outstanding in accordance with GAAP and DOE
Accounting Policy. The unpaid claims balance has two components: the balance
for claims incurred but not reported (IBNR) and the balance of claim checks
outstanding. (The Lab records claims paid by Connecticut General (CIGNA), the
claim administrator, as they clear the claim-payment bank account. Thus an
unrecorded liability exists for outstanding checks on this account).

It is the policy of the Laboratory that the IBNR liability be adjusted annually at fiscal
year end by using the best data available to obtain a reasonable estimate.

It is the policy of the Laboratory to adjust the balance of claim checks outstanding
once per month by reconciling to the CIGNA-reported balance, and that
adjustments be recorded one month in arrears. In September, the estimate of
outstanding checks will be based upon actual claims issued by CIGNA through

August.
Procedure
PROCEDURE-MONTHLY RECONCILIATION OF A/C 32132

It is necessary to obtain the following monthly reports from CIGNAaccess.com.
Minimum Premium Worksheet

Bank Statement
Proof of Outstanding

These reports are usually available after the 5" of the month.

The reconciliation is done in Excel; each month’s worksheet is added to the Excel file
for the fiscal year. Following is an example of the monthly reconciliation:
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03/31/2009

FERMILAR
ANC 32132 RECONCILIATION

MEDNDENT IENR AND UNFAID CLAIMS
302008

DE(CH)

IBNR LIABILITY *© [3,700,000.00)
IBENR FYD3 Adjustments 0.00
OUTSTANDING CLAIM CHECKS [B13,822.82)
GIL BALANCE SHOULD BE: 4,213,822 82
ACTUAL GIL BALANCE: [4.661,957.61)
DIFFERENCE 448,134.79
EXPLAMATION:
CES PAID EY CIGMA, MOT ORAWM AT ECM 309,420,368
AGED YOIDS NOT RECORDED 114241
CES155UED (OVER) UNDER PRIOR MO, EST. 13767202

448,134,749

" Estimate bazed on CIGMNA Claim Lag Study covering claims paid 3007 - 308, incurred prior bo 10002,
and bwo prior years of claim lag history,
“Adjusted bo 33,700,000 in Sep 20008 based onyear end analysis.

The “IBNR Liability” will be adjusted only at year end. See Section V. following for
the procedure to use.

The “IBNR FY XX Adjustments” indicates the monthly increase or decrease based on
expected year end balance.

The “Outstanding Claim Checks” amount can be found on the Proof of Outstanding
report, representing the amount at the end of the reconciliation month.

The “G/L Balance Should Be” is a calculated field.

The “Actual G/L Balance” is the ending balance per the Oracle Account Analysis
report.

The “Difference” is a calculated field that must be explained in the reconciliation
section below. It generally consists of: 1) the amount of claim checks paid by
CIGNA but not yet drawn on our voucher account and so not recorded on our
books; 2) aged voids that have been written out of CIGNA’s outstanding balance
that have not yet been recorded to 32132; and 3) the difference between the
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estimate of claims issued recorded in 32132 in the reconciliation month and the
actual amount of claims issued by CIGNA.

Claims paid by CIGNA not recorded in the voucher account can be found
by applying the following formula:

(Imprest balance of claims bank account) — (Account balance at end of
month)

The current imprest balance is $379,000. From time-to-time, CIGNA
requests that the imprest balance be increased (goal is to cover one week’s
claims), thus this amount is subject to change. The account balance at the
end of the month can be found on the Statement (Closing Available as of
MM/DD/YY).

The aged voids are recorded one month in arrears, so the only aged voids
not recorded should be the voids reported on the Proof of Outstanding
report.

The difference between the estimate of claims issued and the amount
actually issued by CIGNA is obtained by applying the following
formula:

(Estimated claims issued) — (Claims issued — Reversals — Stop Payments)

These amounts can be found on the Minimum Premium Worksheet for the
month.

At this point, the difference should be explained. Any remaining differences can

usually be identified by reviewing the CIGNA reports carefully and looking for
any anomalies in the amount of the remaining difference.
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PROCEDURE - PREPARATION OF MONTHLY JV58

Documents needed: 1) 32132 reconciliation from previous month; 2) Bank Account
daily draw sheet for current month, prepared by Treasury Accountant.

Journal entry is as follows:

Journal Name and Period

|'E|'Fl'| q.—.l v 5| i | MediDent Transactions Period
Frepare Jy # Short J¥ Mame Control T:
=
IF Do cumenkation i nat atkached identify uhers Filed: Approval
Cateqory Reverse
|.ﬁ.diustment I:l
Description [Shows on each line--start with J¥ #) Journal Uploas

| Med!Dent Transactions

Balance

Lin Accoun
e FT WKPKE CE 3 DOebits <Or Credits <« Crx B & R Fef aFl

""" Specific Line
0 32132 1,600,000.00 E=timate Orafts [s5ues
20 32132 1,599,302 11 Less: Payments
30 32132 13767202 +- Adjustments bo Pre
40 32132 114241 Less: Aged Woids
A0 LM 43 138.016_54 = Met change in Liabili
B0
30

1, 738016.54 1,738,016.54

Estimated Drafts Issued should be based on recent past experience. An estimate is
necessary since actual claims issued are not known until the CIGNA reports are
available on-line. This estimate should be reviewed by the ACAO and CAO
before any change is made. EXCEPTION: Call CIGNA on the second or third of
October to obtain ACTUAL claims issued (net of reversals and stop payments)
for September.

Payments represent draws on the Laboratory’s voucher account by CIGNA during the
month to cover claim checks cleared. This amount is found on the Daily Draw
Worksheet in the column labeled “Medical”.

Adjustments to previous month’s drafts issued and Aged Voids are found on the
32132 reconciliation.

Net change in liability for month is computed and is the amount needed to balance the
journal entry after all known adjustments to 32132 have been made.
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Request a Healthcare Lag Report from CIGNA in September. The Lag Report should
include claims paid (issued) for the current year through August, stratified by
Incurred Date.

Once the Healthcare Lag Report is received, the Claim Lag Analysis and IBNR
calculation can be prepared. This study helps to estimate the dollar amount of
exposure from claims that have happened but have not been paid by CIGNA. In
most organizations, a solid estimate can be obtained after several years of data
have been gathered.

Schedule out the current year’s paid claims for each Product Type by Incurred Date

on the PAID CLAIMS BY MONTH tab of the worksheet:
-~ HE | M | HMH it Mo HE

| HL| HM MM HO
Incurred Duate 0AaF1 OAFZ OFFO OFF1 FF OFF1 Total
Sep-08 Sep-03 [1]
Aug-08 Aug-08 421,413 EE, 726 86,438 E4 B73.641
il Jul-gsfF Jul-0g 820,751 112,142 141,417 1,075 1,075,385
Jun-08 Jun-02 204,521 116,014 121976 240 1,042,861
May-08 May-08 884,059 127,903 143,080 T34 1,165,776
Apr-0g Apr-08 1,007 453 129,129 170,682 243 1,307 512
I1ar-08 Mar-08 967,834 130,965 220663 2,535 1,321,987
Feb-08 Feb-08 1,011,294 13,232 180,356 1191 1,324,073
Jan-08 Jan-08 1,203,154 154,140 215,643 1,573,943
il Dec-07fF  Dec-07 1,235,323 127,939 136,441 1 1,498, 7E4
Mow-07 Mow-07 846522 00573 2442592 ] 1,191,068
Oct-07 Oct-07 1,164,808 122,769 152,976 1 1,440,554 13,505,554
Sep-07 Sep-07 1076113 A0,636  ZEE4TT 1 F 1425227
Aug-07 Aug-07 1009542 R2,362 09,242 20 F 1151156
Jul-07 Jul-07 423424 2,374 74,295 F  ROG,09E
Jun-07 Jun-07 - 249,970 ES29 480,096 F 736,595
Iay-07 Iay-07 197,413 3 21,224 Fo2zz408
Apr-07 Apr-07 90,239 4,149 4326 F 93,714
Iar-07 Mar-07 121,035 4,683 125 F 195,243
Feb-07 Feb-07 104,873 3,010 4,540 FoonzE7s
Jan-07 Jan-07 140,020 455 E,EEE F o7 en
Diec-08 Dec-05 100,060 5,886 16,553 F 122605
Mow-06 ow-0F 114,704 avn 8,080 Foo23124
Olct-08 Oick-08 112,91 2717 -E05 F 15,023 4947088
Sep-06 Sep-06 143,295 339 14 F 45148
Aug-0F Aug-0F 81,016 an T8 F o aze45
Jul-08 Jul-08 15,123 ¥E0 4E0 F 16,333
Jun-08 Jun-08 18,626 450 420 F 19,496
I1ay-0F Iv1ay-0F 1,295 42 F 1,153
Apr-08 Apr-08 12,293 3E0 EEd47 F 13,300
hAar-08 Mar-08 -10,003 F 0,008
Feb-0& Feb-0F TEO A00 F 1,260
Jan-08 Jan-08 A& 347 21 F 474
Dlec-05 Dec-05 =307 452 F =799
Mow-05 ow-05 -745 4 38 r =703
Oict-05 Oict-05 5,138 105 12 F 5,318 290,19
Sep-05 Sep-05 am 326 453 F 328
Aug-05 Aug-05 VB9 -28 F 741
Jul-05 Jul-05 3 -BE3 F -Ah4
Jun-05 Jun-05 -3EE 955 F E02
Jan-05 Jan-05 4,292 439 F 4,73
Diec-04 Dec-04 a7 F a7
Tow-04 ow-04 2,889 -2,024 -805 F E0
Oct-04 Oict-04 3 7.667 F 7.6E5 10,487
Friar Priar B3z B3z RELTE
14,451,712 0 1507385 2,776,029 -35 0 18,734,637 13,734,637

The Total ($18,734,637) should equal the Total Paid Claims on the Lag Report.
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Columns, rows and formulas will need to be added or adjusted to include
information for the current year being entered. Pay close attention when
adjusting the worksheet. This tab includes information collected on claims paid
from 1997 through the current year, however, only five years of data is analyzed
in determining the current year liability.

Data entered on the PAID CLAIMS BY MONTH tab is carried over to the CLAIMS
BY INCURRED YEAR tab through formulas. Check formulas
carefully to make sure calculation are being performed correctly. This analysis

PAID

shows the current year’s paid claims by Incurred Year (on the left side of the

sheet) and Paid Year (across the top of sheet). For example, claims incurred in
FY2006, paid in FY2008 should be in the cell corresponding to Incurred Year

2006, Paid Year “Incurred + 2”, since it was paid in the second year after the

claim was incurred or $290,119.00.
Note: For claims paid and incurred in the current year, this amount is annualized
as we only have 11 months worth of data).
Caution: Make sure the “Totals” row at the bottom of the table includes the row
added to accommodate the current incurred year.

H | =] | 5 | u | E r | A | H | 1 J k.
FY2008 Claim Lag Analysis and IBMNR Calculation
Fermi National Accelerator Laboratory
Incurred Year| Paid Year
[Fiszal] Incurred 'r. | Incurred +1 Incurred + 2 Incurred + 3 | Incurred + 4/ Incurred + 5 Incurred + & | Incurred + =6 Total Paid = zigna
2008 14,733,332 4,733,332 0 19,980,993
200y 13777241 4,947,055 18,724,296 18,142,685
2006 15,015,427 4,124,918 230,113.00 19433464 18,351,839
2005 14,384, 903 4303910 242486 10,487.00 18,941,786 17,289,296
2004 NEEEEER 2904393 29,502 [1.960] 14597600 11,665,565
" Current year inzludes anly 11 months.
Taotals EIETA4EE | 16280276 BEZ 107 2527 - - - BE4903TE 0 26430378
G050 15843 065 0013 000 0002 0003 0002
Cumulative B0.50% 99343 9999 noo0x 10000 0000 00003 00003
FY200% 14.?33.332‘I Claims paid in FY'08, incurred in FY08 [adj. for 11 manths)
divided by < paidinincurred year = | 18,301,483 | Total estimated incurred FY03
Difference 3068151 | Estimated IENR FY02
FY2007 | 18,724,296  Claims paid through FY'08, incurred in FY0T
divided by ¥ paidinincurred year= | 13,848,740 | Total estimated incurred FY0OT
Difference 124,444 | Estimated IBMR FY07
FY2006 | 19433484 Claims paid through FY08, incurred in FY0E
divided by ¥ paidinincurred year + 1= 13,435,331 Total estimated incurred FY0E
Difference 1917 | Estimated IBMF FY0E
3E94.512  Total estimated IEME at 3030008
3700000 | Totalestimated IEMA at 3030008 Founded
GL Balanc_ [3.500,000

Adjustment Needed _ 200,000

Or. LR, Cr. 22132

" Because » 993 of claims incurred are paid by the end of the third Fiscal year, calculations will be done For three years.

Reviewing the worksheet above, the analysis has calculated that 80.50% of claims for
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2008 were paid in 2008, so we must accrue 19.50% in additional claims to be
paid.

The analysis has calculated that 99.34% of claims for 2007 were paid in 2007 and
2008, so we must accrue .66% in additional claims to be paid.

The analysis has calculated that 99.99% of claims for 2006 were paid in 2006,
2007, and 2008, so we must accrue .01% in additional claims to be paid.

The total estimated IBNR liability per the Claim Lag Analysis is the sum of the each

year’s IBNR computation.

A second method of estimating the IBNR liability has been suggested by CIGNA

which is much less complicated. We use this method to validate the number
arrived at in the above calculation at year-end and to determine any significant
changes in our estimate throughout the year.

On a quarterly basis, the Monthly Healthcare Detail Experience Report should be
requested from CIGNA. This report details claims paid each month by product
type and includes information on the drug claims.

Per CIGNA, you can estimate IBNR liability with the following assumptions
based on 12 months worth of claims data:

Unpaid pharmacy claims = 6% of annual claims

Unpaid dental claims = 11% of annual claims
Unpaid medical claims = 25% of annual claims
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s | B | [ | U | E F E; | H | 1
E=timate Based on Monthly Experience Repart

Medical = 2.5 Months

Dental = 2 Maonths

Fharmacy = .5 Months

DFFO DFFP1 OAF1 PPD1 Dirug Sum
Brulal FFF Epjus BEE Bslmund PR rm Benres Fla
Sep-07 A4.,137.00 409,304.00 881,320.00 4E4.00 33293100 1,718,216.00
Cick-07 120,517.00 405,269.00 201,450.00 [3.514.00] =04,3480.00 1,629,302.00
Mow-07 106,092.00 192, 7ra.on S38,262.00 [226.00] 363400 147454100
Dlec-07 126,200.00 201,625.00 FH2,E50.00 [G04.00] 31, 74v.00 1,430,745.00
Jan-0% 134,350.00 115,4549.00 EF0E07.00 [EB9.00] 321122.00 1,240,779.00
Feb-08 127,028.00 135,109.00 1,237 530,00 [&a.00] 337 ERD.OO 1937, 349.00
lar-03 158,539.00 140,231.00 1,186,929.00 1344.00 30241600 1,789,459.00
Apr-0g 122,298.00 191,722.00 93794500 2178.00 HIE24.00 1573, FEV.O0
I ay-03 142,7049.00 176, 110.00 94282600 [11,397.00] 364,573.00 1,604,827.00
Jun-08 118, 206.00 132,348.00 H38,367.00 FA3F.00 44,261.00 1,540,309.00
Jul-0% 136,675.00 158,204.00 Fh2A36.00 Frlao 4812300 1,397,209.00
Aug-08 124,572.00 139,292.00 FERE 47300 0.a0 F75,689.00 1,498,026.00
1,507,983.00 2449,2651.00  10,739336.00 [3E94.007 404175600 18,734 E32.00
Mlethod 1
BEaszed on CIGRA Reserse Factors

Pharmacy Claims 4,041, 78E.00 B2 242.605.36

DOental Claims 150798300 12 166,878.13

Medical Claims 13,184, 89:2.00 20 3296,223.25

Tatal 3704 EOE.T4

—_— e

The adjustment needed at the end of the years is the IBNR computation less the IBNR
portion of the balance in account 32132. The offset to this entry is the fringe
variance account —4UNJ.
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Indirect Allocation Methodology Chapter: 20-Financial Analysis - Section: -Indirect Allocation
Background/Policy

Fermi National Accelerator Laboratory
Indirect Burden Allocation Policy and Methodology

I. General Policy

It is the policy of the Laboratory to allocate indirect expenses (Material/Service Acquisition,
Common Site Support, Program Support and General and Administrative Expenses) to all final
cost objectives. All costs incurred are subject to the indirect burden allocation including the total
cost of goods and services procured through Fermilab by user institutions or other non-Lab
entities. This policy is consistent with the requirements of our Prime Contract with DOE to
comply with Cost Accounting Standards, as well as the requirements in DOE Order 522.1,
“Pricing of Departmental Materials and Services”.

The Budget Office and the Accounting Department develop provisional indirect burden rates
jointly. Normally provisional rates are based upon the Laboratory’s current year budget of direct
and indirect costs. However, in the case where the approved budget for the upcoming year has not
been finalized, or in the case of a new methodology with which the Lab has little or no
experience, the rates may be based on prior year(s) actual rates.

The provisional rates will go into effect on the first day of the fiscal year, with a retroactive
adjustment to actual (variance distribution) at least annually at year end. Major changes in
funding, budgetary allocations, or the Lab’s indirect burden allocation methodology could
necessitate a rate change (increase or decrease) and/or a variance distribution during the year;
such rate changes and variance distributions are subject to Director’s office approval. The
Accounting Department performs a monthly analysis of the Indirect Burden Allocation and
monitors the accumulated variances.

I1. Exceptions

Although the indirect burden allocation rates are generally applied to all final cost objectives, the

Laboratory currently has provided for exceptions to that policy as stated below:

A. When Laboratory personnel provide a service (labor cost) while away from the Laboratory for
a period of more than 180 days, the Common Site Support rate will not be charged upon
request of applicable Division/Section management.

B. When special conditions or extenuating circumstances exist, the amount or applicability of the
indirect charge to a collaborating institution may be negotiated with the Director. When an
adjustment is granted, said adjustment should be included in the “Agreement for an
Experiment”, Memorandum of Understanding, or other formal document as appropriate,
and such document should be provided to
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the Accounting Department before charges are incurred. If costs billed to a user institution will

not include indirect charges, those charges must be transferred to the benefiting Laboratory
B&R code, which can be determined by the purpose stated in the Agreement. The transfer
is completed as part of the month-end burdening process where indirect costs are mirrored
to the appropriate lab B&R.

C.

Pass Through Orders are charged a 1.5% G&A rate. This link explains the pass through methodology:
http://financedev.fnal.gov/Accounting/PassThroughOrderIndirectRateReduction.doc

D.
Large Cap Purchase Orders (>$500,000) are charged indirect only on the first $500,000 of purchases.
This link explains the large cap purchase order methodology:

http://financedev.fnal.gov/training/rfr/LargeCap.htm
Procedure

I11. Indirect Burden Rate Calculation

The rates for the provisional Material/Service Acquisition (MSA), Common Site Support (CSS),
General and Administrative (G&A), and Program Support (PS) burden allocations will be based
on the following formulas, where the numerator is the pool, and the denominator is the
distribution base of the pool:

A. MSA Burden Allocation

The Material/Service Acquisition (MSA) burden pool represents the cost of purchasing services and materials. This

includes a range of costs, from the cost of negotiation and execution of a contract to the cost of processing an
invoice.

B&R Code: EC-01-01-040
Expenditure Type: MSA Burden Allocation
Pool — The MSA pool consists of all the costs from the following departments:

Purchasing
Accounts Payables
Shipping/Receiving
Stock Room
Inventory Variances

Base — The MSA burden allocation will be applied to the following expenditure types unless they are on a “special”
task (with a Restricted / Exempt burden schedule) or a MSA task (i.e. Have a service type of OP-BURDEN-MSA):

Civil Construction Material Purchases
Computer Maintenance Office Machine Maintenance
Computers, Desktop Procard Purchases
Computers, Hardware Maintenance Professional Services
Computers, Software Licenses Purchased Services
Computers. Software Maintenance Spare parts/Other Issues
Computer Services Distribution Special Process Spares Issues
Demurrage/Container Rental Stores Issues

Equipment Sub Contract Services
Equipment Rental T&M Construction Services
Fabrication Procurement T&M Electrical Services
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T&M Pipe Fitters

Freight T&M Rigging Services
Gases/ Cryogenic Fluids Telephone Expense
Honoraria Telephone Expense Distribution

Insurance Premium

Temporary Help

B. CSS Burden Allocation

The Common Site Support (CSS) burden represents the cost of running the physical facility and infrastructure

(power, property costs, telecommunications, mail service, etc.).

B&R Code: EC-01-01-050
Expenditure Type: CSS Burden Allocation

Pool - The CSS pool consists of costs from the following departments:

Facilities Engineering Services Section

ES&H Section (All)
Accommodations
Computing Support
Farm Income

Food Service
Information Resources
Mail Operations
Non-programmatic Power
Payroll

Property Management
Telecommunications
Transportation

Travel Office

Users Center

Vehicle Maintenance

Audio-Visual/Duplicating/Photo Services

Non-programmatic building maintenance and utilities

Variances from the Service Centers
MSA alloc on the costs in the CSS pool

Base — The CSS burden allocation will be applied to the following expenditure types unless they are on a “special”
task (with a Restricted / Exempt burden schedule) or a MSA or CSS task (i.e. Have a service type of

OP-BURDEN-MSA or OP-BURDEN-CSS):

Accounting Transfers — Labor

Overtime

Construction Engineering

Service Organization Distribution

EOM Wage Accrual — Monthly

Special Compensation

EOM Wage Accrual — Summer/Temp

Summer/Temp Emp. Monthly

EOM Wage Accrual — Weekly

Summer/Temp Emp. Weekly

Fringe - Special

Time Worked — Monthly

Machine Shop

Time Worked — Weekly

The base also includes the Vacation, OPTO and Fringe burdens calculated on the expenditure types (i.e. Time

Worked — Monthly) that receive it.

C. Program Support Burden Allocation

Each of our four Divisions (Accelerator, Computing, Particle Physics, and Technical) has a Program Support
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allocation to cover the costs associated with central division administration, departmental management, central
computing support, certain travel and training, and related costs, as well as any of these similar costs that exist in the
Centers that are associated with those Divisions. G&A costs are also allocated to Program Support charges.

1) Accelerator Division — (Includes APC)
B&R Code: EC0101070 — AD PROGRAM SUPPORT
Expenditure Type: AD PROGRAM SUPPORT ALLOCATION

1) Computing Division
B&R Code: EC0101080 — CD PROGRAM SUPPORT
Expenditure Type: CD PROGRAM SUPPORT ALLOCATION

3) Particle Physics Division — (Includes FCPA & CMS Center)
B&R Code: EC0101090 — PPD PROGRAM SUPPORT
Expenditure Type: PPD PROGRAM SUPPORT ALLOCATION

4) Technical Division
B&R Code: EC0101010 — TD PROGRAM SUPPORT
Expenditure Type: TD PROGRAM SUPPORT ALLOCATION

Pool - Each Division has Pool costs from most of the following departments:

Division Department Management and Operations
Division Management and Operations
Building Maintenance and Management
Computer Aided Systems

Computer Networking

Database Support

ES&H for the Division

Hardware and Software Maintenance

PC Support

PC’s and Desktop Computing
Professional Development

Training and Education

MSA & CSS alloc on costs in the PS pool

The Centers have pool costs that are primarily Center management and Department management.

Additionally, the Accelerator Division has Engineering Support including instrumentation and engineering tools.
PPD has Experimental Facility Support including the Silicon Detector Facility, Carbon Fiber Facility, and the
Extrusion Facility. The Technical Division has Technical Facilities including Magnet Test Facility Support &
Improvements, and Magnet Production Facilities Improvements.

Base — The Program Support burden allocation will be applied to:
Time worked by Division and Center personnel not included in the program support pool, plus Vacation, OPTO and
Fringe allocations and Service Center charges, plus allocation from the CSS pool.

D. G & A Burden Allocation

The General and Administrative (G & A) burden represents indirect costs at the laboratory not included within the
CSS, MSA, or Program Support burdens.

B&R Code: EC-01-01-060

Expenditure Type: G&A Burden Allocation
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Pool —The G & A pool consists of all the costs from the following departments
Directorate
Human Resources
Business Services Section Office (The portion not included within the CSS or MSA pools)
Legal Office
Public Affairs Office
Contractor Fee
Finance Section Office (The portion not included within the CSS or MSA pools)
Miscellaneous revenues
Education Office
Offset from Pass-through Rate
MSA and CSS allocations on the costs in the G&A pool

Base — The G & A base (for which the G&A Burden Allocation will be applied) includes the CSS, MSA, PS,
Vacation & OPTO and Fringe burden amounts calculated by the applicable burden rates. The base also includes all
expenditure types listed within the MSA & CSS sections of this document. Additionally, the base includes the
following expenditure types:

Accounting Transfers Relocation

Donated Funds Relocation - Temporary
Duplicating Services Special Events

Educational Expense Stipend Education

Fees Stores & Spares loss / OBS
Housing Costs Training

On-Site Travel Reimbursement Travel, Domestic, Lab Employee
Other Costs and Credits Travel, Domestic, Non Employee
Other Utilities Travel, Foreign, Lab Employee
Photo/Graphic Services Travel, Foreign, Non Employee
Physical Inventory Adj Vehicle Maintenance

Postage and Related Costs Video/Streaming

Proceeds from Personal Property Sales Visitor Subsistence over 1 year
Recruitment Visitor Subsistence < 1 year

The base excludes any costs related to charges on tasks with service types of: OP-BURDEN-CSS,
OP-BURDEN-MSA or OP-BURDEN-G&A. Additionally, tasks that have “special” burden arrangements (Exempt
or Flat Rate) will be excluded from the base.

V.

Current Year Rates
The following link will advise the current year’s rates.
http://finance.fnal.gov/Accounting/documents/CurrentY earBurdenRates.pdf

Last Updated: November 18, 2008
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Large Cap Purchase Order Indirect Cost Chapter: 20-Financial Analysis - Section: -Indirect Allocation
Limitation

Background/Policy
On October 1, 1997 the Laboratory implemented a DOE approved policy to limit the
indirect costs on a single procurement action to the first $500,000 of costs. The intent
of this policy is to recognize that the causal-beneficial relationship between the
procurement effort and procurement output is not linear. (i.e. a typical $2 million order
does not require four times the effort to place as a typical $500,000 order). This policy
is in compliance with Cost Accounting Standards (CAS) which allow for special
allocation measures based on the beneficial or causal relationship between an indirect
cost pool and cost objectives.

Since its implementation in October 1997 the application of the policy has been
evolving. Initially the procedure for applying the cap amounted to manually reversing
the indirect charges on costs exceeding the $500,000 cap as they occurred, a
labor-intensive effort for the Accounting Department. Since then a more efficient
methodology utilizing ‘exempt’ cost elements has been adopted. Beginning October 1,
1999 all new purchase orders entitled to the Indirect Cost Cap should be written against
the exempt General Ledger cost elements shown below.

Type of Expense Exempt Cost Element Non-Exempt
Cost Element
Material Purchases 4B 41
Sub-Contract Services 4C 43
Equipment Rental 4E a7
Equipment 4F 49
Temporary Help 4G 42
Fabrication Procurement 7A 77
Sub-Contract Services Pass-Thru 4] 4H

The exempt cost elements listed above are excluded from the General Ledger Indirect
Cost Allocation process that is run at month-end and therefore do not receive a system
generated indirect charge. Instead the indirect charge for a purchase order written
against any of these cost elements is manually computed on the first $500,000 and
recorded via journal entry during the month that the first vendor invoice against the
order is processed. This procedure of charging the full indirect charge up front was
implemented to reduce the administrative workload associated with monitoring activity
against ‘exempt’ orders, and to better ensure that the full indirect charge does in fact get
recorded. Allocation of the indirect cost across work packages, in the case of
split-coded orders, is based upon the p.o. distribution reported in ORACLE MMS at the
time of receipt of the first invoice.

The following table summarizes conditions under which a procurement action may or
may not qualify for treatment under the Indirect Cap Policy.
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1. Initial P.O.’s > $500K qualify.

2. Change orders > $500K qualify. Total order amount is subject to the cap.
3. Change orders < $500K qualify if the original P.O. is > $500K. Total order
amount is subject to the cap.

4. Total orders that are over $500K as a result of original P.O. and
subsequent change orders under $500K do not qualify. Orders approved
as Pass-Through orders are not subject to this requirement.

5. Original total orders that are over $500K as a result of multiple requisitions
< $500K placed on one purchase order qualify.

6. Master Contract releases > $500K qualify but releases < $500K do not
qualify.

Procedure
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Pass Th rough Order Indirect Rate Reduction chapter: 20-Financial Analysis - Section: -Indirect Allocation
Background/Policy

On October 1, 1997 the Laboratory implemented a DOE approved policy that provides
for the application of a reduced indirect rate of 1.5% to costs associated with
procurements qualifying as ‘pass-through’. In general, the funds used for pass-through
procurements are initially part of the Laboratory’s Approved Financial Plan and
subsequently transferred to some other institution, organization or individual for the
purpose of purchasing and/or developing some item that will further the Fermilab
mission. This policy is in compliance with Cost Accounting Standards (CAS) which
allow the use of special allocation measures under special conditions.

In order to qualify for the pass-through indirect rate the procurement action must be the
result of an agreement for services and/or product in excess of $100,000. Typically
these agreements will be in the form of a research and development subcontract, an
interoffice work order (IWO), or a memorandum purchase order with clearly and
precisely defined milestones. Additionally, the individual agreements may be a part of
an overarching Memorandum of Understanding (MOU) which must be considered for
meeting the minimum $100,000 threshold. All such agreements require the approval of
either the Laboratory Director or Deputy Director prior to the initiation of the desired
work.

Each request for pass-through action must also have the approval of the Associate
Director for Administration. All purchase requisitions representing approved
pass-through actions must be recorded in ORACLE MMS against cost element 4H,
Subcontract Services Pass-Thru, or the exempt Pass-Thru cost element 4J as
discussed below. The electronic requisitioning system will then automatically route
them for approval by the Associate Director for Administration.

In as much as the pass-through rate is part of the Laboratory’s overall indirect rate
structure, application of the pass-through rate is subject to the $500,000 ceiling like any
other large cap order. Purchase requisitions representing a pass-through action in
excess of $500,000 should be recorded in ORACLE MMS against the exempt cost
element 4J, Subcontract Services Pass-Thru Exempt, instead of cost element 4H. The
electronic requisitioning system will then automatically route them for approval by the
Associate Director for Administration.

Procedure
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Accounting for Accounts Receivable IWO Chapter: 20-Financial Analysis - Section: -Interoffice Work Orders
Background/Policy
ACCOUNTING PROCEDURE FOR ACCOUNTS RECEIVABLE INTER- OFFICE
WORK ORDERS (IWO)
January 5, 2001

PURPOSE

e |tis the purpose of this procedure to document the steps required in the
Accounting Department to accurately identify, track and account for A/R IWO’
s. IWO’S are contractual agreements between the Laboratory and another
DOE Integrated Contractor. The costs incurred under the IWO are charged
to Fermilab accounts which are secured by an IWO agreement and funded by
a Financial (Fin.) Plan modification.

Il. POLICY

e Itis the policy of the Laboratory to enter into an IWO agreement if the work to
be performed is in excess of $250,000*. This type of contractual agreement
is required by DOE. Once the IWO agreement has been formally accepted
and approved by the Laboratory, Fermilab’s Chief Accounting Officer will be

the control point
Procedure

1. PROCEDURE

1. The Accounting Department (G/L and A/R) is notified of an A/R IWO from
the Chief Accounting Officer. Complete notification includes receipt of
the following documents or information:
. Authorized U.S. Dept. of Energy IWO with scope of work and
contracting parties identified.
. IWO tracking number.
. Valuation of the agreement (current action and cumulative amount).
. Copy of Procuring Laboratory scope of work (e.g. Purchase Order,
MOU, etc.).
2. Upon receipt of the above information the G/L Accountant will set-up the
Accounts Receivable IWO on a log sheet (an Excel spreadsheet) for
tracking. Information to record includes the following from documents which
are to be received in the Accounting Department:
. IWO number.
. Contractor under agreement.
. B&R, OPI, SCC.
. Value of the agreement.
. Budget code.

) Contract modification # on which IWO addition is reflected.
o Transfer vouchers issued and processed in G/L. (date and
amount).
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3. The Accounts Receivable Accountant prepares an in- house invoice for
costs incurred during the month by the contracting laboratory and forwards
invoice to the G/L Accountant.

Note: The normal procedure in the Accounts Receivable area:
compiling the actual costs incurred against the specific accumulating
budget code through the documentation of the Act60 report and
relieving the budget code of the cost and transferring the amount of
cost to the established G/L accounts receivable account through the
JV022 process will not change.

4, The G/L Accountant prepares a transfer voucher to the contracting
laboratory and faxes the transfer voucher and supporting back-up.
5. The G/L Accountant will prepare JV066 to account for the transfer

voucher. The entry will be to credit the G/L receivable account that was
debited on the JV022 (advising DOE that it is a collection Summary Class Code
—21) and to debit A/C 81114 Transfers Issued — IWO using the B&R code
820101 Transfers from other Offices (advising DOE that it is an Inter
or Intra Transfer using the Summary Class Code assigned). The Other
Party Identifier for the contracting laboratory is entered on the debit and credit
transaction.

Note: The receivable and collection transactions occur within the same
month.

6. The G/L Accountant updates the A/R IWO log for all transactions monthly.

7. IWO payments are handled through modifications (MOD’s) to our
Contract. The payment for work procured and charged against the A/R
budget code will be reflected as a MOD in our Financial (Fin.) Plan. When the
MOD is received, the MOD# and amount is recorded on the respective A/R IWO
log sheet.

8. When the services provided by the 2 contracting laboratories are complete
and all transfer vouchers have  been processed and noted as paid, the G/L
Accountant will advise Fermilab’s Chief Accounting Officer if the Fin. Plan
MOD differs from the total amount of the transfer vouchers (total invoiced).

9. The Chief Accounting Officer will contact DOE and request a contract
modification for the difference on completed work, to true-up the contract
adjustment to the actual cost of work performed under the IWO that is
considered complete.

* Dollar threshold increased in August 2000.
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Accou nting for IWO and Inte ragency Chapter: 20-Financial Analysis - Section: -Interoffice Work Orders
Agreement
Background/Policy

ACCOUNTING PROCEDURE FOR INTER- OFFICE
WORK ORDERS (IWO) AND INTERAGENCY AGREEMENTS (1A)
January 5, 2001

PURPOSE

e |tis the purpose of this procedure to document the steps required in the
Accounting Department to accurately identify, track and account for IWO’s
and IA’s. IWO’S are contractual agreements between the Laboratory and
another DOE Integrated Contractor to perform work. 1A’s are contractual
agreements between the Laboratory and DOE to procure work to be
performed by another Federal Agency.

Il. POLICY

e Itis the policy of the Laboratory to enter into an IWO agreement if the work to
be performed is in excess of $250,000. This type of contractual agreement is
required by DOE. IA agreements on the other hand carry no minimum
amount requirement. The Fermilab Budget Office is the control point at the

Laboratory for securing an IWO or IA agreement.
Procedure

Il PROCEDURE

1. The Accounting Department is notified of an IWO or IA from the Budget
Office. Complete notification includes receipt of the following documents or
information:

e Authorized U.S. Dept. of Energy IWO or IA with scope of work and

contracting parties identified.

e |WO or IA tracking number.

e Valuation of the agreement (current action and cumulative amount).

e Letter from the Fermilab Associate Director for Administration to DOE

requesting DOE approval for the IWO or IA.

e Copy of Internal Fermilab Purchase Order for the work.
2. Upon receipt of the above information the G/L Accountant will set-up the
IWO or IA on the respective log sheet (an Excel spreadsheet) for tracking.
Information to record includes the following:

IWO or IA number.

Contractor under agreement.

B&R, OPI, SCC and Purchase Order numbers.

Value of the agreement.

Budget code and cost element.

Contract modification # on which IWO/IA reduction is reflected.
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e Transfer vouchers received and processed in G/L. (date and amount).
e Transfer vouchers processed in A/P. (Amount charged to W/P).

3. Upon receipt of a DOE transfer voucher an entry (JV64) is recorded in the
GI/L for the amount of the transfer voucher. DOE Accounting Handbook
requires that the transfer voucher be entered in the month in which the

transfer voucher is dated. The entry debits 31512 (A/P Drafts Outstanding) and
credits 81120 (Transfers Received-IWO) or 81121 (Transfers Received-IA)
using the B&R code 820102 Transfers to Other Offices on  the transfer
account. DOE is advised of the Inter or Intra Office Transfer by entering the
assigned Summary Class Code against the 81120/81121 account. The Other
Party Identifier of the initiator of the transfer is also  recorded against
81120/81121 upon entry into the G/L. The transaction information is also
entered on the log sheet.

4. When the JV is completed, a copy of the transfer voucher is provided to
the A/P Supervisor for processing against the internal purchase order.
The transfer voucher will be treated as an invoice against the “internal”
purchase order.

5. A/P enters and matches the transfer voucher (invoice) to the internal
purchase order in the system, places an authorization hold on the invoice
and sends a copy out for approval. Entering the invoice creates a debit to the
work package (identified by P.O.) and a credit to 31111.

6. If the transfer voucher (invoice) is returned disapproved, indicating that the
work was not performed or not  completed satisfactorily, Accounting may
create a reversing transfer voucher to the performing institution. A reversing
transfer voucher requires approval of the Chief Accounting Officer. If approved,
the JV in Step 3 should be reversed and the transfer voucher invoice
canceled in MMS. The reversing transfer voucher is sent to the other party of
the IWO or IA. The two parties must then work to resolve the issues that led to

the disapproval of the original transfer voucher.
7. If the transfer voucher is returned approved, A/P releases the
authorization hold on the invoice and processes a manual payment to show

the invoice as paid. The manual payment appears as a “wire” transaction. The
action debits 31111 and credits 31512 in the G/L. The “wire” action appears on
the Oracle Bank Reconciliation and will offset the activity in
31512 from JV64. Debits to 31512 are reconciliation items until invoices are
“paid” in MMS.

8. The G/L Accountant reviews the A/P accounts above and records the flow
of the A/P activity on the log sheet.

9. IA and IWO payments are handled through modifications (MOD'’s) to our
Contract. The payment for work procured by Fermilab will be reflected as a
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MOD in our Financial (Fin.) Plan. When the MOD is received, the MOD# and
amount is recorded on the respective IA or IWO log sheet.

10.  When the services provided by the other Federal Agency or Integrated
Contractor are complete and all transfer vouchers have been processed
and noted as paid, the G/L Accountant will advise Fermilab’s Chief Accounting
Officer if the Fin. Plan MOD differs from the total amount of the transfer vouchers
(total invoiced).

11.  The Chief Accounting Officer will contact DOE and request a contract
modification for the difference on completed work, to true-up the contract
adjustment to the actual cost of work performed under the IWO or IA that is
considered complete.

12.  Accounting will accrue cost for the difference between total transfer
vouchers and the Fin. Plan MOD on completed work until notified that
no more transfer vouchers are to be issued.

* Dollar threshold increased in August 2000.
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Summary of Invento ry Accou nting Chapter: 20-Financial Analysis - Section: -Inventory Accounting

Transactions
Background/Policy

The following summarizes the accounting that takes place for inventory transactions:

Procedure
REQ:
Encumbrance Type 1002

DR: 2WSP or 2WST
CR: 99150 - Reserve for Encumbrances

PO:
Encumbrance Type 1004

DR: 2WSP or 2WST
CR: 99150 - Reserve for encumbrances

Encumbrance Type 1002

CR: 2WSP or 2WST
DR: 99150 - Reserve for Encumbrances

Receipt of Product:
Encumbrance Type 1004

CR: 2WSP or 2WST
DR: 99150 - Reserve for encumbrances

Cost:

The following actions take place at the same time in the system:

Receipt
DR: 2WSP or 2WST

CR: 31117 - - ACC PAY - RECEIPT INSPECTION ACCRUAL

Delivery:
DR: 31117 - ACC PAY - RECEIPT INSPECTION ACCRUAL

CR: 31114 - ACC PAY - INVENTORY RECEIPT ACCRUAL
Entry of Invoice
Cost:

DR: 31114 - ACC PAY - INVENTORY RECEIPT ACCRUAL
CR: 31111 - Vouchers Payable

Payment of Invoice

Cost:
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DR: 31111 - Vouchers Payable
CR: 11833 - Cash
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Requisitions Chapter: 20-Financial Analysis - Section: -Inventory Accounting
Background/Policy
The following procedure is what is supposed to be followed when entering an inventory req:[]

Destination type should always be Inventory.

Organization should be ISS for Stores items and FNL for Spares items.

If Master Fermilab is chosen by mistake, an alert will fire. * (to be developed)

An alert will fire if a Project/Task is entered via preferences. (Project/Task cannot be entered manually on
an inventory req).*(to be developed)

If either of these ALERTS are received the req should be rejected back to the preparer, cancelled and/or
re-entered correctly.

The organization entered above drives the project/task in our custom open commitments table that all
reports and queries use to report open commitments.

This is the logic:

If Destination Org ='ISS', then the Project/Task will be attributel/attribute2 in hr_Organization_units (Proj.
80 and Task 80.8.2.1).

If Destination Org = 'FNL, then the Project/Task will be attributel/attribute2 in mtl_categories based on
the Item.

If Destination Org is 'MAS', no Project/Task is defined and it just gets the project/task of the previous
record during the process.

The entry made to GL:

Stores: debit account WA-KA0281020-2WST-16980-8E-0000-89-000, credit 99150 reserve for
encumbrances, encumbrance type id 1002 (reqs)

Spares: debit account WA-KA0281014-2WSP-16940-8E-0000-89-000, credit 99150 reserve for
encumbrances, encumbrance type id 1002 (reqs)

A month end MassAllocation is made to move these balances to the correct B&R, because these default
accounts cannot be changed in the system.

There is no entry made to Oracle Projects. Only the POC_OPEN_COMMITMENTS table (mentioned
above) is updated, which Projects reports use to report Open Commitments and Change in
Commitments.

Procedure
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Purchase Orders Chapter: 20-Financial Analysis - Section: -Inventory Accounting
Background/Policy

Once the req is approved it can be placed on a PO. PO's can also be entered without a corresponding

reg.

The organization entered on the req or PO drives the project/task in our custom open commitments table
that all reports and queries use to report open commitments.

This is the logic:

If Destination Org ='ISS', then the Project/Task will be attributel/attribute2 in hr_Organization_units (Proj.
80 and Task 80.8.2.1).

If Destination Org = 'FNL, then the Project/Task will be attributel/attribute2 in mtl_categories based on
the Item.

If Destination Org is 'MAS', no Project/Task is defined and it just gets the project/task of the previous
record during the process.

The entry made to GL:

Stores: credit account WA-KA0281020-2WST-16980-8E-0000-89-000, debit 99150 reserve for
encumbrances, encumbrance type id 1002 (reqs)

Spares: credit account WA-KA0281014-2WSP-16940-8E-0000-89-000, debit 99150 reserve for
encumbrances, encumbrance type id 1002 (reqs)

Stores: debit account WA-KA0281020-2WST-16980-8E-0000-89-000, credit 99150 reserve for
encumbrances, encumbrance type id 1004 (PO)
Spares: debit account WA-KA0281014-2WSP-16940-8E-0000-89-000, credit 99150 reserve for
encumbrances, encumbrance type id 1004 (PO)

A month end MassAllocation is made to move these balances to the correct B&R, because these default
accounts cannot be changed in the system.

There is no entry made to Oracle Projects. Only the POC_OPEN_COMMITMENTS table (mentioned
above) is updated, which Projects reports use to report Open Commitments and Change in
Commitments.

Procedure
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Receiving and | nvoicing Chapter: 20-Financial Analysis - Section: -Inventory Accounting
Background/Policy

Receiving:

When a receipt for an inventory item is entered, the following entry is immediately sent to the GL for the
purchase order price:

Dr. 31117 (see this procedure for the eventual credit to 31117 - [1)
Cr. 31114

No entry is made to Oracle Projects.
Invoicing:
AP matches the invoice to the purchase order If it matches correctly, the following entry is sent to GL.:

Dr. 31114
Cr. 31111

If there is a quantity variance (overage) an additional debit and credit entry is made to the above
accounts.

If there is a price variance, the difference is debited or credited to the following accounts:

XZY[89 for Stores
XZXI89 for Spares.

No entry is sent to Oracle Projects via the system. The amounts in these work packages are zeroed out
at month end in JV84, and applied to Project/Tasks in PAB084. See this procedure: [

The relief to the encumbrance is made via the "Transfer Transactions to GL" jobs run for each
organization nightly.[]

The entry made to GL:

Stores: credit account WA-KA0281020-2WST-16980-8E-0000-89-000, debit 99150 reserve for
encumbrances, encumbrance type id 1004 (PO)

Spares: credit account WA-KA0281014-2WSP-16940-8E-0000-89-000, debit 99150 reserve for
encumbrances, encumbrance type id 1004 (PO)

If there is freight on the invoice, the following procedure should be used in AP:

Charge the freight to project 80, task 80.8.1.2 for Spares items and project 80 and task 80.8.2.2 for ISS (stores)
items.

These freight entries will be sent to Projects in the nightly interface run of Payables to Projects.

Procedure
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Issues and Other Misc. Transactions Chapter: 20-Financial Analysis - Section: -Inventory Accounting
Background/Policy

Issues and other transactions to Project/Tasks are done via the Miscellaneous Transactions screen.[}] [

The project/task to be charged is entered. For issues and other uses of inventory, the DEBIT entry to the

GL account is entered in the ALIAS to 39997.The credit entry is to 2WST or 2WSP, cost element 89. For

EXPPOREC and other adds to SPARES inventory, the debit is to 2WSP and the credit is to 39997.

There are two separate interfaces to send these transactions to the GL and to Projects.

GL:
The job "Transfer Transactions to GL" is run nightly from both the SPARES and STORES organizations.
It makes the following entries:

1. Sends the issues to the GL Interface table. Another job is automated to strip out the id number and
run the Journal Import for inventory.

The DEBIT entry to the GL account is defaulted behind the scenes to 39997. The credit entry is
to 2WST or 2WSP, cost element 89.
2. Credits 31117 for invoices matched to receipts. Debits 2WST or 2WSP, cost element 89.
3. RDineves the encumbrance for the Purchase Orders that have been matched to invoices during this
day.
4. Debits or Credits 4XYZ or 4XZX for average cost variances, offsets 2WST or 2WSP.

This is in the NEW DAILY INTERFACES report set. The journal import is automated nightly also
using the job "MMS Journal Import Report".

PA:

1. A custom job "Fermi Inventory Transaction Pre-Import" removes the burden cost from these same
transactions in the Project Accounting Transacation Interface table (PATI). (The Cost Collection jobs
must run first for each organization).

2. After this job, the Transaction Import for the source "Inventory Misc" runs to bring these expenses into
projects.

3. Then these are transferred to GL as a miscellaneous transaction, debiting the appropriate AA account
for the project/task charged. AutoAccounting credits 39997.

All of these are in the NEW DAILY INTERFACES report set.

Procedure
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Entry of Inventory ACtiVity and Balances in Chapter: 20-Financial Analysis - Section: -Inventory Accounting
Projects

Background/Policy
All of the transactions that take place in the Oracle system for Inventory are never reflected in Projects
automatically. The Oracle Projects system was not designed to keep "Inventory" as a Project or task
within a Project, which is a Fermilab requirement. Issues charged to Project/Task has been customized
by Fermilab.

At month end, a PAB batch must be entered to reflect the monthly activity for SPARES and STORES into
the correct tasks in Projects.(At conversion, the inventory balances were loaded into Sept 02 in the
Projects module. October thru March activity was also loaded).

The PERIOD CLOSE VALUE SUMMARY report is run at month end to retrieve the values required for
the entry. It should be compared to the GL activity in 2WSP and 2WST for accuracy before making this
entry. In case of a discrepancy, use the GL number.

A pre-approved batch is entered for the following: [

STORES activity is transferred to task 80.8.2.1
SPARES activity is transferred to the respective projects/tasks that own the SPARES.

This entry is set up to debit and credit the inventory clearing account 39997, so there is no GL effect.

If any other activity hits task 80.8.2.1 it needs to be zeroed out via pre-approved batch.

ADDITIONAL MISCELLANEOUS ENTRIES:
e An entry must be made to transfer the inventory variances to task 80.8.2.2 and 80.8.1.2 See this

procedure: [
e Another entry must be made to transfer the automated cycle count write-offs from the default account
of WZB/89 to task 80.8.2.3 [
e An entry must be made each month to record the allowance for Loss for ISS items. This is PAB#231.
Debit 80/80.8.2.7 for the allotted amount. (Autoaccounts to EC0101040)
Credit 80/80.8.2.3 for the allotted amount. (Autoaccounts to ISS inventory KA1102812 -
shortages and overages are recorded to this
task throughout the month.

e Expense Orders:
If Spares are ordered on a Expense PO instead of with an inventory item number follow this procedure:

e Freight on invoice charged to 31114 instead of appropriate project/task: Request Accounts Payable
to reverse the entry and re-enter to the correct project/task.

Procedure
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Monthly Variances to Undistributed - Jv88 Chapter: 20-Financial Analysis - Section: -MassAllocations
Background/Policy

This batch accumulates the variances in the following and moves them to the B&R YN0100000

(undistributed):

EC0101070 4UNK AD Program Support Variance
EC0101080 4UNU CD Program Support Variance
EC0101050 4UNB CSS Variance

EC0101060 4UNC G&A Variance

EC0101040 4UNA MSA Variance

EC0101090 4UNV PPD Program Support Variance
EC0101010 4UNW TD Program Support Variance

After this entry, the balance in each of the “EC” B&R’s above should be zero for month-end

reporting to DOE.
Procedure

After Burden has been run for the month, open Oracle GL to:
Journals
Generate
Allocation
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Mavigatar - Fermi GL Supervisar

Functions

Journals:Generate:Allocation

Generate Massfllocations

- Journals Top Ten List

Enter 1. Enter Journals

Post 2. Generate MassAllocations
Encumhrance - 3. Requests: Submit

Import 4. Bun Financial Reports

=4
=

Define
Generate

Reversal

Allocation
Recurring
Carryforward
Schedule
+ AutoAllocation

L+ Innnines

Choose JV88 Variances to Undistributed.
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O Generate MassAllocation Journals (FERRMILAE)

Subrmission and Last Bun Details

Batch Mame Last Run

WVis VARIANCES TO UNDISTIES FEG-09

Allocation Method

SFull ® |ncremental

Generate

Generate the allocation for the current period.

Verify the amounts for each variance to the ACT30A. Give to Financial Analysis Manager for
Posting.
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Cost Transfer Review and Approval Chapter: 20-Financial Analysis - Section: -Month-end Close
Background/Policy

The procedures below set forth the review and approval procedures in the Accounting Department

related to cost transfer requests. Effort reporting worksheets are not considered cost transfer requests

for purposes of this procedure.

See the document entitled "Cost Transfer Guidelines" for information which has been shared with the
Field Financial Managers related to cost transfers.

Procedure
1. All cost transfer requests, labor and non-labor, should be submitted in electronic form to
monthendclose @fnal.gov, with any hard copy backup documentation sent separately. The transfer
should be submitted in standard form using the current Cost Transfer Upload Worksheet.
Some transfer requests, generally from smaller sections or departments, may be received via paper
memo. The CAO and Asst. CAO may use their judgment on whether these are acceptable.

2. CAO or Asst. CAO approval is required on all cost transfers. CAO approval is required on all cost
transfers over $100,000 (per line item) and CFO approval is required on all cost transfers over
$1,000,000 (per line item).

3. All cost transfers must be reviewed for changes in fund type and service type. If errors are being
corrected, review for root causes and evaluate for future follow-up and improvements. Consult with
FFM's as necessary.

4. Cost transfers involving A/R tasks must be approved by Manager of Grants and Contracts or CAO.
CAO or CFO must review if thresholds in 2. above are exceeded.

5. Review cost transfers to make sure a budget transfer is not more appropriate, particularly when costs
appear to be in the "right" place before the transfer.

6. Review to make sure the debits and credits are consistent with the explanation for the transfer (i.e.
that the entry is not backwards.)

7. All cost transfers must be properly authorized, especially by the receiving organization. A copy of the
cost transfer request is considered adequate "authorization" by the receiving organization in most cases;
however, CAO and Asst. CAO reserve the right to obtain further evidence of acceptance at their
discretion.

8. Adequate backup documentation must accompany the request, including hard-copy signatures as
necessary.
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DOE MARS Extract Checklist Chapter: 20-Financial Analysis - Section: -Month-end Close
Background/Policy

The DOE Extract Report Set is run throughout the month-end close to verify that everything is set up within

Fermilab’s Crosswalk to capture our monthly activity and translate it into the correct STARS format.
Procedure

A. Run the DOE Extract (Report Set)

Log on to Oracle and select Import/ Load Responsibility. The G/L Accountant runs the Request Set.
Run Reports
Request Set

Fliwilag= | Documents

Run Reports
+ Import Top Ten List
+ Interfaces 1. Run Reports
&4 + Other
MassAlloc
-
+ Journal What type of request do you want to run?
% DOEXREF
- .
= 2 GO ' Single Bequest
+ This allows you to submit an individual request.
-
-

This allows you to submit a pre-defined set of
requests.

( oK | [ Cancel |

From the List of Values, select DOE Extract Report Set.
Tab to Period Name, enter current period or use LOV.
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& Submit Rec
— Run this Request...
Copy...
Request Set DOE Extract (Report Set)
Program Stage Parameters Language
I Doe Extract Doe Extract (20) American English =
DOE Extract Audit Report DOE Extract Audit Repo American English

Create DOE Extract ASCII Create DOE Extract AS( American English
Error Report for All Mo dul ebeliGlEEC e

Period MNarme |FEB-I]9 FEB-09

‘ Journal Categary || D

ok | |cancel) [ clear ) [ Help

At these Times...

As SoomAS FUSSITITE ST |

Help (&) Submit Cancel

5. Tab through the remaining pop ups, defaults and hit OK.
6. Submit Request

B. Review the Error Report

In Oracle, Select View, Requests, Find. Highlight ‘Error Report on All Modules’, click on View Output. The error
report should only include accounts 42130 & 42140. If more accounts are appearing, then the problem must be
investigated.

ODCEERROR FEEMI NATIONAL ACCELERATOR LABORATORY
Error Eeport For DOE Module

Type Error Description
Error No E-Ref E-Reference records Not found for BS Ace 42130
Error Mo E-Ref i-Reference records Not found for B3 Acc 42140

C. Review the DOE Extract Audit Report

Print the DOE Extract Report for review. Select View, Requests, Find. Highlight ‘DOE Extract Audit Report’.
Select Tools, Reprint/Republish - select ‘Landwide’.
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DOERD IT FERMI HAT IOWRL ACCELERATOR LAEORATORY Fun Date: 20-MAR-09
DOE EXTRACT AIDIT EEFORT Page:
FOR. THE MONTH: MR
MM EUDGET TIN BUDGET FROGRAM noc EEIMEUR S AELE OUTHEE.
E3 3¢L 3TAT ASSET OCC FND CLA3 REPORT CONTE ALC ASST FL&N REIERENCE TASE TYPE TIORE PARTY
ACCT CODE GOIE TWE CODE TYF CODE CLASS DENT WIMEEE. SEC CODE MIMEEE mnL i e I COTHTEY AMOTHT
11 17 21 27 25 30 29 a3 55 63 65 B7 36 101 116 151 155157
11402 1140 254 Ta 19 EALLOZ011 CH11:59 L 0533 U3 150700
11402 1140 254 A 19 CH11259 FL 0593 I3 a.o0
11405 1140 254 Ta 19 EALLOZ011 CH11:59 L 0533 U3 EEO2E. 95
11405 1140 254 A 19 CH11:59 L 0533 U3 a.ao
11407 1140 254 A 19 KalloZoll CH11259 FL 0593 I3 410522
11407 1140 25 WA 19 CH112539 FL 0533 U3 g.00
11521 1182 254 WA 97 HALLOZ011 CH11:59 L 0533 U3 F40_00
11511 1l&9 25% WA 97 KalloZoll CH11259 FL 0533 U3 1EIE025.09
11514 11:9 254 A 97 KalloZoll CH112E59 FL LLE] -6541.7&
11518 1189 254 WA 97 HALLOZ011 CH11:59 L L] 22107.87
1151C 1189 254 A 97 CH11259 FL LLE] -2469. 45
11510 1ls9 25% WA 97 KalloZoll CH11259 FL LK -3E561.71
14152 1415 254 A 50 CH11:59 L CHa0 113 -21405. 54
14155 1415 25% WA 50 CH112539 FL HEHO U3 =12150. 56
14000 1418 25% WA 50 CH112539 FL 0533 U3 -3024.07
14151 1415 254 A 50 CH11:59 L 0537 U3 -715914. 51
14417 1441 aF 19 CH11259 FL &FN62 23550 TMFTI00LT 0304 U3 -2040.22
14317 144l IF 50 CH112539 FL &FNEZ 25 50 THFI00LT 0303 UZ 2040232
14417 1441 56 19 CH11259 L BERWEEES 50 TMFTI00LT aF0d 13 -E1. &1

Each line of the audit report should include a BS Acct, an SGL, an OCC code (unless otherwise noted), a Fund
Type of WA (unless otherwise noted), a Contractor Identifier of CH11359, a Fin Plan code of FL, a Country, and an
Amount.

Review the following lines for additional information:
SGL Codes 1140, 1151 and 118X must report with a B&R code.

SGL Code 1441 will have NO OCC Code, a Fund Type other than WA and must include a Reimbursable Work
Number and an OPI. Collections must be recorded with SCC 19, 21, or 50. This is taken care of with

JV48.

FUND BS

TYPE ACCT Reimbursable Work Number OPI #
3T 14413 AGRN6228505MPF0001 US Naval Observatory 0304
3T 14414 AGRN6228506 MPF0001 US Naval Observatory 0304
3T 14415 AGRN6600106MP00071 Space and Naval Warfare Systems 0304
3T 14416 AGRN6228506MPF0002 SLOAN#2 #2 0304
3F 14417 AGRN6228507MPW0017 FY07 SLOAN 0304
3Y 14418 AGRNNGO08FAO01I NASA/ Goddard Space Flight Center 0315

US Department of Homeland

3Z 14419 AGRHSHQDC08X00479 Security 0391
3W 14420 AGRNNH08AJ441 NASA FCPA- NASA Goddard 0315

SGL Code 1517 with a credit should have SCC = 97 or 73. 1517 defaults to 97.

BS Acct 16910 must report with Status Code = 01, FT 51, and a B&R code.

SGL Code 1691 must report with a Status Code, an Asset Type, and a B&R code.

SGL Code 1711 must report with a Status Code and a B&R code.

SGL Code 1812 must report with B&R Code.

SGL Code 1813 must report with a Fund Type other than WA should include an OPI.

SGL Code 2130, 2230, and 2241 should have a Status Code, an Asset Type, a Fund Type of 51, and a B&R
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SGL Code 2311 should include a Status Code, a Fund Type of 51, a B&R Code, and a BRN code, but should
NOT have an OCC code.
BS Acct 23130 should be $0.

SGL Code 3142 must include an OPI.

BS Acct 39139 should have a Status Code, a Fund Type of 51, and a B&R Code.
BS Accts 3913x and 3914x (where x equals an Alpha character) should have a Fund Type of 1x, 2x, 3x or 58,
B&R of 40, 50, 60, 70 or ZN and a Reimbursable Work Number.

FUND

T¥PE B3 WEEG QP #
v WEOO2001 BATL 3P134 ANITY § 10EF 0599
v WEOO4001 NI 3P13H A001 1QuD 0596
Y AGRCRADAOIN5E TAI ¥ANG CRADA II 3913] A002 M1QUE 0593
Y LGRCEADAZ00500024 LTON S Hydrogen Cryvostat 3913F A00E F1QUE 0593
Y AGRCEADA20060001 MUONS 60 Bearn Cooling 39130) G008 QUL 0593
Y AGRCRADAZ0060003 CRADA - American Serniconductor 39135 A011A0T0 0593
Y AGRCRADAZ0060002 CRLDA - Muon Capture 3913E G010/ 0593
Y AGRCEAD A20060004 CEADS - Supra Magnetics 3913T Aal13 0k 0593
Y AGEWFO20070001 ANIAC - Dulptipls Power Levels 39130 A0123100) 0593
v AGRCEADAZ0070001 CR&4DA-Cormpart Tunable BF Cavities | 3913V A0140TTR. 0595
v AGRCEADAZ0070002 CR&DA-Magnets for Iduon 3913W A015/31T5 0595
v AGRCEADAZ20070003 CR4DA-Stopping Tluon Bearns 3913 A016/ 0T 0595
v AGRCEADA20070004 CEADL-AD Wuon Bearn Cooling 3913¥ A017301T 0595
22 LGERWEFO2002001 University of Chicago 391358 A012Tv 0594
22 LGRCRAD S 2005002 CEADS - Supra MWagnetics 391448 G019 G A A 0595
22 LGRCEADAZ002001 CEADS - Supra MWagnetics 3914B G201 GAR 0595
W AGRCEAD A 0050003 CR&DA 2005-0003 3914C A02INGAC 0595
W LGRWFO200:02 CR&DA 2005-0002 3914D AN GAD 0595
aT LGRMNAZ2E505NPFOO01 115 Nawal Ohservatory 43123 4002 0304
aT LGRMNAZ2E506NPFOO01 115 Nawal Ohservatory 42124 4003 0304
aT LGRNAEG001061IPOODT1 Space and Maval Warfare Systerns 45125 4004 0304
aT LGRMNAZIZS06IPFO002 SLOL AL #2 42126 4005 0304
3F AGRMAZ2RS0THIPWO01T FV¥07T SLOAN 42127 4006 0304
3 LGRNHNGOEFADLT NASA! Goddard Space Flizht Center 42128 4007 0315
32 LGRHSHODCOZX 00479 115 Departrment of Horneland Security 42120 4002 0391
IW LGRMNMHOELT44] HASSE FCPA- WASS Goddard 42130 4009 0315

*Ball (FT58 BALL, NO B&R)

BS Account 39920 should have a Status Code = 24, Fund Type 54, SCC 97, ALC Number (i.e., 89000001) in
columns 55-62, and Source Doc Type Number (i.e., TRF89X0222) in columns 101-115.

SGL Code 45110 with Fund Type 58, SCC 19 should have ALC Number (i.e., 89000001) in columns 55-62

and Source Doc Type Number (i.e., TRF895228.1) in columns 101-115 and OPI = XN90.

SGL Code 4812 should have Fund Type of 3x (where x equals an Alpha character), a Reimbursable Work

Number, and an OPI.

FUND
TYPE BS Reimbursable Work Number OPI #
3T 48123 AGRNG6228505MPF0001 US Naval Observatory 0304
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3T 48124 AGRN6228506MPF0001 US Naval Observatory 0304
3T 48125 AGRN6600106MP00071 Space and Naval Warfare Systems 0304
3T 48126 AGRN6228506 MPF0002 SLOAN#2 #2 0304
3F 48127 AGRN6228507MPWO0017 FY07 SLOAN 0304
3Y 48128 AGRNNGO8FAO1I NASA/ Goddard Space Flight Center 0315
US Department of Homeland
3Z 48129 AGRHSHQDC08X00479 Security 0391
3W 48130 AGRNNH08AJ441 NASA FCPA- NASA Goddard 0315

SGL Code 8112 should have a Status Code = 01, FT 51, and a B&R code.

SGL Code 8111 and 8112 should have a B&R code and an OPI.

SGL Code 8123 may have a Fund type other than WA.

SGL Code 8132 must report with a B&R code and may have a Fund Type other than WA.. If the B&R is 40,
50, 60, 70 or ZN and FT 1x, 2x, 3x, or 58 there must be a Reimbursable Work number. Additionally, if the
B&R code is 50, 70 or ZN, an OPI should be included. BRN’s may be included.

BSC OPI# Reim Work Number
81328 0315 AGRS15717Y
81329 0315 AGRT6538WA
8132A 0599 AGRWFO002001
8132B 0599 AGRWFO002002
8132C 0315 AGRNNGO04EG78I

8132E 0304 AGRN6228505MPF0001
8132F 0304 AGRN6228506 MPF0001
8132G 0304 AGRN6600106MP00071
8132H 0304 AGRN6228506MPF0002
8132K 0304 AGRN6228507MPWO0017

8132L 0315 AGRNNGO8FAO01I
8132M 0391 AGRHSHQDCO08X00479
8132N 0315 AGRNNHO08AJ441

SGL Code 8133 must report with a B&R code and a BRN. If the FT is WA and the SCC = 60, a Status Code
should be included. If the FT is 51, the SCC should be 61.

BS Acct 81331 and 81334 should have an OCC of 320 and a GPP/ AIP BRN.
BS Acct 81332 and 81337 should have an OCC of 310 and an EQU BRN.

BS Account 81390 must report with OCC 254, Fund Type 54, SCC 60,B&R Code = YN0403020, and Source
Doc Type Number (i.e., TRF89X0222) in columns 101-115.

SGL Code 9911 should include a Status Code, a B&R code, and a BRN.

SGL Code 9915 should include a Status Code.

SGL Code 9931 and 9932 should include an OPI.

Miscellaneous:
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a). B&R 400409900 - should always have FT 3Y or 3W and it should always equal to B&R 50 FT 3Y and
3W, after JV89/90 is posted.

b). B&R 400403309 — should always have FT 3T or 3F and it should always equal to B&R 50 FT 3Y or
3W, after JV89/90 is posted.

c). B&R YNO0309081 should be zero.

d). 81324 - should use predominant B&R (B&R KA1102011)

e). All FT 51 Accounts must contain a B&R code.

). Review all B&R codes — be sure there is NO activity with an old B&R. (i.e. KA05, KA04, KAO02,
KHO01)

g). B&R ECO01, 04, 05, 06, 07, 08 and 09 should equal to zero after J\V88 is posted.

h). Account 46110 should be zero for all funds.

i). Accounts 3913A through 3913Z and 3914A through 3914Z can NOT have a Summary Class code of
97.

j)- SGL Codes 9911 — 9932 should net to zero.

k). B&R YNO1 should be FT WA.

1). The Control Totals by Fund on the last page of the report should equal $0.

Note: JV87, 88, 89 and 90 noted above are generated as mass allocation JV’s.
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G/L Close Process Review Checkpoints Chapter: 20-Financial Analysis - Section: -Month-end Close
Background/Policy
MONTHLY CLOSING CHECKLIST FOR PROCEEDING

WITH INDIRECT MASS ALLOCATION AND VERIFYING
ACCURACY OF MONTHLY CLOSE
1/9/01

PURPOSE

e |tis the purpose of this procedure to document the checkpoints followed on
the last day of the monthly close to ensure that all transactions are in the
General Ledger and the Indirect Mass Allocation Process can proceed. This
procedure also documents the checkpoints followed after the Indirect Mass
Allocation Process and Post Close Entries are completed to verify the
accuracy of the monthly close.

Il. POLICY

e The Financial Analysis Group will perform a checklist review of indicators
which determine if the Indirect Mass Allocation Process can proceed or
whether additional transactions are required. Once the Indirect Mass
Allocation Process is completed a quality assurance review of the monthly
costs is completed to verify the accuracy of the monthly close.

Procedure

1. PROCEDURE

A. Prior to running the Indirect Mass Allocation Process the following checklist
will be reviewed.

1. Verify all assigned Journal Vouchers are entered and posted to the G/L.

2. Verify all daily Procard files for the month are posted to the G/L.

3. Verify there are no transactions hung in the G/L Interface Table. (Run the
GI/L Interface Table Browse to verify.)
4, Verify the following accounts are zero and if not, advise the Manager of

Financial Analysis.
. 18131 Suspense Debits
. 11832 Cash — First Chicago
. 31115 A/P Vouchers Payable after 5/31 (Prior to MMS)

5. Verify accounts 42130 and 42140 (Oak Brook Letter of Credit
Balance/Contra) are equal and opposite.

6. Verify all activity for 31111 A/P Vouchers Payable is recorded in fund type
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WA. Reclass any amounts in minor funds to WA prior to running a
preliminary DOE Extract before the Indirect Mass Allocation Process.

7. Run a Preliminary ACT030 to review monthly activity by budget code and
compare to prior month ACT030. Review activity greater than $100K and
investigate large variances between the two months. Also review the

accuracy of credit activity in budget codes that would normally be a debit.

8. Run a DOE Extract for the month to verify activity across Fund Type, B&R
and BRN is accurate. Also verify the DOE Extract balances to zero, for each
fund type.

B. After running the Indirect Mass Allocation Process and Post Closing
Entries, perform the following to verify  the accuracy of the monthly close.

. Run a DOE Extract for the month to verify activity across Fund Type, B&R
and BRN is accurate. Also verify the DOE Extract balances to zero, for each
fund type and that all Indirect Pools have zeroed.

. Run an ACTO030 Report to review monthly activity by budget code and
compare to the prior month ACT030 for large variances. Also compare the
ACTO030 to the DOE Extract.

. Run Summary 1 Trial Balances by B&R to compare to totals on the
ACTO030 and the DOE Extract. Total of B&R’s on DOE Extract by 8132 and
8133 should equal the totals on the ACT030 and the total of the monthly

activity in 81321 (Operating), 81331 (Plant) and 81332 (Capital Equipment).

C. Once the reports are reviewed and it is determined that it has been a
good close, the Financial Analysis Manager advises Business Systems to
proceed with the running of the monthly Division and Section

Reports.
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Month-End Payroll Upload Chapter: 20-Financial Analysis - Section: -Month-end Close
Background/Policy

Procedure

Month End Payroll Upload

Payroll Manager notifies Financial Analysis via email with a copy of the to the FA Manager that
the Payroll file is ready to be uploaded.

Part One — Project Accounting:

Staff Accountant:

1. From the Import/Load responsibility or the Projects module, run the PAC Payroll

Exception Report (ACTO019A) to be sure there are no exceptions. Single Request, select the
current period and submit.

O Submit Request

— Run this Request...

( Copy... )I
Marne |F"ﬂC Payroll Exception Report (ACTO194)
Parameters |I'I.I'Iﬂ‘|"-l]ﬁ
Language |ﬂmerican English
( Language =ettings... | Debug Options
— At these Times...
Fun the Job |As Soon as Possible ( Schedule. .. )

— Upon Completion...
v Save all Output Files

Layout |

Motify | ( Options. .. )I
Frint to |3E1_PS

[ Hep© ( Submit || Cancel )
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This report can sometimes take about 6 minutes to process. View the Output. If there are
exceptions and the Rejection Reason is “This employee has no active organization/job
assignment as of the expenditure item date,” runthe PAC Enable Employee for
Expenditure Transactions job.

2. PAC Enable Employee for Expenditure Transactions job: From the Import/Load
responsibility, submit a single request, PAC Enable Employee for Expenditure Transactions,
Transaction Source is Payroll Interface, and submit.

— Run this Request...
( Copy... )I
Marme |F"ﬂC Enable Employee for Expenditure Transactions
Farameters |Pa:-,rru|| Interface
Language |ﬂmerican English
( Language =ettings... | Debug Options
— At these Times...
Fun the Job |As Soon as Possible ( Schedule. . )
— Upon Completion...
v Save all Output Files
Layout |
Moty | ( Options. .. )I
Print to |act_ps
[ Hep© ( Submit || Cancel )

View the output and compare to the exceptions on the ACTO19A report (above) to verify the
employees have been enable.

3. Re-run the ACTO19A (if step 2 is needed) following step 1 to verify there are no longer
any exceptions. Take a screen print of the last page of this report. The report total should tie to
the 39998 account on the GL entry (to be verified later below).

4. Review the Project Accounting file to be imported: In the Projects module, go to
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