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From: FOIA   
Date: Feb 22, 2017 5:32:11 PM  
Subject: Your Freedom of Information Act Request to the Federal Election Commission 
(FOIA 2017-023)  
 
VIA ELECTRONIC MAIL 
 
Re:      Freedom of Information Act Request No. 2017-023 
 
 
This letter responds to your request for information from the Federal Election 
Commission (FEC) under the Freedom of Information Act (FOIA), which was dated 
December 26, 2016, and received in our office on December 27, 2016.  You 
specifically requested copies of the following: (1) FEC accounting manual; (2) FEC 
travel manual; and (3) FEC time and attendance procedures manual. 
 
We searched our records and found the requested documents. We are releasing the 
documents in their entirety; therefore, your request is granted in full. 
 
You may contact our FOIA Public Liaison, Kate Higginbothom, at (202) 694-1650 for 
any further assistance and to discuss any aspect of your request.  Additionally, you 
may contact the Office of Government Information Services (OGIS) at the National 
Archives and Records Administration to inquire about the FOIA mediation services 
they offer.  The contact information for OGIS is as follows: Office of Government 
Information Services, National Archives and Records Administration, 8601 Adelphi 
Road-OGIS, College Park, Maryland 20740-6001, e-mail at ogis@nara.gov; telephone 
at 202-741-5770; toll free at 1-877-684-6448; or facsimile at 202-741-5769. 
 
If you are not satisfied with the response to this request, you may administratively 
appeal by writing to the Chief FOIA Officer, Federal Election Commission, 999 E 
Street, N.W., Washington, DC 20463, or sending an e-mail to foia@fec.gov.  Any such 
appeal should follow the guidelines set forth in the Commission’s FOIA regulations at 
11 C.F.R. § 4.8.  Thank you for contacting the FEC. 
 
 
Sincerely, 
 
Peter K. Han 
FOIA Requester Service Center  
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FISCAL YEAR 2015                                              

ACCOUNTING MANUAL - SECTION I 
OCFO 

 

Finance Division 

May 2015 
 
 
 
  

The purpose of the Accounting Manual is to (1) provide a summary of accounting related procedures for 
reference purposes; (2) Support the understanding and utilization of the accounting systems; (3) Provide 
guidance over reporting requirements; and (4) Ensure consistency over the application of accounting 
principles, laws, and regulations. Changes to the procedures after this publication date may occur based 
on updated guidance provided by OMB, Treasury, or other Federal authoritative governing body. Updates 
to this manual are made once annually, as applicable. 
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1.0 INTRODUCTION 

 
1.1 PURPOSE 
 
The purpose of the Accounting Manual is to: 
 

• Provide a summary of accounting and related procedures for reference purposes, 
• Support the understanding and utilization of the accounting systems, 
• Provide guidance over reporting requirements, and 
• Ensure consistency over the application of accounting principles, laws and regulations. 

 
1.2 SCOPE 
 
The scope of this manual includes overall policies used for the production of internal and external 
financial reports. The FEC has outsources its accounting services to the General Services Administration 
(GSA), an OMB certified line of business financial service provider. GSA’s accounting system is known 
as Pegasys. Pegasys is a commercial-off-the-shelf (COTS) package on CGI American Management 
Systems’ (AMS) Momentum Financials for the processing of accounting transactions. The Accounting 
Manual includes guidance from GSA.  Detailed   The OCFO maintains copies of the most updated 
versions of the Financial Management Information System (FMIS) Training Manual to External Clients 
and the Pegasys User Guides available to the FEC. 
 
1.3 OVERVIEW  
 
1.3.1 Summary of Significant Changes 
 
The following table summarized significant changes reflected that have occurred since the last revision of 
the FEC Accounting Manual, May 20, 2013. 
 
Section Number Section Title Change 

1.3.3 
 

Funding  Added a brief paragraph to describe the FEC’s authority to utilize offsetting 
collections and reimbursable operations  

1.3.5 
 

FEC Organization Updated the section to clarify the OCFO / Staff Director Position consistent with the 
FY 2014 Budget Justification 

1.4 FEC Service Provider For discussion purposes, wherever the word ‘GSA’ is mentioned throughout the rest 
of the document, it is referred to the new provider NFC with the same supporting 
structure from GSA. 
 

1.4.2.2 
 

Access Deleted the emphasis that the FEC no longer relies on the PeopleSoft System. This 
statement is no longer relevant.  

1.5.4 Chart of Accounts Effective in FY 2014 Treasury implemented the Six-Digit U. S. Government Standard 
General Ledger (USSGL) Account Number Code Structure as authorized under 
Treasury Financial Manual (TFM) Volume I, Bulletin No. 2012-07. Effective in FY 
2014 the FEC no longer utilizes the Federal Agencies' Centralized Trial-Balance 
System (FACTS I and II) The FEC utilizes the Governmentwide Treasury Account 
Symbol Adjusted Trial Balance System (GTAS) which replaces the functionality of 
FACTS I, FACTS II, IFCS, and reporting systems to report agency trial balance data. 

1.5.4 Coding Structure Effective in FY 2014 GSA initiated a new Agency Location Code (ALC) 47 00 0018 
for client reports generated through the External Services Branch.  
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1.3.2 FEDERAL ELECTION COMMISSION LEGISLATION  
 
Congress authorizes the Federal Election Commission (FEC) in 1975 as an independent regulatory 
agency to strengthen the integrity of the electoral process under the Federal Election Campaign Act of 
1971, 2 U.S.C. 431 et seq., as amended (FECA or the Act).  The Commission is also responsible for 
administering the public funding program for Presidential campaigns and conventions, as outlined in Title 
26 Internal Revenue Code. 
 
The Act provides the foundation of the FEC’s mission to “protect the integrity of the federal campaign 
finance process by providing transparency and fairly enforcing and administering federal campaign 
finance laws.”  The primary objectives of the FEC are to: 1) Engage and Inform the Public about 
Campaign Finance Data, 2) Promote Compliance with the FECA and Related Statutes, 3) Interpret the 
FECA and Related Statutes, and 4) Foster a Culture of High Performance. 
 
The President with the advice and consent of the U.S. Senate appoints the Commission, which consists of 
six members. The Commissioners serve six-year terms. By law, no more than three Commissioners may 
belong to the same political party. The Commissioners elect two members each year to act as Chair and 
Vice Chair.  At least four affirmative votes are required for any official Commission action.  Should an 
objection be raised on an item circulated for Commission vote, then that item is discussed in Executive 
Session where it is voted on again.  Should there be at least four affirmative votes during the Executive 
Session, then the item up for consideration is passed. 
 
1.3.3 FUNDING 
 
The FEC is funded through an annual appropriation.  Annual appropriations (also called fiscal year (FY) 
or 1-year appropriations) are made for a specified FY and are available for obligation only during the year 
for which they were appropriated.  If the agency fails to obligate its annual funds by the end of the FY for 
which they were appropriated, they cease to be available for incurring and recording new obligations and 
are considered “expired.” For purposes of this discussion, annual appropriations are referred to 
cumulatively as “fixed appropriations” 31 U.S.C. 1551 (a) (3).   
According to OMB Circular A-11, as revised, the unexpended balance consists of the sum of the 
unobligated balance and obligated balance. 
 
The obligated balance is defined as "cumulative amount of budget authority that has been obligated but 
not yet outlayed (... which consist of] paid obligations (which include accounts payable....) net of accounts 
receivable,” according to OMB Circular A-11, as revised. Restated, obligated balance means the amount 
of undisbursed funds remaining in an appropriation against which definite obligations have been 
recorded. 
 
The unobligated balance is “the cumulative amount of budget authority that is not obligated and that 
remains available for obligation under law.” according to OMB Circular A-11, as revised.  It represents 
that portion of the unexpended balance unencumbered by obligations recorded under 31 U.S.C. 1501. 
 
The FEC is also authorized to utilize offsetting collections and receive funding through reimbursable 
operations where the FEC is the service provider; however these instances are infrequent in nature, and 
therefore are not outline within the Accounting Manual.  
 
1.3.4 ANNUAL BUDGET 
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The annual budget, apportionment and allotment are entered into Pegasys by GSA External Services 
personnel to ensure control over spending. The Budget Office ensures accuracy in accordance with the 
apportionment and maintains a spending plan for each FEC office by object class.  Spending limits for the 
divisions are controlled at the personnel and non-personnel levels.  These limits are provided to GSA by 
the Budget Director and are recorded within Pegasys by the GSA external services personnel.  
 
If a division submits a request that exceeds the amount allocated, the transaction will be rejected, or held 
within Pegasys and representative from the GSA external services division will contact either the Budget 
or Finance Director at the FEC. The Budget Office is responsible for resolving the budget to actual 
variances that arise at the personnel and non-personnel level, and will authorize GSA to move funds as 
appropriate.  
 
Actual reports on spending are generated periodically by the Finance Division and forwarded to the 
Budget Office so that spending may be monitored. A detailed description of reporting including sample 
reports is included in Section III.   
 
1.3.5  ROLES AND RESPONSIBILITIES 
 
1.3.5.1 FEC ORGANIZATION 
 
The Commission appoints the Staff Director, General Counsel, Chief Financial Officer and the Inspector 
General. These positions hire staff, implement Commission policy, and monitor the administration of the 
agency. The Office of the Chief Financial Officer (OCFO), Finance Division is responsible for the overall 
management of the FEC accounting operations, including general ledger and payroll systems. The OCFO 
is primarily responsible for the execution of the policies and procedures provided in the Accounting 
Manual.   
 
As described in this manual, the Director of Procurement and Budget Director also have certain 
responsibilities in the carrying out of the FEC accounting operations.  Further, the Office of the Chief 
Information Officer (OCIO) provides support in the maintenance and enhancement of the financial 
management and payroll systems used to run the accounting operations.  The Director of Finance is 
responsible for updating the Accounting Manual as needed. 
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 Figure 1- 1  

 
The Director of Finance, Budget Director and Director of Procurement report to the Chief Financial 
Officer. 
 
Note: For the most up-to-date Organizational Chart with positional titles go to 
http://www.fec.gov/about/offices/offices.shtml  
 

 
Figure 1- 2 

 
Included in the Office of the Chief Financial Officer’s (OCFO) responsibilities are the following: 
  

• Maintain the Commission’s accounting and fiscal records. Implement and maintain automated 
and manual record keeping systems to provide for timely and accurate accounting over all 
Commission financial activities. 

• Process all Commission financial transactions in a timely and accurate manner. 
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• Enforce applicable federal rules and regulations concerning financial transaction processing. 
• Reconcile Commission financial records to ensure accuracy and reconciling items are resolved in 

a timely manner. 
• Provide monthly reports and reports on demand to the Commission and various Divisions and 

Offices on the state of their financial position. Provide all other required financial reporting. 
• Provide financial guidance and advice on the financial operations aspects of Commission 

programs. 
• Coordinate the generation of the Commission’s quarterly and annual financial statements. 

  
The aforementioned functions are primarily performed collectively by the CFO and the Finance Division. 

High-level flowcharts of the major financial processes are included as Exhibit 1-1. The Finance Division 
prepares monthly financial reports and distributes them to management and Commission offices for 
comparison against the budget.  Monthly, quarterly and annual reports are discussed in detail in Section 
III of this Manual.   Additional reports prepared by OCFO for external and internal use are listed in 
Exhibit 1-2. The Finance Division is responsible for the Chart of Accounts, and submits financial data, 
reports, and financial statements to the Treasury Department and OMB on a monthly, quarterly and 
annual basis.   
 
 
 
 
 
1.4 ACCOUNTING SYSTEMS 
 
The accounting systems provide for:  
 

• Recording all financial transactions affecting: apportionments; reapportionments; FEC 
restrictions; financial and program operating plans; obligations and expenditures; as well as 
anticipated, earned, and collected reimbursements.  
 

• Preparing and reconciling financial reports that display cumulative obligations, and unobligated 
balances by appropriation and allotment, and cumulative obligations by budget activity and object 
class 

 
FEC’s Service Provider 
  
From FY 2008 to March 2015, the External Services Branch of General Services Administration (GSA) 
was the FEC’s financial shared service provider. Effective March 22, 2015, the GSA’s service merged 
with United States Department of Agriculture National Finance Center (USDA/NFC) and was officially 
renamed as ‘Pegasys Financial Services, Financial Information & Operations Division’ under 
USDA/NFC.  However, the newly named service provider continues to employ the same accounting 
system and staff from GSA.  And, the current FEC’s Interagency Agreement with GSA remains 
unchanged until the end of FY 2015.   For discussion purposes, wherever the term ‘GSA’ or ‘GSA 
External Services Branch’ is mentioned in the discussion below, it is referred to the newly named service 
being offered by USDA/NFC. 
 
 
FEC Accounting System 
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GSA an OMB certified line of business (LOB) financial services provider, has provided financial services 
to the FEC since FY 2008.   GSA’s accounting system, Pegasys is a commercial-off-the-shelf (COTS) 
package that is based on CGI Momentum Financials that is used to process of accounting transactions. 
CGI Momentum Financials is a client/server system developed using object-oriented design 
methodologies and development techniques.  Pegasys was originally implemented at GSA in October 
2002 and had a major upgrade in April 2009 to modernize and improve its capabilities as GSA’s core 
accounting system. GSA utilizes the Financial Management Information System (FMIS) a reporting 
application that accesses financial information processed in Pegasys to create ad-hoc reports for 
management usage. 
 
GSA services include the recording transactions for purchases, accounts payable, disbursements, travel, 
accounts receivable, and collections, budget execution, cost allocations, and external reporting functions. 
GSA utilizes the Pegasys/FMIS software to accomplish these operations.  Detailed operational procedures 
over Pegasys/FMIS software are included in a separate volume Detailed Procedures Manual for the 
Finance Division.”  This guide includes the most updated versions of the FMIS Training Manual to 
External Clients and the Pegasys User Guide. 
 
Effective, March 2010 the FEC moved to the GSA Fixed Asset (FA) Module the Fixed Asset Subsidiary 
Ledger within Pegasys. The Pegasys FA Module calculated daily depreciation amounts and updates 
depreciation amounts through a direct interface with Pegasys to the GL. The “CGI Federal Fixed Assets 
Phase 2 User Guide Pegasys Version 6.2.3 General Services Administration” is the instruction manual for 
the FA Module. Each month GSA will submit the Fixed Asset Report to the FEC which details all 
capitalized assets by asset number, BBFY, Pegasys Title Number and the applicable Useful Life, 
Acquisition Cost, Accumulated Depreciation or Amortization and Salvage Value.  
 
For general accounting services GSA’s External Services Branch maintains all central records of all funds 
available for FEC. These include records of receipts, obligations, and disbursements by cost element and 
standard object class incorporated by GSA including payroll data processed by the U.S. Department of 
Agriculture, National Finance Center (NFC) for all funds available to FEC.  
 
FEC Payroll System 
 
The FEC utilizes the Department of Agriculture’s National Finance Center (NFC) Payroll/Personnel 
System to process personnel, compensation, benefits and other payroll-related financial reporting for 
federal employees. Effective March 2012 NFC processed personnel transactions are transmitted to the 
general ledger through a direct interface between the NFC Payroll/Personnel System and GSA’s Pegasys 
system. Detailed internal payroll analysis reports are generated through the Crystal Bridge Reporting 
System. Data within the Crystal Bridge feeds from the NFC Payroll/Personnel system.   
 
Initial salary, classification, grade, work schedule (full or part time) and benefits (retirement, health, life, 
etc) are entered by the FEC Office of Human Resources (OHR) into the NFC system at the time of hiring.  
The FEC Finance Staff responsible for payroll are provided access to the NFC payroll system. Time and 
attendance information is entered into WebTA, a web-based application that interfaces with the NFC 
Payroll / Personnel System in roles within WebTA and the NFC Payroll and Personnel system are 
consistent with  specified duties. The Finance Division enters tax information, tax deduction information, 
and address information. The Finance Division is responsible for the processing of the bi-weekly payroll. 
NFC processing manuals and the U.S. Office of Personnel Management (OPM) guide to processing 
personnel actions are utilized to aid FEC staff in performing actions related to payroll. . Detailed 
procedures for operation of the payroll system are included in a separate manual entitled “Payroll.” 
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SSAE 16 – Service Organization Reports 
 
GSA obtains a SSAE 16 on an annual basis, which is an examination of its controls related to the Pegasys 
Financial Management Application.  NFC obtains an annual SSAE 16 to examine controls related to the 
NFC Payroll/Personnel System. The FEC performs a SSAE 16 review on an annual basis in accordance 
with the FEC SSAE 16 Review Procedures. Support for SSAE 16 reviews are within FEC ECM / 
LiveLink.  
 
Effective June 15th, 2011 the AICPA issued two new standards related to Service Organization Reports 
that will address Audit Considerations Relating to an Entity Using a Service Organization (AU 324), and 
SSAE No. 16, Reporting on Controls at a Service Organization (AT sec 801). The reports will be referred 
to as Service Organization Controls (SOC) reports that cover the following: 

• SOC 1 Report – Report on Controls at a Service Organization Relevant to User Entities’ Internal 
Control over Financial Reporting (SSAE 16)  

• SOC 2 Report— Report on Controls at a Service Organization Relevant to Security, Availability, 
Processing Integrity, Confidentiality or Privacy 

• SOC 3 Report— Trust Services Report for Service Organizations 
 
The review of SSAE 16 reports ensures the controls within NFC and GSA are designed and operating 
effectively to provide reasonable assurance that associated control objectives would be achieved if 
complied with satisfactorily. If any risk factors are identified that could have an effect on the FEC’s 
financial statements the review group will identify, record, and implement the necessary mitigating 
controls and will perform a test to ensure that the controls are operating effectively and efficiently. 
 
1.4.1 BACKUPS 
 
GSA performs regular backup files of Pegasys which are located off-site often to avoid disruption should 
the current files get lost or damaged. 
 
For all FEC data processed on the FEC Network the FEC OCIO performs backups daily, weekly and 
monthly.  
 

• The nightly system backups to disk performed by OCIO are stored on-site for the most recent 
month.  The daily backup is an incremental backup done each night to capture the changes made 
to data each day and protects the data in the event data are lost between full systems backups. 

 
• At the end of each week a disk backup is made and sent off-site where it is kept for 3 months. The 

weekly full backup captures the changes to data over the one-week period and reflects the 
cumulative changes to a file over the past week, while the daily backup reflects the data that 
existed on each day of the week. 

 
• The last weekly backup serves as the monthly backup and captures the data as of the end of the 

month.  
 

The Finance Division also may request additional backups, if needed. Restoration of files is restricted to 
manager level or higher and requires the assistance of OCIO. 
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1.4.2    SYSTEM SECURITY & ACCESS 
 
1.4.2.1 SECURITY 
 
The accounting system includes procedures and controls that protect hardware, software, data, and 
documentation from physical damage and from unauthorized access. The integrity and confidentiality of 
the data and software must also be protected from accidental or malicious modification, destruction, or 
unauthorized disclosure. 
 
The SSAE 16, performed over the Pegasys Financial Management System and NFC Payroll / Personnel 
System outlines the applicable control in place surrounding security and system access. 
 
1.4.2.2 ACCESS 
 
GSA Pegasys/FMIS Access 
 
Access to the accounting system, Pegasys is password controlled and the granting of access is the joint 
responsibility of the Finance Division and OCIO and GSA. User access to Pegasys is “read” only for all 
FEC individuals.  The FEC does not have direct input into Pegasys.  GSA personnel process all 
transactions into the Pegasys accounting system on behalf of the FEC in accordance to the Memorandum 
of Understanding and internal GSA processing procedures. 
 
NFC Payroll/Personnel Access 
 
Access to the NFC payroll system, is also password controlled and the granting of access is the joint 
responsibility of the Finance Division/OHR and OCIO.  
 
GSA / NFC Interface 
 
GSA and NFC Interface Access controls are determined by each individual agency. GSA and NFC 
system access controls and can be reviewed in the applicable SSAE 16 reports provided by each agency 
annually. The FEC relies on the SSAE 16 reports provided by the agencies as it relates to the sufficiency 
of access controls by their respective service providers. According to AU 324 “The service auditor's 
report on a service organization's description of its controls that may be relevant to a user organization's 
internal control as it relates to an audit of financial statements, on whether such controls were suitably 
designed to achieve specified control objectives, and on whether they had been placed in operation as of a 
specific date”   
 
1.5  FINANICAL MANAGEMENT POLICIES AND PRACTICES 
 
1.5.1 APPLICABLE GOVENING BODIES 
 
Several federal agencies provide overall guidance and direction to agencies on financial management 
policies and practices. The Office of Management and Budget (OMB) assists the President in the 
management of federal programs, preparation of the federal budget, and in the provision of overall 
direction and leadership in the development of a federal financial management structure.  
 
The FEC submits quarterly unaudited financial statements and the annual audited Performance and 
Accountability Report (PAR) to OMB. Preparation of the quarterly and annual financial statements is 
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governed by OMB Circular A-136, as revised. The FEC also submits budget requests to OMB and 
Congress. The Department of Treasury (Treasury) provides centralized fiscal services for the federal 
government and records and reports information on federal finances.  
 
The FEC reports amounts related to all funds (receipts and disbursements) on a monthly, quarterly and 
annual basis. The Government Accountability Office (GAO) audits federal agencies, programs and issues 
guidance of appropriation law. The General Services Administration (GSA) acts as the government’s 
landlord and procurement agency. GSA also prescribes all procurement and travel rules for the federal 
government. GSA also serves as FEC’s accounting service provider.   
 
The Financial Accounting Standards Advisory Board (FASAB) was established by the Director of 
OMB, the Secretary of the Treasury and the Comptroller General and is responsible for promulgating 
generally accepted accounting principles (GAAP) for the federal government.   
 
1.5.2 ACCOUNTING PRINCIPLES & STANDARDS 
 
The Accounting Manual establishes the accounting principles and standards that govern the policies and 
procedures of the FEC accounting operations. In addition to the Accounting Manual, the OCFO abides by 
the following policies and procedures to aid its operations: 
 

• FEC Commission - Approved Directives 
• Budget Funds Control Policy 
• The Financial Statement Preparation Guide 
• Procurement Office Policy & Procedures 
• SSAE No. 16 Review Procedures 
• Accounts Payable Accrual Procedures 
• Accounts Receivable Procedures 
 

1.5.3 BASIS OF ACCOUNTING 
 
On October 19, 1999, the Council of the American Institute of Certified Public Accountants (AICPA) 
recognizes FASAB as the body to establish generally accepted accounting principles (GAAP) for federal 
government entities under Rule 203, “Accounting Principles,” of the AICPA’s Code of Professional 
Conduct. The FEC’s financial statements are prepared in accordance with GAAP for Federal government 
entities and OMB Circular A-136, as revised. OMB and the U.S. Treasury establish reporting and 
disclosure requirements for Federal entities.   
 
Transactions are recorded on an accrual basis, as well as on a budgetary basis. Under the accrual method, 
revenues are recognized when earned and expenses are recognized when a liability is incurred, without 
regard to receipt or payment of cash. Budgetary accounting facilitates compliance with legal constraints 
and controls over the use of federal funds. The FEC financial statements are prepared using the accrual 
basis of accounting. 
 
The FEC fiscal year is the federal government fiscal year: October 1 through September 30.  
 
1.5.4 CHART OF ACCOUNTS 
 
The Chart of Accounts, utilized by the FEC relies on the basic structure for the United States Standard 
General Ledger (USSGL). The USSGL incorporates both proprietary and budgetary accounts that are 
self-balancing (the total debts equal the total credits).  The Department of Treasury Financial Manual 
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(TFM) Volume 1 Supplement No. 2, details the components of the USSGL which is comprised of five 
major sections: 
 

• Chart of Accounts 
• Account Descriptions 
• Accounting Transactions 
• USSGL Attributes  
• Crosswalks to Standard External Reports.  

 
The USSGL provides a uniform Chart of Accounts to be used in standardizing federal agency accounting 
that supports the preparation of standard external reports required by the OMB and Treasury. 
 
The Chart of Accounts provides the basic structure for the FEC SGL.  It incorporates both proprietary and 
budgetary accounts.  The proprietary and budgetary sets of general ledger accounts are self-balancing 
(total debits = total credits). Effective in fiscal year 2014 Treasury implemented the Six-Digit U. S. 
Government Standard General Ledger (USSGL) Account Number Code Structure as authorized 
under Treasury Financial Manual (TFM) Volume I, Bulletin No. 2012-07. The new SGL accounts 
are classified as follows: 
 
100000   Assets 
200000   Liabilities 
300000   Net Position 
400000   Budgetary 
500000  Revenue 
600000  Expense 
700000  Gains/Losses/Miscellaneous Items 
800000  Memorandum 
 
The FEC will use the USSGL to accomplish internal and external reporting needs. Effective in FY 2014 
the FEC no longer utilizes the Federal Agencies' Centralized Trial-Balance System (FACTS I and II) and 
Intragovernmental Fiduciary Confirmation System (IFCS) to submit accounting data or confirm and 
reconcile fiduciary transactions. The FEC utilizes the Governmentwide Treasury Account Symbol 
Adjusted Trial Balance System (GTAS) which replaces the functionality of FACTS I, FACTS II, IFCS, 
and reporting systems to report agency trial balance data. For external reporting, all data must summarize 
to the six-digit USSGL accounts and standard attributes required by Treasury/FMS for GTAS, as 
applicable.  
 
Note: The GSA Pegasys accounting system currently uses six digits; the first four digits represent the 
primary account and include two sub-digits for internal tracking purposes (i.e. 6100.01, 1832.02 or 
1360.01). 
 
The Chart of Accounts identifies and defines budgetary, proprietary and memorandum accounts 
to be used in the Commission’s accounting system. Based upon the programming language 
within the GSA Pegasys accounting system individual transactions are mapped to the applicable 
from the sub-object class and object class to the general ledger account based on the transaction 
definition, standard voucher and journal voucher entry. 
 
The FEC follows OMB guidelines for the Treasury Standard General Ledger Authority's Chart 
of Accounts, as provided in Exhibit 1-3 in this manual. Generally, the USSGL is updated 
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annually if not more often and is posted by the Treasury Financial Management Service 
(Treasury/FMS) http://www.fms.treas.gov/ussgl/  
 
1.5.5 CODING STRUCTURE 
 
The U.S. Treasury “Federal Account Symbols and Titles Supplement To Volume I Treasury Financial 
Manual” provides guidance concerning, “receipt, appropriation, and other fund account symbols and 
titles are assigned by the Department of the Treasury (the Treasury).” Apportionments and allotments are 
recorded in Pegasys to ensure control over spending. In accordance with Circular A-11 and Treasury’s 
Standard General Ledger Chart of Accounts, all expenses are recorded in a series of object classes. Below 
is a listing of accounting symbols that are used in the accounting string of transactions processed at the 
FEC. 
 
Treasury Accounting Codes 
 
 Treasury Symbol –a provision of law (not necessarily in an appropriations act) authorizing the 

expenditure of funds for a given purpose. Usually, but not always, an appropriation provides 
budget authority according to OMB A-11 section 20.4. The appropriation is reflected as a 7-digit 
code prescribed by Treasury to record spending transactions. The first two digits represent the 
type of agency (i.e., 95 is a miscellaneous independent agency). The third digit is the last digit of 
the fiscal year. For example, FY 2009 is represented by a “9.” The last four digits also are 
prescribed by Treasury and represent the type of fund. Receipt accounts use a slightly different 
numbering sequence.  

 
• Agency Location Code (ALC) – is an eight-digit code used to identify each Federal agency, 

which is also referred to as a symbol. The first two digits of the symbol identify the department or 
agency, the third and fourth digits identify the particular bureau within the department, and the 
remaining four digits identify the particular agency accounting station within that bureau, 
according to the Treasury Financial Manual (TFM) Part 2 Chapter 3300 Statement of 
Transactions (FMS 224) Reporting by Agencies for which Treasury Disburses. The FEC utilizes 
the ALCs provided by the service providers and does not use a FEC specific ALC. Beginning 
February 1, 2008, ALC 47 00 0016 is used for regular reporting, since GSA processes receipts 
and disbursements on behalf of the FEC, however effective in FY 2014 GSA External Services 
Branch established their own ALC for client reports which is AL 07 00 0018.  The FEC utilizes 
the NFC the payroll service provider ALC 12 40 0001 for payroll charges.   
 

 
Pegasys Accounting Codes 
 
When the FEC discontinued the use of the PeopleSoft application and implemented GSA’s accounting 
systems Pegasys/FMIS, it adopted additional accounting data elements used to process accounting 
transactions. The following is a excerpt of the Basic Accounting Data Elements and definitions utilized in 
the GSA Pegasys/FMIS applications obtained from the FMlS Version 6.1 Training Manual to External 
Clients Revised 0211 3108. 
  
 Fund: a four-character code used on all source documents to identify the receipt, appropriation, 

or other fund account assigned by the Department of the Treasury. 
 

 Region: a two digit numeric code assigned by GSA to a geographical division of the US. Region 
subdivides the US into eleven distinct regions and Central Office. 

FOIA 2017-023_013

http://www.fms.treas.gov/ussgl/
http://www.fms.treas.gov/fastbook/index.html
http://www.fms.treas.gov/fastbook/index.html


FEDERAL ELECTION COMMISSION  OFFICE OF THE CFO 
FINANCE DIVISION  ACCOUNTING MANUAL 
 

SECTION I              EFFECTIVE 05/06/2014 
  1-14  

 
 Budget Activity: is a four-character code used to represent a major activity or sub activity to 

which funds are allotted. The Budget Activity is the basic level at which functions or types of 
work are accomplished under an account or program. It is the primary subdivision for presenting 
budget estimates and monitoring performance. 

 
 Organization:  an eight-character code used to identify a specific GSA organizational entity. The 

first position of the organization code identifies the GSA service/staff office or client. The second 
and third positions represent the region number, and the last five characters denote the 
organizational entities. 

 
 Function: five-character code used to represent the purpose or objective for which funds have 

been obligated and costs charged. Function codes are fund specific. 
 
 Object Class: a uniform, government-wide cost classification of expenditures meeting the 

requirements set forth in OMB Circular A-11. These categories are identified by a code 
consisting of two digits. 
 

 Cost Element: directly relates to object classes and provide an additional breakdown for 
management and analysis. The cost element is represented by a three character numeric code 

 
In accordance with OMB Circular A-11, Preparation, Submission, and Execution of the Budget, the 
federal budgetary object classification system, expenses are recorded in a series of object classes 
numbered 11 through 31. Salaries and benefits are included in the 11-13 series. Travel and relocation 
expenses are recorded in the 21 and 22 series. Utilities, rentals and phone charges use the 23 series while 
printing is recorded in the 24 series. Services are recorded in the 25 series and supplies use the 26 range. 
Equipment is split between capitalized and non-capitalized in the 31 series.  
 
Common Government-wide Accounting Classification (CGAC) 
 
The Financial Innovation and Transformation Office (OFIT) was established as a joint initiative by 
Treasury and OMB to assist in the development of the Financial Management applications to develop 
strategies to reduce cost and risk of implementing and maintaining various information systems. FSIO 
was tasked with the development of a Common Government-wide Accounting Classification. Effective,  
March 31, 2010 FSIO ceased operations however the CGAC project will continue and documentation 
concerning the CGAC initiative was moved to the Chief Financial Officer’s Council website. According 
to the FSIO Federal Financial Management Standards Common Government-wide Accounting 
Classification Structure Version 1.0 issued July 2007, “The purpose of the CGAC structure is to define a 
standard way to capture information when classifying the financial effects of government business 
activities. The result is a uniform accounting classification structure that provides the name, definition, 
authoritative source, and field size of classification elements to be used by all agencies in their financial 
management systems.” 
 
According to the September 3, 2010 memorandum from GSA, ‘Fiscal Year (FY) 2011 Cost Element 
(C/E) structure change,’ “Effective, October 1, 2010 GSA will be implementing the first phase of […the 
CGAC migration] project. During Phase 1, GSA’s current C/E [cost element (CE)] structure will change.  
Current CEs […will] be replaced by Sub-Object Classes (SOCs). The SOC is a three character 
alphanumeric value that aligns better with OMB A-11 Object Classes. Each SOC will begin with an alpha 
Character (e.g. A01, F4A).” This initiative was successfully implemented in FY 2011. 
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 For the implementation of CGAC the FEC OCFO updated the Budget Activity code (BA) for the FEC. 
The BA UHA1, UH10 and UH00 were discontinued and UH01 – Payroll and UH02 Non-Payroll Budget 
Activity codes were added effective in FY2011. 
 
The following is an illustration of accounting and appropriation data that would be utilized on a Purchase 
order to record transactions in the accounting system (Pegasys) prior to the CGAC conversion, with the 
breakdown shown in Figure 1-3 and 1-4. 
 

Fund  BBFY Org Code Budget Activity Object Class  Function Code Cost Element  

701 9 THUS3600 UH10 31 UH360 969 
 

Figure 1- 3 

 
Fund  BBFY Org Code Budget Activity Object Class  Function Code Sub-object Class  

701 1 THUS3600 UH02 31 UH360 M08 
 

Figure 1- 4 

1.6 FISCAL YEAR 
 
FEC’s fiscal year is October 1 – September 30.   
 
1.7     INTERNAL CONTROLS 
 
1.7.1 INTERNAL CONTROL OBJECTIVES 
 
This section contains FEC policy for internal controls relevant to accounting functions, activities, and 
information. Internal controls are designed to protect resources against waste, fraud, loss, and misuse 
while ensuring that timely and reliable data are obtained, recorded, maintained, and fairly disclosed in 
reports. Internal controls are procedures built into a process or work flow to provide reasonable assurance 
to management that the FEC accounting processes and system are working as intended and that resources 
are used in the most effective and efficient manner feasible.  
 
In addition to the policy and concepts contained in this section, specific policies regarding internal 
controls are addressed throughout this manual. 
 
FEC policy is to satisfy the following internal control objectives:  
 

• Obligations and costs comply with applicable laws.  
 

• Assets are safeguarded against waste, loss, unauthorized use, and misappropriation.  
 

• Revenues and expenditures applicable to agency operations are recorded and accounted for 
properly so that accounts and financial reports may be prepared and accountability of the assets 
may be maintained in a reliable manner.  
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• Programs are efficiently and effectively carried out in accordance with applicable laws, 
regulations and management policy.  

 
1.7.2 INTERNAL CONTROL STANDARDS 
 
The FEC internal control standards relevant to accounting are listed and described in the two groups listed 
below.  
 

• General standards applying to all accounting activities.  
 

• Accounting standards applying to specific accounting activities.  
 
Further, these standards are incorporated in the policies and procedures throughout this manual. 
 
1.7.2.1 General Standards 
 
The FEC’s policy is to satisfy the following general internal control standards for all accounting activities. 
General internal controls include:  
 
 REASONABLE ASSURANCE -Internal control systems are to provide reasonable assurance 

that the objectives of the systems will be accomplished. Reasonable assurance equates to a 
satisfactory level of confidence under given considerations of costs, benefits, and risks.  

 
 SUFFICENT DOCUMENTATION -Internal control systems and all transactions and other 

significant events are to be clearly documented.  
 
 CONTROL OBJECTIVES -Internal control objectives are to be identified or developed for 

each activity and are to be logical, applicable, and reasonably complete.  
 
 CONTROL TECHNIQUES -Internal control techniques are to be effective and efficient in 

accomplishing their internal control objectives.  
 

 Proper Recording of Transactions and Events - Transactions and other significant 
events are to be promptly recorded and properly classified. This standard applies to (1) 
the entire process or life cycle of a transaction or event and includes the initiation and 
authorization, (2) all aspects of the transaction while in process, and (3) its final 
classification in summary records.  

 
 Proper Execution of Transactions and Events -Transactions and other significant 

events are to be authorized and executed only by persons acting within the scope of their 
authority. This is the principal means of assuring that the FEC only enters into valid 
transactions. 

 
 Adequate Separation of Duties - Key duties and responsibilities shall be separated 

among individuals. Duties and responsibilities shall be assigned systematically to a 
number of individuals to ensure that effective checks and balances exist. Key duties 
include authorizing, approving, and recording transactions; issuing and receiving assets; 
making payments; and reviewing transactions. 

 

FOIA 2017-023_016



FEDERAL ELECTION COMMISSION  OFFICE OF THE CFO 
FINANCE DIVISION  ACCOUNTING MANUAL 
 

SECTION I              EFFECTIVE 05/06/2014 
  1-17  

 Appropriate Supervision - Appropriate supervision is to be provided to ensure that 
internal control objectives are achieved. This standard requires supervisors to review and 
approve the assigned work of their staff. It also requires that they provide their staff with 
the necessary guidance and training to help ensure that errors, waste, and wrongful acts 
are minimized and that specific management directives are followed.  

 
 Controlled Access to and Accountability for Resources - Access to resources and 

records is to be limited to authorized individuals, and accountability for the custody and 
use of resources is to be assigned and maintained. Periodic comparisons shall be made of 
the resources with the recorded accountability to determine whether the two agree. The 
frequency of the comparison shall be a function of the vulnerability of the asset. 
Restrictions of access to resources shall also depend upon the vulnerability of the 
resource as well as the perceived risk of loss, both of which shall be periodically 
assessed.  

 
 Prompt Resolution of Audit Findings - Managers are to (1) promptly evaluate findings 

and recommendations reported by the Inspector General’s office or external auditors, (2) 
determine proper actions in response to audit findings and recommendations (e.g., 
develop corrective actions), and (3) complete, within established time frames, all actions 
that correct or otherwise resolve the matters brought to management's attention. The audit 
resolution process begins when the results of an audit are reported to management, and is 
completed only after actions have been taken that (1) correct identified deficiencies, (2) 
produce improvements, or (3) demonstrate the audit findings and recommendations are 
either invalid or do not warrant management actions.  

 
1.7.2.2 Accounting Standards  
 
The FEC policy is to satisfy the internal control standards related to specific accounting activities, as 
specified below.  
 
 TRANSACTION AUTHORIZATION - Accounting transactions are authorized pursuant to 

laws, regulations, and agency management policy.  
 

 Laws, regulations, and agency policy are readily available to staff.  
 
 Documented procedures exist for initiating, reviewing, approving, preparing, and 

recording transactions. 
 
 The accounting system requires transactions to be authorized and executed only by 

persons acting within the scope of their authority.  
 
 Modification or adjustments to previously recorded transactions require authorization.  

 
 TRANSACTION RECORDING - TIMING  

 
 Transaction dates recorded in the accounting system accurately reflect the date the 

transaction occurred and the posting date reflects the accounting system date. 
 
 Revenues are recognized when earned and expenses when incurred. 
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 Processing, cutoff and period-end closing schedules and procedures are documented. 
 

 TRANSACTION RECORDING - AMOUNT  
 

 Prior or related transactions are checked for conformity with transaction being recorded 
(e.g., match invoice to purchase order).  

 
 Amount of posted transactions are checked against source documents.  
 
 Balances with third parties are verified when appropriate (such as debtors, or creditors).  
 
 Transactions are recorded in conformity with documented valuation policies in this 

manual. 
  
 TRANSACTION RECORDING – ACCURACY - Transactions are recorded in the accounting 

system accurately.  
 

 An approved set of general ledger and subsidiary accounts are maintained for assets, 
liabilities, net worth, revenues, costs, and budgetary accounts.  

 
 Transactions recorded in the accounting system are supported by documentation that 

becomes part of the accounting records.  
 
 The accounting system utilizes standard forms and provides control and accountability 

over these forms.  
 
 Supervisors review posted accounting system transactions with source documents and 

processing documents.  
 
 The accounting system edits assure validity of data.  
 
 Suspense/error transactions are reviewed, resolved, and cleared in a timely fashion.  
 
 Manually determined control totals are reconciled with recorded results.  

 
 ASSIGNMENT OF RESPONSIBILITY - Responsibility for duties shall be specifically 

assigned and appropriately separated.  
 

 Position descriptions or their equivalents identify specific responsibilities in accordance 
with this manual.  

 
 Handling and listing cash receipts is segregated from responsibility for recording cash or 

check remittances to individual accounts in the accounting system.  
 
 Acceptance of goods and services that have been purchased is segregated from payment 

for these goods and services.  
 
 Physical inventory and property inspection is segregated from daily control and 

custodianship.  
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 The FEC keeps financial records related to the purchase of Property and Equipment 
(P&E) and the appropriate managers approve the transfer or other disposition of property.  

 
 ASSETS - Assets are safeguarded against fraud, waste and misuse.  

 
 FEC provides authorized personnel with access to assets.  
 
 Staff collecting revenues are not maintaining or in a position to adjust the related 

accounting records.  
 
 Accountability for the custody and use of assets is assigned and maintained.  
 
 Records of quantities and physical locations (e.g., inventory records) are maintained 

according to policy.  
 
 Periodic physical inventories of assets and controlled documents are performed, 

compared to records, and discrepancies resolved.  
 
 Physical security measures and devices are employed (e.g., safes, locked cabinets).  
 
 Authorization procedures are documented and followed for using or removing assets.  

 
 FUND CONTROL - Funds are controlled and limitations are established to prevent obligations 

in excess of authorized amounts.   
 

 Amounts approved by OMB are recorded in Pegasys.  
 
 Obligations determined to be valid are recorded in Pegasys.  
 
 Data from the accounting system clearly show status of appropriations in terms of 

apportionments, allotments, obligations, disbursements and collections, accrued 
expenditures, and revenues. 

 
 Open, unliquidated obligations are reviewed periodically, no less frequently than 

annually.  
 
 All violations of the Anti-deficiency Act shall be reported immediately upon discovery in 

conformance to the Act. In cases where Anti-deficiency Act violations occur, 
responsibility is assigned to an individual.  

 
 Reports provide comparison of actual performance to planned or budgeted performance 

and variances.  
 
 DISBURSEMENTS – Finance controls and accounts for disbursements, and ensures that 

amounts are proper in accordance with supporting documentation.  
 

 Accounts payable are established by individuals other than those purchasing or ordering 
services, supplies or equipment which results in a disbursement.  

 
 Invoices are properly matched to receiving reports and obligating documents.  
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 Invoices/Vouchers are approved by the requestor and a designated certifying officer. 

With respect to contracts, the invoice/voucher is also reviewed and approved by the 
Contracting Officer. 

 
 Documented procedures address taking available discounts if economically advantageous 

to the government.  
 
 The accounting system provides for procedures for the approval of vouchers before they 

are certified for payment.  
 
 The small purchase card program is managed by the Director of Procurement.  

Procurement policies determine who is eligible to be issued a purchase card and the 
purchase limit value by one-time amount and monthly amount.  The small purchase card 
statement is reconciled and paid monthly.  

 
 REPORTING – Schedules and workload is planned to ensure reporting responsibilities to the 

Treasury, OMB and Congress are achieved.  
 

 Responsibility is assigned for keeping current on changing reporting requirements from 
external sources (e.g., Treasury).  

 
 External reports are prepared and issued by designated individuals knowledgeable of the 

reporting requirements.  
 
 The account structure and classification coding in the accounting system shall enable the 

accumulation and recording of all transactions in all categories in conformance to SGL 
standards. 

 
 Each line item on a report can be traced to SGL account balances, subsidiary ledger 

balances or other accounting system transactions.  
 
 RECONCILIATIONS - Accounting data are reconciled monthly to assure accuracy and 

consistency.  
 

 Reconciliations with Treasury data are performed in compliance with TFM 2-4100.  
 
 The accounting system ensures consistency between the general ledger accounts, 

subsidiary ledger accounts, detail transactions, and between system modules through 
automated reconciliation features.  

 
 Data in accounting reports issued outside of FEC is consistent with data in the accounting 

system.  
 
 Transactions recorded in the accounting system are periodically reconciled with source 

documents by the Finance Division staff.  
 
 Accounting records are regularly brought into agreement with the results of audits and 

physical inventories.  
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 Discrepancies identified as a result of reconciliations, audits, physical inventories or by 
other means are investigated and resolved in a timely fashion, and procedures are 
implemented to prevent recurrences and, if applicable, to effect recoveries.  

 
 CASH AND COLLECTIONS - The FEC controls and accounts for collections of cash and 

checks in a timely and accurate fashion. 
 
 All checks received are delivered from the mailroom to the Finance Division. The 

mailroom fills out a control slip for all checks received by mail.  The control slip 
indicates the interested parties and the date received.  The control slip is a two-way 
communication. 

 
 Collections are accounted for, including the identification of source, amount collected 

and accounts credited.   Deposits are made through Treasury’s Over the Counter Channel 
Application (OTCnet). 

 
 Adequate fireproof safekeeping facilities are maintained for collections. 

 
 AUDIT TRAILS - The accounting system provides audit trails for all recorded transactions.  

 
 Transactions can be traced from source documents, original input, system-generated 

transactions, and internal allocation transactions through the system to the trial balance.  
 
 Account balances are supported by transaction detail.  
 
 The accounting system provides the ability to trace source documents through successive 

levels of summarization to the financial statements and vice versa.  
 
 The accounting system provides a means to identify changes made to system tables and 

parameters.  
 
 A record of the individual(s) that record and modify each transaction is maintained.  

 
 SECURITY - The accounting system provides adequate security over access and changes to 

system and user data.  
 

 Proper authorization required for access to the system is defined by individual user and 
user class. 

 
 Request for access to the system is documented. 

 
 AUDIT FOLLOW-UP - Audit findings are evaluated and resolved in an effective and timely 

manner.  
 

 Proper corrective actions are determined in response to audit findings and 
recommendations.  

 
 Corrective actions are implemented in a timely fashion. 
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 FINES, PENALTIES, AND JUDGMENTS – FEC has established controls for fines, penalties, 
and judgments to ensure that they are accounted for in Pegasys.  

 
 Fines, penalties, and judgments are levied or sought from individuals and organizations 

based upon Commission final determinations and decisions.  
 
 COMPENSATION – FEC has established controls for payroll to ensure that it is recorded in the 

payroll system and in summary form in the FEC accounting system.  
 

 Appropriate authority exists for the appointment, assignment, and termination of 
personnel as needed.  

 
 Compensation and benefit payments are made in accordance with current statutory and 

regulatory limitations.  
 
 Payments are made only in return for services rendered, or as otherwise specified.  
 
 Payroll charges, including fringe benefits, are recorded and distributed promptly.  
 
 Timely, accurate, and complete subsidiary records are maintained of vacation, sick leave, 

and other balances.  Balances are reviewed every pay period between the amounts 
reflected in the NFC Payroll System and WebTA and reconciled as necessary. 

 
 ACQUISITION - Acquisition of goods and services is controlled and accounted for in the 

procurement system.  
 

 All purchases are authorized within budget limits and made in accordance with applicable 
laws, regulations, and agreements.  

 
 Lowest prices are paid commensurate with quality, service, delivery, and reliability.  
 
 Goods and services are received and examined for acceptability before payment is made.  

 
 TRAVEL REIMBURSEMENTS -Travel reimbursements are provided only for properly 

authorized travel.  
 

 Amounts are paid in accordance with applicable Federal travel regulations.  
 All travel vouchers must be signed by the traveler, his/her supervisor, and reviewed and 

approved by the FEC certifying officer. 
 

1.8 JOURNAL ENTRIES 
 
Manual and automated journal entries (or vouchers) are used to record transactions.  
 
1.8.1 AUTOMATED JOURNAL ENTRIES 
 
Automated Journal Process 
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Transactions post to the applicable General Ledger Accounts based upon the posting logic and defined 
workflow processes. The Transaction Definition determines the accounting event and general ledger 
posting model associated with a transaction. The Transaction Definition includes the following fields: 
 

• Dtyp – Document Type 
• Tt – Transaction Type 
• Actg_evnt – Accounting Event 
• Gl_etry – General Ledger Entry 
• Post_seq – Posting Sequence 
• Sgl_debit – Standard General Ledger Debit 
• Sgl_credit – Standard General Ledger Credit 
• Trans_def – Transaction Definition 

 
Below is an example of the Transaction Definition used for a common automated disbursement process 
Payment Authorization Check//EFT – Nonreimbursable: 
 

dtyp tt actg_evnt gl_etry post_seq sgl_debit sgl_credit tran_def 

P6 01 SP03 2030 2 6100.01 2110.02 PAYMENT AUTHORIZATION CHECK/EFT - 
NONREIMBURSABLE 

P6 01 SP03 2030 1 4610 4901 PAYMENT AUTHORIZATION CHECK/EFT - 
NONREIMBURSABLE 

 
Figure 1-5 

 
As illustrated above the transaction definition is driven by the document type, transaction type and 
accounting event. Based upon those criteria the applicable standard general ledger entries and posting 
sequence is specifically defined, coded and routed within the GSA Pegasys posting logic. 
  
GSA Posting Logic Summary 
 
The GSA Pegasys automated journal processes includes five journal types:  

• Transaction Journal 
• Accounting Journal 
• General Journal (General Ledger) 
• Memo Journal 
• Itemized Journal 

Each transaction processed in the GSA Pegasys system will generate a single record in the Transaction 
Journal which represents the document line the accounting information is associated. The Transaction 
Journal is always linked to the corresponding Accounting Journal, which records the accounting impact of 
the transaction. The Accounting Journal includes the following fields defined by Pegasys:  

• Document type 
• Transaction type 
• Accounting event 
• Process activity 
• Transfer information 
• Full accounting strip, including system-inferred accounting dimension roll-ups and budget 

dimensions 
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• Amount 
• Business Event Type Code 

Both the Accounting Journal and Transaction Journal record for the document line are linked to the 
General Journal which is also referred to as the General Ledger (GL). The GSA Pegasys GL module 
provides financial tracking for audit trail purposes. The General Ledger consists of two or more records 
that occur in pairs: a debit that is recorded as a positive number and a credit that is recorded as a negative 
number. The GL includes the following fields defined by Pegasys: 

• General ledger accounting entry 
• General ledger account and sub account 
• System-inferred general ledger account roll-ups, summary account, and SGL account 
• Indicator specifying type of posting (debit or credit) 
• Amount 

Note: The FEC utilizes the term General Ledger (GL).   
The Memo Journal is used to track postings against memorandum accounts. The Memo Journal includes 
the following fields defined by Pegasys: 

• General ledger accounting entry 
• General ledger account and sub account 
• System-inferred general ledger account roll-ups, summary account, and SGL account 
• Indicator specifying type of posting (debit or credit) 
• Amount 

The Itemized Journal record is linked to a transaction journal record document line with commodities, 
with the exception of Standard Vouchers (SV), which have commodity information but do not create 
entries in the itemized journal. The FEC does not have commodities as such, they do not utilize the 
Itemized Journals however the FEC does utilize Standard Vouchers (SV) to process some transactions. 
The Standard Voucher (SV) is used to record miscellaneous accounting transactions that are not defined 
in an existing module.  The SV form is organized as a notebook and records several types of information 
and is driven by the transaction type. 
 
The most commonly used Standard Vouchers at the FEC is the OM – Manual Payroll Accrual Standard 
Voucher and the NF- USCCR Payroll Standard Voucher. NFC and GSA have a direct interface for 
payroll processing.   After the biweekly processing, NFC transmits the payroll summary file directly to 
GSA. NFC sends the payroll detail to OCIO. OCIO notifies the Finance Division that the file has been 
received. The Payroll - Financial Analyst or Financial Operations Specialist uses Crystal Bridge to import 
the detail payroll information of the internal reports.  The Accounting Distribution Report is the source 
documents for OM documents. 
 
Figure 1-6 illustrates the transaction definition for an NF Automated Payroll Transaction. 
 
 

dtyp tt actg_evnt gl_etry post_seq sgl_debit sgl_credit tran_def flexpost_fl 

NF 1 SPN3 3065 2 6100.10 1010.08 USCCR PAYROLL T 

NF 1 SPN3 3065 1 4610 4902 USCCR PAYROLL T 
 

Figure 1-6 
 
Figure 1-7 illustrates the transaction definition for an OM Manual Payroll Accrual Transaction.  
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dtyp tt actg_evnt gl_etry post_seq sgl_debit sgl_credit tran_def 

OM 12 SP10 2051 2 6100.10 2210.01 MANUAL PAYROLL ACCRUAL 

OM 12 SP10 2051 1 4610 4901 MANUAL PAYROLL ACCRUAL 
 

Figure 1-7 
 
One limitation of OM Manual Payroll Accrual (SV) is that the Pegasys does not generate a Prior Year 
recovery for a reversal of a year-end accrual. The SV document type in Pegasys is a unique document 
type where the automated spending adjustment logic is purposefully turned off.   
 
The payroll transactions submitted from the FEC for GSA External Services to process within Pegasys 
are never part of spending chains, with each transaction standing alone, from the initial accrual, its 
reversal, and then the actual cost posting.  Each transaction is processed independently.    
 
In an example of when the accrual activity crosses a fiscal year, there is no automated matching of the 
original accrual with subsequent disbursements.  If spending adjustment logic were turned on, it would 
treat the accrual reversals as downward adjustments, and the actual payments as upward adjustments in 
the SGL, when only the difference between the accrual versus actual should have unique treatment.    
 
This occurs whenever the subject transactions are not processed as a part of spending chains.  Without 
linked spending chains, user does not provide enough data in the system to distinguish when upward or 
downward adjustments might apply.  If the logic were turned on in these instances, each transaction 
would be treated as a separate event for its impact on obligations, and can lead to significant 
overstatement of upward and downward spending adjustment SGLs.  To reduce the risk of significant 
overstatement of upward and downward spending adjustment to SGLs, GSA turns the posting logic off 
for the SV document type, creating mostly small immaterial net mounts of understated balances, requiring 
manual adjustment if needed. 
 
The SV prior year document reversal is a known Pegasys system issue, therefore GSA’s Central Finance 
Office monitors funds processed in Pegays for transactions that might need additional spending 
adjustments, and they process "Prior Year Recovery Adjustments" RV documents types, as needed.   
Additional details concerning the GSA processes and procedures over can be found by selecting ‘Help’ in 
the GSA Pegasys website. The user will be redirected to the Momentum Online Help center illustrated in 
Figure 1-8. 
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Figure 1-8 

 
1.8.2 MANUAL JOURNAL ENTRIES FOR NON-STANDARD ACCOUNTING 
TRANSACTIONS 
 
Manual journal entries are prepared for any entries that cannot be produced automatically. Manual journal 
entries are made by utilizing a Journal Voucher (JV). A JV transaction is used to record non-standard 
accounting transactions that cannot be processed utilizing a Standard Voucher (SV). Examples of 
truncations that may require a JV as opposed to an SV are as follows: 

• Miscellaneous events not handled by existing modules within the Pegasys system, such as 
imputed costs. 

• Transactions that automatically reverse at a later date, such as a he accounts payable accrual 
amount (prepared on an Standard Journal Voucher  -  OM document type )  

• Transactions that reclassify accounts  
• Period-end adjustments, such as year-end closing entries 
• Accounts Receivable 

 
Manual entries are needed on a bi-monthly basis for payroll under Pegasys, and a monthly basis for all 
receivables and allowances. Adjustments are also entered with manual journal entries 
 
 
1.8.3 ANNUAL CALENDAR 
 
A sample of the Finance Division’s annual calendar and audit schedule is shown in Exhibit 1-5. 
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1.8.4 MONTHLY CLOSE 
 
Monthly financial reports are prepared for the senior leaders (e.g., Commissioners, Staff Director, General 
Counsel, Inspector General, the Budget Officer, etc.) The reports summarize actual results against the 
budget. The monthly close takes a few days to enter all transactions, prepare reports, reconcile accounts 
and analyze activity. Reports are also distributed to each division head on a monthly basis. After close, 
the Director of Finance and Financial Systems Specialist ensures the completion of the monthly 
Reconciliations and Journal Vouchers.  
 
A complete list of the monthly reports prepared by the Finance Division at month end for internal and 
external purposes is included in Section 3 – Reports and Reconciliations. Preparation is the responsibility 
of the Director of Finance. 
 
1.9 SECTION I - EXHIBIT INDEX 
 

Exhibit 1-1 - FINANCIAL PROCESS FLOW CHARTS 
 Exhibit 1-2 - OCFO EXTERNAL AND INTERNAL REPORTS 
 Exhibit 1-3 - CHART OF ACCOUNTS  
 Exhibit 1-4 – ACCOUNTING CODES 
 Exhibit 1-5 – ACCOUNTING DEPARTMENT CALENDAR SAMPLE 
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May 2015 
 
 
 
  

The purpose of the Accounting Manual is to (1) provide a summary of accounting related procedures for 
reference purposes; (2) Support the understanding and utilization of the accounting systems; (3) Provide 
guidance over reporting requirements; and (4) Ensure consistency over the application of accounting 
principles, laws, and regulations. Changes to the procedures after this publication date may occur based 
on updated guidance provided by OMB, Treasury, or other Federal authoritative governing body. Updates 
to this manual are made once annually, as applicable. 
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2.0 RECORDING OF TRANSACTIONS 
  
2.1 SUMMARY OF SIGNIFICANT CHANGES 
 
The following table summarized significant changes reflected that have occurred since the last revision of 
the FEC Accounting Manual, May 20, 2013. 
 
Section 
Number Section Title Change 
Various Throughout the Document Effective in FY 2014 Treasury implemented the Six-Digit U. S. Government Standard 

General Ledger (USSGL) Account Number Code Structure as authorized under 
Treasury Financial Manual (TFM) Volume I, Bulletin No. 2012-07. 

2.2.1 
 

Appropriations Clarified the GL entries for readability 

2.2.2 
 

Apportionments  Clarified the GL entries for readability. 

2.2.3 
 

Allotments Clarified the GL entries for readability. 

2.2.5 
 

Appropriations Under a 
Continuing Resolution 

Clarified the GL entries for readability and updated scenario.  

2.3 Obligations Clarified the two different PR’s- Purchase Requisition and Purchase Request. 
2.6 Accountable Property and 

Property and Equipment 
Capitalization Policy 

Updated to include references to new OCIO inventory system REMEDY 

2.6.5 Accounting for Capitalized 
Property and Equipment 

Updated references to the FASAB Accounting Standards and the rule to dispose of bulk 
purchase assets once 50% of the original order have been donated, disposed, or 
impaired.  

2.6.9 Transfers Updated to include reference to REMEDY 
2.6.10 Disposals Updated was missing a form utilized by the FEC 

http://www.gsa.gov/portal/forms/type/SF 
2.7.4 Payment Application 

Modernization (PAM) 
Standard payment Request 
(SPR) 

The Secure Payment System (SPS) is obsolete in FY 2014. SPS is replaced with the 
Payment Application Modernization (PAM) system as noted in the Memorandum to all 
CFO’s and Deputy CFO is regarding the Upcoming FMS Systems Changes and 
Timelines signed by Bureau of the Fiscal Service (formerly referred to as Financial 
Management Service) Commissioner David Lebryk on January 14, 2011 and April 11, 
2014. 
 
Additionally, OMB issued Memorandum M-13-15, Extension of Policy to Provide 
Accelerated Payment To Small Business Subcontracts, which extends the 15 day 
accelerated payment to small businesses until July 2014.  

2.7.7 Government Credit Cards Clarified the guidance for FEC Purchase Card Reconciliation and authorization. 
2.7.10 Travel Added guidance on travel advance per FEC Acting CFO request. 
2.8.1 Accounts Payable Updated the entire subsection to improve readability (updated again in May 2015) 

2.8.11 Unemployment 
Compensation 

Clarified the methodology for the adjustment requirement for the unemployment 
liability and the entries to utilize when the unemployment liability is funded and 
unfunded.   

 
2.2 APPROPRIATION AND APPORTIONMENTS 
 
An appropriation is a provision of law authorizing the expenditure of funds for a given purpose. The FEC 
receives an annual appropriation to fund salaries and expenses. The amount of appropriations approved 
by Congress that can be obligated and disbursed is issued, pursuant to law by the Secretary of the 
Treasury, and is documented on a Treasury Warrant.  
 

FOIA 2017-023_031

http://www.gsa.gov/portal/forms/type/SF


FEDERAL ELECTION COMMISSION  OFFICE OF THE CFO 
FINANCE DIVISION  ACCOUNTING MANUAL 
 

SECTION II              EFFECTIVE 05/06/2014 
  5  

An apportionment is a plan, approved by the Office of Management and Budget (OMB), “to spend 
resources provided by one of the annual appropriations acts, a supplemental appropriations act, a 
continuing resolution, or a permanent law (mandatory appropriations)” (OMB Circular A-11, as revised).  
The apportionment identifies the amounts available for obligation and expenditure for specific periods, 
programs, activities, projects, or objects. When the annual appropriation is received and recorded, OMB 
approves apportionment requests for Executive Branch agencies, usually on a quarterly basis, however 
the FEC receives its apportionment on an annual basis. The apportionment may not exceed the annual 
appropriation.   
 
The Budget Division is responsible for requesting the apportionment (SF-132) from OMB after the 
annual appropriation enacted, or a rescission or other budgetary action such as a supplemental 
appropriation occurs. The General Services Administration’s External Services Branch (GSA) is 
responsible for recording the enactment of an appropriation and the budgetary authority apportioned by 
OMB. 
 
In order to obligate funds for the apportioned funds on the SF-132 the USSGL requires the processing of 
a journal entry to record the enactment of appropriations and to record budgetary authority as outlined in 
Section 2.1.1 and 2.1.2. The USSGL requires the recording of an allotment prior to the obligation of 
funds. As it relates to FEC Funds Control policy, the FEC does not manage funds at the allotment level 
however in compliance with the USSGL the FEC does record an allotment that is, “the current-period 
amount available for obligation or commitment.”  
 
The FEC does not record commitments within Pegasys; however, the Budget Division maintains a 
tracking spreadsheet to manage commitments. The Finance and Budget Divisions perform a monthly 
reconciliation of commitments and obligations. The Budget Division tracks the commitments, including 
the Purchase Requests from Comprizon. The Finance Division is responsible for tracking the 
Procurement Awards issued and the Transmittal of Procurement Awards to GSA. The Budget Division is 
responsible for reconciling the financial and procurement reports to ensure that the obligations for the 
awards are processed in Pegasys, the FEC’s account of record. 
 
Effective in FY 2013, the FEC began to accept reimbursable agreements on behalf of the OIG, under the 
authority of , "the Inspector General Act of 1978, as amended, 5 U.S.C. App. 3 (IG Act), and the 
Economy Act, 31 U.S.C. § 1535."  Particularly, the IG Act does say that "(4) Each Inspector General shall 
(B) obtain the services of a counsel appointed by and directly reporting to another Inspector General on a 
reimbursable basis.”  
 
Note: The OMB Circular A-11, as revised definition of the term allotment is, “are subdivisions of 
apportionments that are made by the heads of agencies.” 
 
Note: Effective in fiscal year 2014 Treasury implemented the Six-Digit U. S. Government Standard 
General Ledger (USSGL) Account Number Code Structure as authorized under Treasury Financial 
Manual (TFM) Volume I, Bulletin No. 2012-07. The GSA Pegasys accounting system currently uses six 
digits; the first four digits represent the primary account and include two sub-digits for internal tracking 
purposes (i.e. 6100.01, 1832.02 or 1360.01). The 4 digit codes in the trial balance are converted to the 
new 6 digit USSGL codes for GTAS reporting purposes.  
 
2.2.1 APPROPRIATIONS 
 
FEC’s appropriation is recorded in Pegasys upon receipt of an approved SF-132 from OMB in GL 
account 4119. However, the Fund Balance with Treasury is recorded upon receipt of the Warrant from 
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Treasury, which is received after the FEC apportionment is approved by OMB.  Sample entries, assuming 
a $10 million appropriation, are shown below. 
 
 To record the enactment of appropriations: 

 
Budgetary Entry 
 
DR 4119 Other Appropriations Realized    $10,000,000   

CR 4450 Unapportioned Authority – Available    $10,000,000 
 
2.2.2 APPORTIONMENTS  
 
Once the FEC apportionment is approved by OMB, a copy is provided to GSA for use in requesting a 
Treasury Warrant. Once the warrant is received it is recorded in Pegasys by GSA. In accordance with the 
USSGL apportioned funds must be recorded in GL 4450 – Unapportioned Authority- Available – which 
indicates that, “[t]he amounts apportioned by OMB as category A and B apportionments that are available 
for allotment.” However, to obligate the funds the USSGL requires the agency to record an allotment. 
GSA is responsible for ensuring the entry of the apportionment is recorded into the accounting system. A 
sample entry, assuming a $10M apportionment, is as follows: 
 
 To record budgetary authority apportioned by the OMB and available for allotment. 
 
Budgetary Entry 
DR 4450 Unapportioned Authority- Available    $10,000,000 

CR 4510 Apportionment Available for Distribution   $10,000,000 
 
 To record the warrant:       
 
Proprietary Entry 
 
DR 1010 Fund Balance with Treasury     $10,000,000 

CR 3101 Unexp Approp- Approp Rec’d          $10,000,000 
 
2.2.3 ALLOTMENTS 
 
Once the apportionment is received and recorded, the Budget Division makes an allotment of funds. The 
FEC establishes Funds Controls at the allotment level on the SF-132, Application of Budgetary Resources 
therefore the allotment for the FEC equals its apportionment, and appropriation for the annual  
appropriation The GSA is responsible for the entry into the accounting system. A sample entry, assuming 
a $10M allotment, is as follows: 
 
Budgetary Entry 
 
DR 4510   Apportionment Available for Distribution   $10,000,000 

CR 4610   Allotments – Realized Resource    $10,000,000 
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2.2.4 RECISSIONS 
 
According to OMB Circular A-11, as revised, a recission is, “any legislative action taken by the 
Congress to reduce budgetary resources, including reductions that were not proposed pursuant to the 
Impoundment Control Act. Rescissions can either be temporary or permanent.” 
 
 To record amount of new budget authority permanently rescinded by enacted legislation. 

 
Budgetary Entry 
 
DR 4450 Unapportioned Authority  

CR 4392   Permanent Reduction – New Budget Authority 
 
Proprietary Entry 
 
DR 3106 Unexpended Appropriations - Adjustments 

CR 1010   Fund Balance with Treasury 
 
2.2.5 APPROPRIATIONS UNDER A CONTINUING RESOLUTION  
 
According to OMB Circular A-11, “Continuing resolutions (also known as "CRs") are joint resolutions 
that provide continuing appropriations for a fiscal year. CRs are enacted when Congress has not yet 
passed new appropriations bills and a program’s appropriations are about to or have expired, or when the 
President has vetoed congressionally passed appropriations bills.” During a CR period, “Excluding a full-
year CR, Treasury will not issue a warrant under a CR unless an agency explicitly requests one (see 
Treasury Financial Manual I TFM2–2000, section 2025.20).”  
 
Provided in sections below are the entries the FEC would record when the Federal Government begins a 
new fiscal year under a CR.  The sample entries below assume a $5 million CR, where the annual 
appropriation would be $60 million: 
 
 To record the appropriation: 
 
Budgetary Entry 
DR 4119 Other Appropriations Realized      $60,000,000   

CR 4450 Unapportioned Authority – Available  `   $60,000,000 
 
Proprietary Entry 
None 
 
 To record authority temporarily unavailable pursuant to public law: 
 
Budgetary Entry 
DR 4450 Unapportioned Authority – Available     $55,000,000  

CR 4395 Authority Unavailable for Obligation Pursuant to Public Law  $55,000,000 
 
Proprietary Entry 
 
None 
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 To record Fund Balance with Treasury under a CR as determined by the OMB’s automatic 
apportionment bulletin: 

 
Budgetary Entry 
None 
 
Proprietary Entry 
DR 1090 Fund Balance with Treasury under a Continuing Resolution   $5,000,000 

CR 3101 Unexpended Appropriations - Appropriations Received   $5,000,000 
 

 To record budget authority automatically apportioned by OMB available for allotment: 
 
Budgetary Entry 
DR  4450 Unapportioned Authority – Available      $5,000,000 

CR 4510 Apportionments       $5,000,000 
 
Proprietary Entry 
None 
 
If Congress then enacts the full appropriation of $65 million through Public Law, the following entries 
would be made: 
 
 To record the reversal the authority temporarily unavailable pursuant to public law transaction when 

authority becomes available: 
 
Budgetary Entry 
DR 4395 Authority Unavailable for Obligation Pursuant to Public Law  $55,000,000  

CR 4450 Unapportioned Authority – Available     $55,000,000 
 
Proprietary Entry 
 
None 
 
 To record the appropriation: 
 
Budgetary Entry 
DR 4119 Other Appropriations Realized      $5,000,000 
 CR 4450 Unapportioned Authority – Available     $5,000,000 
 
Note: Under the CR funding was expected to be $60 million based on the prior year appropriation, 
however once the current year funding is received an additional entry must be made to record the 
additional, $5 million in Appropriations Realized. 
 
 To record Fund Balance with Treasury and adjust the Fund Balance With Treasury Under a CR to zero 

upon the enactment of an appropriation and receipt of a Treasury Appropriation Warrant: 
 
Budgetary Entry 
None 
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Proprietary Entry 
DR 1010 Fund Balance with Treasury      $65,000,000 

CR 1090 Fund Balance with Treasury under a Continuing Resolution  $5,000,000 
CR 3101 Unexpended Appropriations - Appropriations Received   $60,000,000 

 
Note: The FBWT must equal the total of Appropriations Realized for the current fiscal year. Under the 
CR funding was expected to be $60 million based on the prior year appropriation, however once the 
current year funding is received an additional entry must be made to record the additional, $5 million in 
Appropriations Realized for a total of $65 million in Appropriated funds per the Treasury Warrant.  
 
2.2.6 MANAGEMENT PLAN 

 
Once the apportionment for the FEC’s annual appropriation is approved by OMB, the Budget Division 
prepares an annual Management Plan, for Commission approval, that allocates the agency’s appropriated 
and apportioned funds, by division or office.  More detailed, object class-level spending plans are then 
developed, at the division or office level, which are then submitted to GSA for entry into the accounting 
system. Budget reviews and approves all adjustments to these allocations in the accounting system.    

 
To help alleviate budget errors, the Budget Division maintains a detailed system of tracking 
commitments, obligations, and the status of available funds.  This also includes all budget changes, 
expenditures and open obligations. The Finance Division is responsible for the accuracy of all financial 
transactions processed by GSA and for the data on reports and in the system. Budget is responsible for the 
accuracy of all budget data entered and allocated within the accounting system.   

 
2.3 OBLIGATIONS 
 
The agency utilizes GSA as their line of business for financial processing; however, the FEC is ultimately 
responsible for maintaining procedures to ensure proper control over obligations. All obligations must be 
promptly recorded by GSA against the appropriation in order to maintain funds control, provide essential 
management information, support the preparation of financial statements as well as required reports in a 
timely and accurate manner. The accounting system is capable of preventing any overcharges by division, 
purchase order or appropriation (fund).  An over-obligation of an apportionment or appropriation is a 
violation of the Anti-deficiency Act and carries severe penalties, including imprisonment. Extreme care 
must be taken to ensure funds are not overspent. As it relates to the FEC Funds Control policy the FEC, 
apportionment is equal to the appropriation. 
 
The obligation of funds for services and supplies typically begins with a purchase requisition. A Purchase 
Requisition (PR) is routed through the Comprizon system and containing a detailed description of the 
need identified by the Requesting Office in accordance with FEC Procurement Policies and Federal 
Acquisition Regulations (FAR), as applicable. The Purchase Requisition (PR) is routed to the Budget 
Division through Comprizon for approval. The Budget Division reviews the purchase requisition and 
supporting document (such as quotes, etc.) and ensures that they are properly coded by fiscal year, 
division, and object class, etc. Once the purchase requisition is approved by Budget, it is converted to a 
Procurement Request (PR) and submitted to the Procurement Division.  
 
Documents that fall within the following categories are further reviewed by the Budget Director: 
 

1) All purchase requests during a CR, and 
2) At all times, those over $25,000. 
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The Procurement Officer may request that the Budget Officer sign any PR deemed unusual or that will 
require a budget adjustment. After the Budget Officer signs such requests, ownership of the PR becomes 
that of the Procurement Division and the request becomes a Purchase Order (PO).  The PO is then 
forwarded to the Finance Division for transmittal to GSA for processing in Pegasys, the system of record.  
A more detailed description of purchase request processing is maintained in the FEC Procurement 
Policies and Procedures (PROCUREMENT PROCEDURES). 

 
All transactions entered into the accounting system must have proper documentation. Seven documents 
may be used to obligate funds: 
 

1)    Purchase orders (POs) 
2)    Contracts 

  3)    Travel authorizations (TAs) 
4)    Reimbursable work authorizations (RWAs) 
5)    Approved claim/voucher forms  
6)    Training forms 
7)    Interagency agreements (IAs), and 
 

Payroll journals generated from data provided by NFC also use funds but do not require obligating 
documents, since such data is generated from personnel actions, which support the routine costs. 
 
The FEC enters into obligations through the procurement process, which is described in the FEC 
Procurement Policies and Procedures a.  The Contracting Officer (CO) is responsible for ensuring that the 
FEC complies with Federal Acquisition Regulations and all other applicable laws and regulations. 
 
Obligations incurred take two forms: expenditures, which are entered simultaneously with the obligations 
(e.g., payroll, local travel) and obligations for goods, and services, which are, recorded when the 
obligating document is received and recorded by GSA in the accounting system, and paid at a later date. 
The sum of expenditures and unliquidated (unpaid) obligations is referred to as “total obligations.” The 
total appropriation less total obligations equals the “amount available to obligate” on accounting reports. 
The following accounting entry is processed when obligations are established: 
 
DR 4610   Allotments – Realized Resource   

CR 4801 Undelivered Orders – Obligations, Unpaid   
 

The Director of Finance is responsible for providing a list of all obligations on a monthly, quarterly, or ad 
hoc basis. Under the current arrangement with GSA, the Finance Division prepares a transmittal letter 
including copies of the obligating documents for the processing and recording of transactions by GSA 
into Pegasys.  The Finance Division then reviews Pegasys to ensure that the obligation made it into the 
accounting system accurately. As outlined in Section 2.2 above, a properly authorized obligating 
document is required before funds can be obligated in the accounting system. Invoices must also have 
proper approval before entry into the system. See Section 2.6 Disbursements. 
 
A deobligation is the cancellation or reduction of a previously recorded obligation and must be promptly 
recorded in the financial system. Deobligations in the current fiscal year restore funds that are available 
for new obligations. Amounts deobligated after the close of a fiscal year increase the unobligated balance 
of the expired appropriation, but are not available for new obligations.  However, they are available for 
upward adjustments to the initial obligation. 
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Throughout the year, open obligations are reviewed, with the goal of deobligating balances that are no 
longer needed for the original purpose, so that they may be used for other priorities in the current fiscal 
year.  As the fiscal year draws towards its close, these reviews are conducted more frequently.  
 
2.4  FUND BALANCE WITH TREASURY 
 
The FEC does not maintain cash in commercial bank accounts.  The U.S. Treasury processes FEC cash 
receipts and disbursements.   Treasury relies on monthly data reported by agencies, primarily via the  
 224, Statement of Transactions for its records of agencies’ collections and disbursements affecting its 
FBWT account balances.  
 
FBWT transactions include disbursements/receipts from the Intra-governmental Payment and Collection 
System (IPAC), Treasury disbursements, and miscellaneous and custodial receipts. Significant 
transactions affecting FBWT are generated by the Finance Division include: (1) Appropriations 
(including rescissions), (2) payroll disbursements using payroll transaction data from NFC, and (3) other 
operating disbursements.  These types of transactions directly relate to activities associated with the day 
to day operations of the FEC and are reflected in Fun 701. 

Collections on penalties and fines on behalf of the Federal government are reflected in Fund 702 and 
miscellaneous receipts are reflected in Fund 703. Penalties and fines are custodial collections, which are 
not available to finance FEC activities. Miscellaneous receipts are not available to finance FEC activities. 

The FEC does not maintain Imprest Funds for petty cash expenditures. The FEC does not maintain cash 
in its offices for purchases. 

FBWT Payroll Adjustments 
 
Fund 701 may contain transactions made by NFC for returned savings allotments pending reissue, and 
retuned payroll EFTs for closed employee saving or checking accounts, transactions that are not recorded 
as part of the regular payroll but are reflected as additional payroll schedules on the U.S. Department of 
Agriculture National Finance Center (NFC) SF-224 Abstract of Transactions. The additional schedules 
are recorded at Treasury but would not be reflected in Pegasys. As a result, GSA personnel have the 
authority to record the additional payroll schedule transactions to the trial balance if the individual 
transaction does not exceed $5,000. GSA will record the payroll adjustments using the following 
accounting string: Department Code TUHF5100, Budget Activity Code UH01, Object Class 11, and Sub-
object Class A01. 
 
2.4.1 CASH RECEIPTS 
 
The FEC receives funds from a variety of sources:  
 
 Congress for initial and supplemental appropriations; 
 Vendors and employees for refunds, overpayments; 
 The public for photocopying of FEC documents, sale of publications or tapes and; 
 Reporting entities because of fines and penalties.  

 
All payments are made payable to the FEC or the U.S. Treasury. The cash receipts are processed by FEC 
personnel and entries are made to the accounting system by GSA via standard journal to record all 
amounts. Effective December 2012 Treasury - Financial Management Service (FMS) decommissioned 
the CA$HLINK II application and all deposit functions are now processed through the Over the Counter 
Channel Application (OTCnet).   
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The FEC receives funds through Lockbox payments, FEC Cash Receipts by mail (checks and money 
orders), and the public records sales counter (cash and credit card transactions). Payments of cash, check 
or money order are maintained in the Finance Division safe until they are processed. After processing 
cash is delivered to the bank, checks, and money orders are shredded within 14 days. 
 
LOCKBOX PAYMENT DEPOSITS 
 
The Office of Administrative Review (OAR) has a Financial Management Service agreement for a 
General Lockbox Network, which was first executed in 2000 and later updated in 2005 due to the 
conversion to Electronic Check Processing. Since the agreement was not executed through the Finance 
Division, the OAR Director is the Point of Contact for any correspondence between the Lockbox agent 
and the FEC.  
 
When OAR issues Reason to Believe (RTB) letters, they provide a remittance address for the Lockbox. 
Payments on fines assessed and RTBs issued by OAR are sent to the FEC’s designated Depository and 
Financial Agent U.S. Bank who is authorized to perform lockbox services. Lockbox deposits are 
processed by the reserve bank and Treasury/FMS credits the FEC’s Federal Reserve Bank of Cleveland 
account in OTCnet. 
 
Each day U.S. Bank will e-mail copies of Lockbox System reports including Batch Summary and Detail 
Reports and Deposit tickets (SF-215) which are available through OTCnet to the designated agency 
official, the OAR Reviewing Officer. The OAR Reviewing Officer will e-mail the SF-215 and the 
applicable case number and amount to inform the Cash Receipts (CR) Financial Analyst (FA), that a 
deposit has been made. The CR FA will log the deposit and forward the information to GSA for posting. 
 
Returned Checks 
 
If a check is returned for insufficient funds, U.S. Bank will process it a second time. If U.S. Bank is 
unable to collect the funds, it, prepares a Treasury Debit Voucher (SF-5515) for the total amount of the 
previous day’s return. U.S. Bank will provide a listing of returned checks to the FEC and will forward the 
checks and copies of the SF-5515 in the accounting package. 
 
FEC CASH RECEIPTS BY MAIL 
 
Collections are received by the FEC mailroom.  All checks received are delivered from the mailroom to 
the Finance Division, in accordance with the FEC procedures outlined by the Deputy Staff Director for 
Management and Administration. 
 
Upon receipt of a check or money order from the mailroom, the Finance Division prepares a two-way 
memo indicating the check number, amount and submitter to obtain instructions from the applicable 
division as to how to apply the payment.  The memo, a copy of the check and any additional supporting 
documentation is then forwarded to the appropriate division to request instruction on how to apply the 
payment. Once the memo is returned from the applicable division indicating how to apply the payment 
the Finance Division processes the check through the FMS-OTCnet System for check imaging. All 
checks received are maintained in the safe, generally for 14 days. After the holding period is expired, the 
checks are copied and filed in the Finance Division and the original check is shredded. 
 
Deposits are reconciled and then stored in batches that are transmitted to the Central Image and Research 
Archive (CIRA).  Once the check data is transmitted, Treasury uses the information to electronically debit 
the check writer's account through the Automated Clearing House (FedACH) electronic funds transfer 
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(EFT). Treasury/FMS credits the FEC’s Federal Reserve Bank of Cleveland account in OTCnet and 
emails a confirmed deposit ticket (SF 215) to the designated agency official the Cash Deposits (CD) FA. 
If Treasury is unable to collect the funds, it debits the agency's account in OTCnet and emails a debit 
voucher (SF 5515) to the FEC Finance Division. 
 
If the payment is made with cash, the funds are maintained in the Finance Division safe until delivered to 
the bank. 
 
FEC Cash Receipts by Public Records sales counter and credit card transactions 
 
Public Records completes a “Register of Remittances Received and Credit Card Sales” form on a daily 
basis to record the amount of funds collected through cash, checks, money orders, and credit cards. These 
documents are then taken to the Finance Division to be deposited.  
 
The Finance Division records check and money order information in the FMS-OTCnet system, which 
generates a deposit Batch List report, and electronic deposit ticket (SF-215).  When cash is received, the 
Finance Division provides Public Records with a receipt for the amount received.  Financial Operations 
Specialist or Financial Analyst will process the payment through OTCnet and will then manually take the 
cash and supporting documentation to the bank for deposit. The credit card slip is used in lieu of the SF-
215 for all credit card transactions.   
 
2.5 ACCOUNTS RECEIVABLE  
 
2.5.1 CUSTODIAL ACCOUNTS  
 
FEC receivables consist of administrative fines and civil penalties assessed through its enforcement 
processes or conciliation agreements reached with parties.  Three FEC offices administer the penalties 
and fines: the Office of General Counsel (OGC), the Office of Administrative Review (OAR) and the 
Office of Alternate Dispute Resolution (ADR). Each has a distinct role in the enforcement and collection 
process. The offices also have significantly different volumes.  Therefore, each has a different rate of 
collection. The Allowance for Uncollectible Accounts is based on the historical rate of collection for the 
office and an overall assessment of the debtor’s willingness and ability to pay. OAR debts are referred to 
the U.S. Treasury for collection when delinquent. 
 
The Finance Division is responsible for preparing the monthly Fine Summary Worksheet, the quarterly 
Summary of FY20XX Fines Assessed and Collected report for the program offices and quarterly Treasury 
Report on Receivables (TROR) for external reporting purposes. These requirements are assigned to the 
Accounts Receivable (AR) Financial Analyst.  The Fine Summary Worksheets consist of several Excel 
spreadsheets that are use to manage fines assessed, collections, accounts receivable, aging of accounts 
receivable, allowance for doubtful accounts and net receivables. 
 
Assessments consist of all new debt and receivables generated each month.  The AR Financial Analysts 
records fines and penalties in the Fine Summary Excel spreadsheet in the month levied by the 
Commission.  The Financial Analyst also logs the receipt of cash collected for a new assessment, existing 
receivable, or entered amounts paid based on a Reason to Believe (RTB) in the Fine Summary 
spreadsheet.  Accounts Receivable Aging (delinquent debt) is categorized based on the length of time it 
takes for a debt to be fully paid.  The FEC maintains seven aging categories based on TROR reporting 
requirements. FEC prepares the Allowance for Doubtful accounts in accordance with guidance regarding 
“Managing Federal Receivables” set forth by Treasury Debt Management Service as noted in the 
Accounts Receivable policy. 
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The AR Financial Analyst records the following journal entries to record new assessments for the 
monthly, accounts receivable, the allowance for doubtful accounts and payment information, as 
applicable to entry, submit to GSA for posting.             
 

 
GL Description DR CR 

1360 Penalties and Fines Receivable - Not Otherwise Classified xxx  
5320 Penalties and Fines Revenue  xxx 

 
5991 Accrued Collections for Others - Statement of Custodial Activity xxx  
2980 Custodial Liability  xxx 

    
TO RECORD A NEW RECEIVABLE BALANCE 

    
GL Description DR CR 

5324 Contra Revenue for Penalties and Fines xxx  

1367 
Allowance for Loss on Penalties and Fines Receivable - Not Otherwise 
Classified  xxx 

    
2980 Custodial Liability xxx  
5991 Accrued Collections for Others - Statement of Custodial Activity  xxx 

    
TO RECORD AN INCREASE IN THE ALLOWANCE BALANCE 

    

1010 Fund Balance with Treasury xxx  
1360 Penalties and Fines Receivable - Not Otherwise Classified  xxx 

5990 Collections for Others – Statement of Custodial Activity xxx  
5991 Accrued Collections for Others - Statement of Custodial Activity  xxx 

 TO RECORD A PAYMENT   

1367 
Allowance for Loss on Penalties and Fines Receivable - Not Otherwise 
Classified xxx  

5324 Contra Revenue for Penalties and Fines  xxx 

5991 Accrued Collections for Others - Statement of Custodial Activity xxx  
2980 Custodial Liability  xxx 

    
TO RECORD A DECREASE IN THE ALLOWANCE BALANCE 
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Payments Received for Debts currently referred to Treasury 
 
Once a debt is referred to Treasury respondents are required to remit payment for the principal amount 
referred by the FEC and any applicable interest and fees applied by Treasury Debt Management Services 
(DMS) to Treasury for processing. Once the payment has been received and processed by Treasury the 
FEC will receive payment of the principal balance remaining once the applicable fees are deducted from 
the payment through IPAC. 
 
The amount assessed by the FEC is not always the amount referred to Treasury, as sometimes committees 
pay a portion of the debt while it is still at the Commission.  In those cases, only the unpaid portion of the 
assessed amount is referred to Treasury 
 
Office of General Counsel (OGC) and Alternative Dispute Resolution (ADR) payments  
 
If an OGC or ADR respondent submits a payment to the FEC, after the debt is referred to Treasury the 
Finance Division will contact the program office to inform them that a check or money order was 
received. The AR Financial Analyst will document the date received, case ID, respondent name and check 
number for the Finance Division’s records. The AR Financial Analyst notifies the program office that 
payment is returned to Treasury for processing. The mailing address for referred debts is: 
 
 US Bank  
 c/o Treasury  
 P O Box 979101  
 St Louis, MO 63197-9000 
 
When the payment is received by Treasury it will any applicable interest and fees applied by Treasury and 
principal amounts collected will be transferred to the FEC by IPAC. 
 
Office of Administrative Review (OAR) payments  
 
If an OAR respondent submits a payment to the FEC Lockbox after the debt has been referred to 
Treasury, the OAR Reviewing Officer (RO) will provide the AR Financial Analyst with the SF 215 
Ticket on which the payment appears.  The RO will include the date received; case ID, respondent name 
and check number, and note that the payment is for a debt previously referred debt to Treasury, therefore 
an IPAC for Treasury’s applicable fee will follow.  
 
Upon receipt of the payment to the FEC Lockbox, the RO will contact Treasury 
(feddebt.financial.team@fms.treas.gov) to inform them that a payment has been received at the FEC 
Lockbox for a debt previously referred to them.  The email will include the FedDebt Debt ID, Agency 
Case ID, Payment Date, Payment Amount and Check#.  Upon receipt, Treasury will respond with an 
email indicating that the payment is processed, triggering the IPAC to Finance for Treasury’s applicable 
fees. 
 
FECA Debt Close-out Procedures 
 
FEC FECA Debts written-off for financial statement purposes (delinquent two years or more) are 
Currently Not Collectible (CNC), however they are not considered closed. Closed debts are CNC debts 
are terminated by suspending all collection activity and reporting the debt close out to the Internal 
Revenue Service (IRS).  
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Once it has been determine that a debt is eligible to be closed the Finance Division is required to send the 
debtor a Department of Treasury (Treasury), IRS Form W-9 - Request for Taxpayer Identification 
Number and Certification, Form 1099-C Cancellation of Debt and Form 1096 Annual Summary and 
Transmittal of U.S. Information Returns. To obtain the forms the AR Financial Analyst will order forms 
from the IRS website www.irs.gov the tax year in which the debt is canceled.  
 
The Finance Division performs a preliminary review in the 3rd quarter and a final review in the 4th quarter 
in coordination with program offices to determine if written-off delinquent debts should be closed out. A 
Form 1099-C, Cancellation of Debt is issued for each FECA debt that equals or exceeds $600.00 in 
accordance with the Debt Collection Improvement Act (DCIA).   
 
The AR Financial Analyst is responsible for issuing form W-9, 1099-C and 1096 to all applicable parties. 
To complete the form the AR Financial Analyst should submit the listing of written-off delinquent debts 
to the applicable program office to determine if any are eligible for close out. For debts identified by the 
program office for close out, the most recent address list must be obtained. The AR Financial Analyst 
prepares the Request for Taxpayer Identification Number (TIN) and Certification (Form W-9). The W-9 
Request memorandum must include the case number, name, and outstanding debt amount. The AR 
Financial Analyst will submit to the Director of Finance for review and approval. When approved, the 
letter is signed by the Chief Finance Officer (CFO) or Director of Finance and the AR Financial Analyst 
mail W-9 forms by certified mail. The Finance Division will monitor in-coming mail to determine if the 
respondent has submitted a TIN for 1099-C processing or will log any issuance of non-response or 
returned letters.  
 
When preparing the 1099–C the agency must also complete Form 1096 Annual Summary and Transmittal 
of U.S. Information Returns.  The original Form 1096 is submitted to the IRS to account for the aggregate 
total of FECA debts for which a 1099-C is issued. Form 1099–C Part B must be sent to debtor and post 
marked by the January 31st of the subsequent year. 
 
Prior to issuing a 1099-C the W-9 official notification of close out must be submitted to the respondent. In 
accordance with the DCIA, the agency must have exhausted all collection effects, the debt will be 
closeout, and recalled from Treasury. 
 
Form 1099-C will be issued with or without response from the respondent.  The Finance Division utilizes 
a template to issue the1099–C Form.  The form can be located in the Finance ECM / LiveLink 
Reconciliations folder. Form 1099-C consists of three parts - part A is submitted to IRS, Part B is 
submitted to the debtor and Part C is submitted to the Creditor.  
 
The AR Financial Analyst must mail Form 1099 – C Part A for each debtor to the IRS no later than 
February 28th (postmark date) with the Form 1096. Form 1099 – C Part B must be sent to debtor and 
issued by January 31, of the subsequent tax year. The AR Financial Analyst must verify the case number, 
name, and dollar amount from the W-9 Request memorandum. Form 1099 – C Part C is maintained by 
the Creditor (file copy). 
 
ACCOUNTS RECEIVABLE WRITE-OFF’S FOR FINANCIAL STATEMENT PURPOSES 
 
It is the policy of the FEC’s OCFO to take all available actions to collect outstanding accounts receivable. 
However, after all appropriate collection actions have been taken, including those taken on behalf of the 
FEC by the U.S. Department of the Treasury; it may be appropriate to write-off certain accounts. The 
criteria for write-off used in the policy are consistent with the Debt Collection Act of 1982, as amended 
and The Debt Collection Improvement Act of 1996”.  For financial statement purposes, the FEC will 
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write-off all delinquent accounts receivable debts that are two years or older annually that do not have 
current collection activity.  This complies with the OMB Circular A-129.   Although the FEC may write-
off, an AR debt from an accounting perspective that does not mean that the debt is closed, meaning that 
all collection efforts are suspended and the debt is discharged.  According to the Treasury TROR 
guidance, a debt is closed by the issuance of an IRS Form 1099-C / Cancellation of Debt, “to report to the 
Internal Revenue Service a discharge of indebtedness.” Until the debt is closed, the program offices may 
continue to pursue the debt. 
 
LEVELS OF WRITE OFF AUTHORITY 

 
After all standard collection procedures have been completed for a given account, it may be necessary to 
perform a write-off for financial statement purposes. The OCFO performs reviews in the third and fourth 
quarter to determine if any debts qualify for write-off.  
 
Write-offs will only be approved by the designated approving official within the scope of their authority. 
The level of authority at which this decision is made will be based on the dollar amount of each individual 
receivable account being considered for write-off. 

 
1. Accounts with a gross receivable amount less than $25,000, approval by the Director of Finance 

is required. 
 
2. Accounts with a gross receivable amount of $25,000 or more, but less than $50,000, approval by 

the Deputy Chief Financial Officer is required. 
 

3. Accounts with a gross receivable amount of $50,000 or more, but less than $100,000, approval by 
the Chief Financial Officer is required. 

 
4. Accounts with a gross receivable amount of $100,000 or more, require approval by the 

Department of Justice though the Office of General Counsel. Notification of the Commissioners 
is required before a debt is forwarded to the Department of Justice. 
 

Documentation of Write-off Authority 
 
The AR Financial Analyst will prepare a memorandum with a schedule of accounts to be written-off, and 
submit it to the Director of Finance for review and approval.  Once the Director Finance approves the 
memorandum, it will be forwarded to the Deputy Chief Financial Officer, or Chief Financial Officer, for 
final approval. 

 
Once the write-off has been approved by the designated official, a financial management analyst will 
prepare the write-off JV, and will submit it to the Director of Finance for review and approval. The 
Director of Finance will route the JV to GSA for processing. 
 
Treasury Report on Receivables (TROR) 
 
At the end of the quarter, a financial analyst will prepare the TROR based on the information within the 
Fine Summary Worksheets utilizing the TROR Form Template from Treasury. Instructions provided are 
provided in the in the Instructional Workbook for Preparing the “Treasury Report on Receivables and 
Debt Collection Activities” a supplement to the Treasury Financial Manual Volume I Part 2 Chapter 
4100.  
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2.6 ACCOUNTABLE PROPERTY, CAPITALIZATION POLICY, PROPERTY AND 
EQUIPMENT, SOFTWARE IN PROGRESS AND LEASEHOLD IMPROVEMENTS 
 
Purchases of property and equipment use appropriated funds.  The appropriated fund category includes all 
property and equipment used by the FEC for general operations.  Accounting for property is the shared 
responsibility of the OCFO, Administrative Services Division, Office of the Chief Information Officer 
(OCIO) and GSA.   
 
The Finance Division is responsible for ensuring that the capitalized property items are identified and 
depreciated or amortized based upon the accounting standards. The Administrative Services Division and 
OCIO are responsible for maintaining inventory controls, retaining records of property assignments, 
performing annual property inventories, tracking, recording and reporting excess property, and ensuring 
the proper transfer or disposal of excess property. 
 
FEC implemented a new Fixed Asset Subsidiary Ledger, the GSA Fixed Asset (FA) Module effective 
March 2010. Prior to this conversion, the FEC has used the CATS Module in the Property Tracking 
System Database to track capitalized property and equipment. GSA maintains the FA Module and is 
responsible for entering FEC’s new capitalized equipment.  Purchases that meet the FEC’s capitalization 
requirements are entered into the FA Module. 
 
Furniture and fixtures inventory records are maintained by the Administrative Services Division (ASD) 
and computer equipment and system inventory records are maintained by the OCIO. ASD discontinued 
the use of the PROBAR tracking system and now uses the FEC Property Tracking System under the 
Administrative Office’s database. Effective in FY 2013, the Office of the Chief Information Officer 
(OCIO) discontinued the use of the FEC Property Tracking System and IT database, and converted to 
REMEDY an IT Helpdesk application and inventory-monitoring program.    
 
2.6.1 CATEGORIES OF PROPERTY & EQUIPMENT 
 
Property and Equipment consists of equipment, assets under capital lease, leasehold improvements, and 
internal use software.  Equipment includes office equipment, fax machines, computer equipment, etc.  
Assets under capital lease (if applicable) include copiers and software.   
 
Internal use software includes COTS (Commercial off-the-shelf) software; contractor developed software 
and internally developed software.  
 
In addition to these capitalized assets, FEC maintains and manages an inventory of non-capitalized 
accountable property.  Non-capitalized accountable property is any tangible personal property with an 
acquisition cost (or value) under the capitalization threshold. Non-capitalized accountable property 
includes computers, calculators, heaters, blackberries, etc. 
 
FEC does not own any buildings however, the agency may record leasehold improvements if applicable.  
FEC’s leased office space is managed by the GSA.  
 
The building is leased through the GSA under an occupancy agreement, which manages the lease 
agreement between the Federal government and the commercial entity. The FEC is billed by GSA for the 
leased space; taxes and an administrative fee based upon annual lease payments made as included in a 10-
year lease. The cost of the building is not capitalized. 
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2.6.2 CAPITALIZATION POLICY 
 
General P&E consists of items that are used by the FEC to support its mission. The FEC capitalizes assets 
with a useful life of two years or greater and an acquisition cost of $25,000 or more. For bulk purchases, 
items are capitalized when the individual useful lives are at least two years and have an aggregate value of 
$250,000 or more.  
 
Internal use software development and acquisition costs of $25,000 are capitalized as Software in 
Development until the development stage is completed and the software is tested and accepted. At 
acceptance, the costs of Software in Development are reclassified as internal use software costs and 
amortized using the straight-line method over an estimated useful life of three years, effective FY 2009. 
The useful life of internal use software was shortened in FY 2009 because software becomes obsolete 
rapidly. Purchased commercial software that does not meet the capitalization criteria is expensed. 
Enhancements, which do not add significant new capability or functionality, are expensed. Effective, FY 
2011 the capitalization threshold for Internal Use Software was increased to $250,000. 
 
The costs of any leasehold improvements, which are managed through GSA, are financed with FEC 
appropriated funds. Construction costs of $25,000 or more are accumulated as Construction in Progress 
until completion and then are transferred and capitalized as a Leasehold Improvement over five years or 
the remainder of the lease, whichever is less, effective FY 2009. 
 
Acquisitions of P&E that do not meet the capitalization criteria are recorded as operating expenses. 
 
Maintenance, repairs and minor renovations are expensed as incurred. Expenditures that materially 
increase values, change capacities or extend useful lives are capitalized. 
 
2.6.3 USEFUL LIVES 
 
Effective FY 2009, the estimated useful life of assets such as office furniture, office equipment, 
telecommunications equipment and audio/visual equipment is five years and the estimated useful life of 
IT equipment is three years. 
 
 

Class Estimated Useful Life 
Office Furniture 5 years 
Office Equipment 5 years 
IT Equipment (Hardware) 3 years 
IT Software 3 years 
Telecommunications equipment 5 years 
Audio/visual equipment 5 years 
Leasehold Improvements Lesser of 5 years or the remaining life of the 

building lease 
 
2.6.4 DEPRECIATION AND AMORTIZATION 
 
Depreciation and amortization shall be recognized on all general PP&E, except internal use software in 
development, construction in process, and land and land rights of unlimited duration. The depreciation 
and amortization expense associated with the use of general PP&E is calculated through the systematic 
and rational allocation of the cost, less its estimated salvage/residual value, over the estimated useful life 
of the general PP&E.  
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Depreciation or amortization is calculated using the straight-line method with no salvage value. With the 
implementation of the GSA FA module, depreciation and amortization begins the day the asset is placed 
in service. This methodology was retroactively applied at the point of conversion. The Pegasys system 
uses Julian Dates to capture the daily rate; therefore, whenever a leap year occurs, the system includes an 
additional day. The general calculation for the daily rate is (Acquisition Cost - Accumulated 
Depreciation) / (Remaining Useful Life). 
 
For example, for an existing asset converted from the CATS subsidiary ledger to the Pegasys Fixed Asset 
Module the daily depreciation rate was calculated as follows: 
 
On February 26th, 2010, when the asset was converted, the accumulated depreciation was $578,004.02 
with an in-service date of 07/31/2007.  The daily rate was calculated as of October 1st, 2009, the first day 
of the fiscal year.  As of October 1, 2009, 792 days passed (365 days to 07/31/2008, 365 days to 
07/31/2009, 1 day in July 31 days in August, and 30 days in September).  The asset has a useful life of 5 
year, or 1,826 days (365days/year + 1 day for a leap year).  At the conversion date, the remaining useful 
life of the asset was 1,034 days.   
 
Therefore, the calculation would be as follows:  ($1,284,453.38 - $578,004.02) / (1,034 days) = 
$683.2199/day. For additional details related to accumulated depreciation and amortization processing 
within Pegasys, see Section 2.5.6 RECORDING CAPITALIZED ASSETS IN THE FIXED ASSET 
MODULE of the Accounting Manual.  
 
2.6.5 ACCOUNTING FOR CAPITALIZED PROPERTY AND EQUIPMENT 
 
The Federal Accounting Standards Advisory Board (FASAB) issued Statement of Federal Financial 
Accounting Standards (SFFAS) in June 1996. SFFAS No. 6, 10 and 35 require that agencies capitalized 
and depreciate/amortize property, plant, and equipment (P&E). SFFAS 44 provides guidance to determine 
the methodology to determine loss related to asset impairment.  

 
General PP&E has one or more of the following characteristics:  

 
• It could be used for alternative purposes (e.g., by other Federal programs, State or local 

governments, or non-governmental entities) but is used to produce goods or services, or to 
support the mission of the entity, or  

• It is used in a significantly self-sustaining activity that finances its continuing cycle of operations 
through the collection of revenue (business-type activities), or  

• It is used by entities in activities whose costs can be compared to other entities performing similar 
activities.  

 
Leases are capitalized if they meet the criteria as specified in SFFAS No. 6. To determine if a lease is a 
capitalized or operating lease the Finance Division reviews procurement orders related to new leases. 
Each lease is evaluated to determine if it meets the Capital Lease criteria as specified in SFFAS No. 6. 
 
If, at its inception, a lease meets one or more of the following four criteria, the lease should be classified 
as a capital lease by the lessee. Otherwise, it should be classified as an operating lease.  
 

 The lease transfers ownership of the property to the lessee by the end of the lease term. 
 The lease contains an option to purchase the leased property at a bargain price. 
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 The lease term is equal to or greater than 75 percent of the estimated economic life of the leased 
property. 

 The present value of rental and other minimum lease payments, excluding that portion of the 
payments representing executory cost, equals or exceeds 90 percent of the fair value 24 of the 
leased property. 

 
The last two criteria are not applicable when the beginning of the lease term falls within the last 25 
percent of the total estimated economic life of the leased property. 
 
Internal use software, whether commercial off-the-shelf (COTS) internally developed or contractor 
developed, shall be capitalized if it meets the following criteria: 
 

• The internal use software has a useful life greater than two years. 
• The COTS, internally or contractor developed, software must have projected cost equal to or 

greater than $250,000 during the software development phase.  
• The project/program must be new systems or major enhancements to existing systems. 

 
Note: Cost associated with the preliminary design phase and post implementation/operational phase must 
be expensed.  
 
Cost associated with Internal Use Software that are Capitalized:  
 
Costs of the software development phase include:  
 
 Design of chosen path, including software configuration and software interfaces* 
 Coding  
 Installation to hardware  
 Testing, including the parallel processing phase 

 
* See SFFAS #10, paragraph 11 
 
In accordance with SFFAS, No. 10, paragraph 18,”contractor-developed software capitalized cost should 
include the amount paid to a contractor to design, program, install, and implement the software. Material 
internal cost incurred by the Federal entity to implement the COTS or contractor-developed software and 
otherwise make it ready for use should be capitalized.” 
 
Consistent with SFFAS, No. 10, paragraphs 25 and 26, “Enhancements - The acquisition cost of 
enhancements to existing internal use software (and modules thereof) should be capitalized when it is 
more likely than not that they will result in significant additional capabilities. For example, in an instance 
where the Federal entity adds a capability or function to existing software for making ad hoc queries, the 
cost would be capitalized. Enhancements normally require new software specifications and may require a 
change of all or part of the existing software specifications as well.” 
 
According to SFFAS, No. 10, paragraph 23, “Bundled Products and Services - Federal entities may 
purchase software as part of a package of products and services (e.g., training, maintenance, data 
conversion, reengineering, site licenses and rights to future upgrades and enhancements). Federal entities 
should allocate the capitalizable and non-capitalizable cost of the package among individual elements 
based on a reasonable estimate of their relative fair values. Costs that are not susceptible to allocation 
between maintenance and relatively minor enhancements should be expensed.” 
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As it relates to Integrated Software, “The aggregate cost of the hardware and software should be used to 
determine whether to capitalize or expense the costs” according to SFFAS No. 10 paragraph 22. 
 
Cost associated with Internal Use Software that are Expensed:  
 
Cost associated with the Preliminary Design phase, which includes: 
 

• Conceptual formulation of alternatives* 
• Evaluation and testing of alternatives  
• Determination of existence of needed technology  
• Final selection of alternatives 

 
* See SFFAS #10, paragraph 11 
 
Cost Associated with the Post-Implementation Phase / Operational Phase, which includes: 
 

• Data conversion - All data conversion costs incurred for internally developed, contractor-
developed, or COTS software should be expensed as incurred, including the cost to develop or 
obtain software that allows for access or conversion of existing data to the new software. Such 
cost may include the purging or cleansing of existing data, reconciliation or balancing of data, 
and the creation of new/additional data. 

• Application maintenance 
 
Enhancements of existing internal use software when it is unlikely that they will result in significant 
additional capabilities or functionalities. Cost incurred solely to repair a design flaw or to perform minor 
upgrades that may extend the useful life of the software without adding capabilities should be expensed. 

 
General Ledger Entries for P&E  
 
Additions: 
 DR 4801 Undelivered Orders – Obligations, Unpaid  

CR 4901 Delivered Orders – Obligations, Unpaid  
 
DR 17XX Capital Asset 
DR 18XX Capital Asset  

CR 2110 Accounts Payable  
 
DR 8802 Purchases of Property, Plant, and Equipment  

CR 8801 Offset for Purchases of Assets  
 
Depreciation:  
DR 6710 Depreciation, Amortization, and Depletion  

CR 17X9 Accumulated Depreciation – Capital Asset  
CR 18X9 Accumulated Depreciation – Capital Asset 

 
If the FEC disposes, retires, or sells an asset and incurs a loss the following journal entry would be 
required:  
 
DR 17X9 Accumulated Depreciation – Capital Asset  
DR 18X9 Accumulated Amortization – Capital Asset 
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DR 7210 Losses on Disposition of Assets – Other 
CR 17XX Capital Asset 
CR 18XX Capital Asset  

 
Capitalized assets are generally kept through the course of their estimated useful lives, however some 
may require disposal before their estimated useful life expires. If disposed of prior to full  deprecation or 
amortization a calculation to determine any gain or loss will be performed and the entry is booked.  For 
example, assume capitalized computer hardware costing $27,000 with a useful life of five years was 
purchased two years ago. The asset is traded in for a new one with a retail price of $32,000. The vendor 
gives the FEC a $14,000 credit towards the new computer. The calculation of the gain or loss and related 
entry would be as follows:   
 
Old computer: 
Cost:        $27,000 
Less: Accumulated depreciation (2 x $5,400/yr.)     10,800 
Net book value        16,200 
Less: trade in value       -14,000  
Gain (loss) on trade-in      ($2,200)    
 
New computer: 
Cost         $32,000 
Trade in credit          -14,000 
Payment due         18,000  
 
Journal entry: 
DR 1750 Capitalized Asset (new asset)   $32,000 
DR 1759 Accumulated Depreciation       10,800 
DR 7210 Loss on Equipment               2,200 

CR 1750 Fixed Assets (old asset)          27,000 
CR 2110 Accounts Payable (new asset)        18,000 

 
If fifty percent or more of a bulk purchase item has been donated, transferred to GSA or is disposed due 
to damage the Finance Division will retire the asset due to impairment. For additional details related to 
disposal processing within Pegasys, see Section 2.6.6 RECORDING CAPITALIZED ASSETS IN THE 
FIXED ASSET MODULE of the Accounting Manual.  
 
2.6.6 RECORDING CAPITALIZED ASSETS IN THE FIXED ASSET MODULE 
 
When the FEC obligates a purchase order, items that reach the capitalization threshold require a Fixed 
Asset Number Request Form to be submitted to GSA. To ensure that all applicable PO’s that meet the 
capitalization threshold are submitted, the Budget Analyst will forward POs over $25,000 to the Finance 
Division for review. The Finance Division will review the PO to determine if the purchase meets the 
requirements under SFFAS No. 6 and 10, and the FEC capitalization threshold. If the accounting line of 
PO is misclassified as capitalized or expense a notification is submitted to the Procurement and Budget 
Offices to request an adjustment to the accounting string.  
 
Once the accounting line has been determined to be accurate, the Finance Division will prepare the Fixed 
Asset Number Request form and submit it to GSA for processing. If the PO contains several accounting 
lines that are related to different assets that meet the capitalization threshold, then a separate Fixed Asset 
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Number Request form should be submitted to for each asset indicating the applicable accounting line on 
the PO.  
 
If an accounting line on a PO is established to cover several software in development projects, the total 
estimated cost of each project should be determined; and a Fixed Asset Number Request form should be 
submitted for each project. The form should  a note stating that the applicable cost for the project will 
have to be itemized on the Receiving Report from the COR or POC. Pegasys should reflect a separate 
funding string for each Fixed Asset Number reflected within the accounting system. A copy of the 
Receiving Report will be provided to GSA to ensure that the payments applicable to each project are 
updated in the Fixed Asset Module. The Finance Division will maintain a Project Tracking worksheet as a 
mitigating control to ensure that all applicable payments related to the projects are updated in the Fixed 
Asset Module.  
 
The Finance Division will prepare the Fixed Asset Number Request Form and submit it to GSA for 
processing. Once the Fixed Asset Number is established in the Fixed Asset Module, posting to the Fixed 
Asset Module is triggered when the receiving report (Pegasys Document Type RK) is processed which 
copies asset information forward from the purchase order (PO). 
 
Accumulated Depreciation is updated in the Fixed Asset Module and the General Ledger when the 
Inventory Status Report (ISR) is run and post automatically to the GL in a batch process. With the 
implementation of CGAC GSA created a Cancelled Year fund identified as 701-C to account for assets 
that belonged to cancelled/expired fund years. A separate ISR is generated for 701 and 701-C fixed assets. 
 
If an asset is disposed, retired or impaired an Asset Disposal form must be completed and submitted for 
the asset to be removed from the general ledger and subsidiary ledger.  
 
2.6.7 CUSTODY OF PROPERTY 
 
FEC Property is marked with either a tag that indicates the item is the property of FEC, or a tag that 
indicates a barcode number and that the item is the property of FEC.  The barcodes that are affixed to the 
asset are managed in the inventory management system ‘FEC Property Tracking System’ by the 
Administrative Services Division (ASD) and Office of the Chief Information Officer (OCIO).  

 
The FEC requires a property pass from any individual who is taking property out of the building.  
Property passes can be issued only by OCIO or the ASD. If property is thought to be missing or stolen, 
the OCIO or the ASD will research the circumstances.  If there is a suspicion that there was improper or 
illegal activities associated with the property, the Inspector General’s Office may be informed and an 
investigation may be requested.  
 
2.6.8 RECEIVING 
 
When an order is placed for goods, the Procurement Division distributes a copy of the PO to the ASD to 
alert them that delivery is pending.  The ASD receives procurement shipments at the loading dock. At the 
time of delivery, the vendor / driver will provide a packing slip with the delivered order.   The ASD 
performs a quality control to ensure the packing slip/delivery receipt agrees to the PO.  The supply clerk 
then distributes the goods to the requesting office and obtains a signature on the receiving log.   
 
For large furniture purchases, items are bar-coded at the point of installation. All other goods are bar-
coded when received.   The ASD will affix a barcode to the item and scan the property with a hand held 
scanner.  Subsequently, the property data in the hand held scanner is uploaded to the ‘FEC Property 
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Tracking System.’  The OCIO performs this function for computer related purchases and communication 
devices.   
 
The ASD will enter the packing slip/delivery receipt information into Comprizon Suite to record receipt 
of goods.  The ASD will maintain copies of the packing slips and delivery receipts. 
 
2.6.9 TRANSFERS 
 
Requests for property relocations are submitted to the ASD via email with a description of the 
furniture/equipment to be relocated, including barcode, (make/model and serial number for equipment), 
the purpose of the relocation, room number of where the furniture/equipment is being moved from and to.  
The ASD will forward the request to the Director for ASD review and assignment for action.  Relocated 
items are recorded by the ASD in the “FEC Property Tracking System.” Relocated property items under 
the responsibility of the OCIO are tracked within REMEDY. 
 
2.6.10 DISPOSALS 
 
Property that is excess, underutilized or no longer provide a service in the operation of the Commission 
are disposed.  Disposed property is reported to GSA in accordance with appropriate regulations.  
Depending on the type of property (e.g., furniture, computer equipment) forms SF 120, Report of Excess 
Personal Property, SF 122, Transfer Order Excess Personal Property or SF 126, Report of Personal 
Property for Sale, are used. The completed form is sent to GSA. Upon approval by the requesting office, 
the property is either turned over to GSA, transferred to another agency or disposed in accordance with 
guidance from GSA and is then removed from the FEC Property Tracking System.  The Director for 
ASD is responsible for coordinating disposal activities.  The FEC generally does not perform sales.  

2.7 DISBURSEMENTS 
 
2.7.1 INVOICES AND RECEIVING REPORTS   
  
All invoices and claims must be supported by proper receiving reports indicating the vendor, dates and 
time (if applicable), amounts and detail of the charges.   
 
2.7.2 USE OF EFT VS. CHECKS 
 
To the extent practicable, and in accordance with the Debt Collection Improvement Act of 1996, Federal 
agencies are to use electronic funds transfer (EFT) as a means of paying vendors rather than paper checks. 
EFT is safer, less expensive, more reliable and more convenient.   
 
2.7.3       PAYMENT CERTIFICATION  
 
The Finance Division is responsible for coordinating the receipt and verification of receiving reports and 
invoices. They will route the invoice and receiving reports to the Contracting Officer's Representative 
(COR), Point of Contact (POC), Contracting Officer (CO), and Certifying Official, as appropriate, to 
approve the receiving report and invoice payment in accordance with FEC Procurement Policy & 
Procedures. 
 
Once the invoice and receiving reports have been approved and certified by the FEC Certifying Officer, 
they are authorized for payment and transmitted to GSA for processing. Once GSA enters the payments 
into Pegasys disbursements for all commercial payments for goods and services are made through the 
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Department of Treasury’s Payment Application Modernization (PAM), which replaces the Secure 
Payment System (SPS) effective in FY 2014.   
 
The National Finance Center (NFC) processes all payroll payments after approval by the Finance 
Division.  NFC serves as the Certifying Officer concerning payroll for Treasury to disburse the funds. 
 
2.7.4 PAYMENT APPLICATION MODERNIAZATION (PAM) STANDARD PAYMENT 
REQUEST (SPR) 
 
Effective October 1, 2014, all federal agencies using Treasury disbursing services are required to 
submit payment data in a newly developed standard input format within the Payment Application 
Modernization (PAM), which will replace the Secure Payment System (SPS).  The new PAM 
standard format requires the agency provide Treasury Account Symbol/Business Event Type 
Code (TAS/BETC) information with their payment files, to satisfy new Governmentwide 
Accounting (GWA) reporting requirements through the PAM Standard Payment Request (SPR) 
format. 
 
As the financial service provider, GSA is responsible for performing the payment function on behalf of 
the FEC.  After vendor payments are certified by FEC’s Certifying Officer, GSA inputs the payments in 
the Payment Selection Summary Report. The GSA Payment Certifying Officer will certify that the 
payments processed through Treasury’s Payment Application Modernization (PAM) are valid and 
correct.   Payments are made by electronic funds transfer. Treasury utilizes the Payment Application 
Modernization (PAM) for making disbursements.   
 
In accordance with the Prompt Pay Act, Pegasys schedules all payments so the vendor receives payments 
for goods or services within 15 days for payments to Small Business for Goods and Series (effective 
February 2012 under OMB Memorandum M-11-32) or 30 days of receipt of the invoice or services, 
whichever is later for businesses not covered under OMB Memorandum M-11-32.  The provision under 
M-11-32 allows payment for Small Businesses within 15 days through July 11, 2014 under OMB 
Memorandum M-13-15. 
 
2.7.5 INTRA-GOVERNMENTAL PAYMENT AND COLLECTION SYSTEM (IPAC) 
 
The FEC conducts business with other agencies with Interagency Agreements. The Intra-Governmental 
Payment and Collection (IPAC) System is used to transfer funds from one Federal agency to another.  
 
The IPAC system is designed to process six transaction types, which include payment, collection, zero-
dollar, and adjustment, incomplete and SGL Information. The zero-dollar transaction is to add additional 
information to a new or existing transaction. The adjustment feature is used to reallocate an existing 
transaction not to exceed the original dollar amount of the transaction. The original transaction date must 
be within 90 days or less of the adjustment. If a transaction is initiated but not completed it is categorized 
as incomplete. Transactions that are in an incomplete status that are not completed within 7 days are 
automatically deleted within the IPAC system. 

 
The FEC generally issues payment via IPAC when the charging agency (biller) processes the charge or 
credit to the paying agency (FEC) and claims the funds before the approvals are obtained. Thus, the 
paying agency must research the charges, obtain the internal approvals and record or dispute the payments 
after the fact. If an erroneous charge is processed, the incorrectly charged agency may reverse the charge. 
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Once the Finance Division is notified of an IPAC transaction by GSA, the FA will perform research to 
identify the requestor. When the requestor is identified, the FA will submit a receiving report to the 
COTR/POC of the requesting office for review and approval. Once the receiving report is approved, the 
IPAC is recorded in the tracking spreadsheet.  
 
2.7.6 PREPAID ASSETS  
 
According to the USSGL Prepayments are, “Payments made in contemplation of the future performance 
of services, receipt of goods, incurrence of expenditures, or receipt of other assets. Advances are 
expenditures that are often not recurrent in nature. Prepayments are expenditures that are generally 
recurrent in nature. Prepayments are made to cover certain periodic expenses before those expenses are 
incurred.” Generally, the FEC does not advocate prepayments; however, in certain instances a 
prepayment may be needed.  FEC makes prepayments in compliance with Appropriations Law and 
Federal Acquisitions Regulations. As such, the Finance Division communicates with the Procurement 
Office to determine if the FEC will have any orders that are expected to be prepaid. During the Accounts 
Payable Review, an analysis is performed to identify any potential prepaid assets. 
 
 If deemed appropriate the following journal entry will be made for prepayments.   
 
DR      4801 Undelivered Orders – Obligations, Unpaid 

CR  4802 Undelivered Orders – Obligations, Prepaid/Advanced 
 
DR      1410 Advances and Prepayments 

CR 1010 Fund Balance with Treasury 
 
2.7.7 GOVERNMENT CREDIT CARDS  
 
There are two types of Federal credit cards – the “Government Small Purchase Card” and the 
“Government Travel Card”.  The Purchase Card facilitates payments to vendors. Purchase Cards are 
restricted to payments for goods and services approved by the OCFO’s Procurement Office. Government 
Travel Cards are available only for official travel costs and are issued to employees. The FEC 
Procurement Procedures (ProcPro’s) contain the procedures and applicable authorization levels for Credit 
Card Purchases, Credit Card Reconciliation and the Purchase Card Program. 
 
2.7.8 TRAINING 
 
Effective February FY 2013 the OCFO revised the workflow process for training request. Each division 
prepares a Training Request (SF-182), as needed, to request funds for employee training. The form is 
completed by the employee and approved by the employee’s supervisor. Once the form is approved by 
the supervisor, it is submitted to the Budget Division for approval. All training request that are equal to or 
less than $3,000 are processed by the Financial Analyst in the Finance Division. Training request that are 
greater than $3,000 are processed by the Procurement Division. Once the order is established, it is 
forwarded to the Finance Division to be transmitted to GSA for processing within Pegasys. Most of the 
training orders are processed on the purchase card. On occasion, the employee pays the vendor directly 
for the training and then FEC reimburses the employee. Additional details of this process are documented 
in the Training Request Desktop Procedure.  
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2.7.9 SMART BENEFITS PROGRAM (METROFARE MEDIA) 
 

Under federal guidelines, agencies may subsidize the use of mass transportation by employees to and 
from work on a tax-free basis up to an established monthly limit set by the IRS, typically referred to as a 
“transit subsidy”. The ‘Smart Benefits’ program, also referred to as Metro fare Media, is managed by the 
Washington Metropolitan Area Transit Authority (WMATA) and its partners. 
 
 The FEC Office of Human Resources (OHR) administers the ‘Smart Benefits’ program. OHR determines 
employee eligibility, assists employees with calculations and maintains a list of eligible employees, and 
maintains the FEC Transit Subsidy Eligible’s List.   
 
OHR determines and orders the applicable level of ‘SmartBenefits’ for employees who use the 
‘SmarTrip’ cards and orders new ‘SmarTrip’ cards for employees entering the program. Those eligible for 
the ‘SmarTrip’ benefit receive one ‘SmarTrip’ card and the benefit (available funds) is loaded on each 
individual’s card monthly. 
  
WMATA bills the FEC monthly. OHR is responsible for reconciling and approving the Smart Benefits 
bill for ‘SmarTrip’ transactions, as well as adding or deleting new employees in the Metro system. OHR 
reconciles the WMATA Customer Order Packing Slip to the Order Detail Report for all ‘SmarTrip’ cards 
issued. The Finance Division certifies the invoice for payment and forwards to GSA for processing. The 
cost of the replenishment is charged to Object Class 12 Sub-Object Class B60.  
 
2.7.10 TRAVEL  
 
Some FEC employees need to travel on official business on behalf of the agency. A Travel Authorization 
is usually prepared for all travel over 12 hours in duration. Approval of the travel by the appropriate 
supervisor or another authorized employee is required. All claims are subject to audit and subject to 
Federal Travel Regulations prescribed by GSA. OGC authorizes invitational travel for witnesses in their 
legal proceedings. 
 
FEC TRAVEL 
 
Travel is authorized through a Travel Authorization (TA) form that is completed by the employee and 
approved by the appropriate supervisor. The TA form is forwarded to the Budget Division for approval 
and then routed to the Finance Division for review prior to submission to GSA for processing. The 
Finance Division will provide the TA number to the employee. When the employee receives the TA 
number, he/she is authorized to coordinate with the FEC designated Travel Agent who will prepare the 
travel arrangements (i.e. government-issued airline ticket). The Travel Agent can make flight, hotel and 
rental car reservations, if requested. The Travel Agent will bill the FEC's Travel Centrally Billed Account 
(CBA) for airfare.  
 
Once the employee has returned from their travel, they will prepare a Travel Voucher (TV) form for 
reimbursement of authorized expenses. The TV is approved by the appropriate supervisor and forwarded 
to the Finance Division to compare the supporting documentation to the applicable government rates. 
Once approved by the Finance Division, the TV is routed to the Finance Division Certifying Officer for 
approval and transmitted to GSA for payment processing.  
 
The Finance Division will receive the CBA statement monthly. The Finance Division will verify the fare 
and compare it to the TV form. Once the rates are verified, the CBA statement is submitted to the Finance 
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Division Certifying Officer for approval. Once the CBA statement has been approved, the Finance 
Division will submit the approved statements to GSA for payment processing. 
 
Travel Advances 
 
The FEC allows employees to utilize Travel Advances on a case-by-case basis. Employees who travel 
less than five times a year are not required to obtain a travel card. However, the agency does not require 
an employee to pay travel expenses using personal funds unless the employee has elected not to use 
alternative resources provided by the Government, such as the individually billed travel charge card. 
While infrequent travelers are not required to obtain a travel card, the FEC encourages them to obtain a 
card when they cannot use personal funds rather than receiving the cash advance. 
 
LOCAL TRAVEL CLAIM  
 
Local Travel Claims are completed by employees and approved by the appropriate supervisor. These 
claims are routed to the Budget Division for approval and submitted to the Finance Division for approval 
and submission to GSA for payment processing.  
 
2.7.11 PAYROLL DISBURSEMENTS 
 
The Department of Agriculture’s National Finance Center (NFC) Payroll/Personnel System is used to 
process personnel, payroll, and payroll-related financial reporting for Federal employees. NFC provides 
centralized, automated, integrated systems and support services for payroll, personnel, administrative 
payments, and accounts receivable (employee debts) for their clients.  
 
FEC actively contributions to the following employee benefit programs administered by Federal agencies: 
retirement, life insurance, health insurance, the Thrift Savings Plan, Voluntary Separation Incentive 
Payment (VSIP), Federal Employment Compensation Act (FECA), unemployment for federal employees, 
Social Security and Medicare, and Flexible Spending Accounts.  
 
The NFC Payroll/Personnel System is an integrated system, linking personnel actions and payroll 
processing activities. Its various subsystems are menu driven, provide on-line entry and query functions, 
performs edits to ensure that data entry meets established specifications, and provide reports. These 
payments include withheld taxes, insurance premium, employer contributions for other benefits and other 
employee payments.  
 
NFC processing manuals and the US Office of Personal Management (OPM) guides are used to process 
payroll and benefit actions. Supporting documentation for employee personnel records are maintained by 
the Office of Human Resources. 
 
The FEC utilizes the WebTA application by Kronos, Inc for Time and Attendance (T&A) actions. The 
T&A information input in to WebTA interfaces with NFC for payroll processing.  
 
To use the WebTA system, a timekeeper enters a default time schedule based upon the employees pay 
status and work schedule. For example, a full time employee’s default time schedule would consist of 80 
hours per pay period. Time worked is validated and affirmed by the employee and certified by the 
supervisor each pay period. When reporting is complete the data is transmitted automatically by the 
WebTA system to NFC via batch processing on Mondays, Tuesdays and Thursdays however, if 
necessary, transmission can also be processed manually. 
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There are generally two payroll runs each pay period.  The first run is to post new payroll transactions, 
while the second run is for adjusting necessary payroll transactions and some routine payroll transactions 
that were in suspense beyond the cutoff of the first run. 
 
Once the payroll has been processed by NFC the ‘Central Accounting Database Inquiry’ (CADI) and the 
‘Bi-Weekly Examination Analysis and Reporting’ (BEAR) files are available to the FEC. The BEAR file 
is received by the Systems Programmer in the OCIO. The Systems Programmer will inform the Director 
of Finance when the file has been transmitted. The Finance Division is responsible for loading the CADI 
and Bear file into Crystal Bridge Reporting Center and simultaneously generating the Alert, Budget, 
Imputed Costs, Pay Period Detail, Retirement Gross Pay and Summary for OPM reports. The Finance 
Division will continue to run the Legacy System Process, which includes running the PR21 and PR38 
reports, however this process is expected to discontinue in FY 2013. 
 
Payroll disbursement transactions are transmitted to GSA and posted into Pegasys through a direct 
interface utilizing the NF document type and is posted to GSA utilizing GSA’s flexible posting logic, 
which is driven by SOC code for payroll transactions.    
 
NFC is located in New Orleans, LA and can be contacted at P.O. Box 60000, New Orleans, LA 70160 or 
by telephone (504)-255-5230.  
 
RETURNED EFTs 
 
Returned EFTs are initially returned to GSA and are routed to the FEC Finance Division for research and 
resolution. The Finance Division will follow up with the requesting office for updated banking 
information for the recipient. Once the updated information is received, the EFT disbursement will be 
reissued.  
 
2.8  LIABILITIES 
 
Liabilities represent amounts that are likely to be paid by the FEC as the result of transactions or events 
that have already occurred; however, no liabilities are paid by the FEC without an appropriation. 
Intragovernmental liabilities arise from transactions with other Federal entities. Liabilities classified as 
not covered by budgetary resources are liabilities for which appropriations have not been enacted (e.g., 
annual leave benefits and actuarial liability under the Federal Employees Compensation Act), and 
liabilities resulting from the agency’s custodial activities. 
 
The FEC has an intragovernmental liability to the U.S. Treasury for fines and miscellaneous receipts due 
from the public but have not transferred. These funds may not be used to fund FEC operations. For 
additional details on the FEC custodial and miscellaneous receipt fund, see section 2.4 Fund Balance with 
Treasury and 2.5. Accounts Receivable of the Accounting Manual. 
 
Liabilities include accounts payable for payroll and benefits in addition to goods and services; accrued 
expenses, accrued leave, deferred revenues, contingent liabilities, and unfunded liabilities.  
 
NON-PAYROLL LIABILITIES 
 
2.8.1 ACCOUNTS PAYABLE 
 
Accounts Payable (AP) liabilities reflect amounts due to others for goods and services received, but not 
paid. The accounts payable amount on the Balance Sheet consists of three components: 
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• Receipt documents that generate within Pegasys when a GSA accountant inputs FEC invoice and 

receiving report payment transmittal data within Pegasys. 
• A journal voucher for actual invoices pending payment processing, and 
• An accounts payable accrual estimate for goods and services received but not recorded on 

receiving reports and invoices.  
 
ACCOUNTS PAYABLE (AUTOMATED) 
 
The normal payment receipt and disbursement process creates accounts payable accrual transactions 
automatically within the Pegasys system when invoices and payment vouchers are processed but not paid. 
The Requesting Office and Procurement Division initiate and process purchase orders (POs) and contracts 
to procure goods and services for the needs of the agency. Vendors submit invoices or payment vouchers 
to FEC for the goods or services provided. As the agency receives invoices or payment vouchers, the 
Finance Division logs the receipt date, invoice number, and amount and routes the invoice or payment 
voucher to the Contracting Officer Representative (COR). If the COR accepts the goods or services 
provided by approving the receiving report, the invoice or payment voucher and approved receiving 
report are routed to the Certifying Officer and, if applicable, the Contracting Officer, for payment 
approval. Once approved, the payments Financial Analyst will prepare a payment transmittal for GSA 
submission listing the accounting string and amount approved for payment.  GSA’s posts the payment 
within Pegasys creating a payment disbursement schedule. When a payment disbursement schedule posts 
within Pegasys, it creates a system generated a receipt document within Pegasys, with a document type 
such as RK, or XK that initiates the flexible posting logic and  following journal entry posts:  
 
Budgetary Entry 

 
DR 4610 Allotments – Realized Resources   

CR 4901 Delivered Orders – Obligations, Unpaid  
 
Proprietary Entry 
 
DR 3107 Unexpended Appropriations - Used     

CR 5700 Expended Appropriations   
 
DR 6100 Expenses      

CR 2110 Accounts Payable   
 

ACCOUNTS PAYABLE (Accrual Estimate)  
 
For non-Federal vendors for transactions related to non-capitalized assets, a new AP accrual methodology 
is implemented. For details, please see the documents  “New_FEC_AP_Accrual_Methodology” by 
Cotton and Company and “FY15_Financial_Statement_Preparation_Guidance-May” by OCFO.  
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2.8.2 CONTINGENCIES 
 
Liabilities may arise because of legal claims against the FEC. A contingency is an existing condition, 
situation, or set of circumstances involving uncertainty as to possible gain or loss. The uncertainty will 
ultimately be resolved when one or more future events occur or fail to occur. SFFAS No. 5 as amended 
by SFFAS No. 12, contains the criteria for recognition and disclosure of contingent liabilities. A 
contingency is disclosed where any of the conditions for liability recognition are not met and the chance 
of the future confirming event or events occurring is more than remote but less than probable. 
 
According to SFFAS No. 5, paragraph 36 “When a loss contingency (i.e., contingent liability) exists, the 
likelihood that the future event or events will confirm the loss or the incurrence of a liability can range 
from probable to remote. The probability classifications are as follows: 
 

• Probable: The future confirming event or events are more likely than not to occur, with the 
exception of pending or threatened litigation and unasserted claims. For pending or threatened 
litigation and unasserted claims, the future confirming event or events are likely to occur. 

• Reasonably possible: The chance of the future confirming event or events occurring is more than 
remote but less than probable. 

• Remote: The chance of the future event or events occurring is slight.” 
 
At year end, the Finance Division coordinates with the Office of General Counsel (OGC) to determine 
any amounts which may be payable by FEC to outside parties. The estimated amount must be 
documented in writing by OGC.  The amounts are accrued and charged to current operations.  
 
If a measurable contingent liability exists, the following journal entry is made: 
 
DR 6800  Future Funded Expenses 
DR 7290  Other Losses 

 CR 2920 Contingent Liabilities 
 
This entry is reversed if realization indicates no contingent liability. 
 
2.8.3 CUSTODIAL LIABILITY 
 
The custodial liability is the amount of custodial revenue yet to be transferred to another entity according 
to FASAB SFFAS No. 7, paragraphs 45 and 49. FEC uses the accrual basis of accounting for the 
collections of fines, penalties and miscellaneous receipts. The FEC’s ability to collect fines and penalties 
is based on the responsible parties’ willingness and ability to pay.  
 
At fiscal year-end the FEC will remit all FBWT received for the custodial and miscellaneous receipts in 
Funds 702 and 703 by processing the following journal entry: 
 
DR 2980 Custodial Liability 
 CR 1010 Fund Balance with Treasury 
 
2.8.4 DEFERRED RENT OTHER LIABILITEIS NOT REQUIRING BUDGETARY 
RESOUCRES  
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The lease liability for FYXX for the FEC’s leased office building is recorded as an “Other Liability 
without Related Budgetary Obligations” for rent credit in first year of lease as follows:  
 
DR 6800.02 Future Funded Expenses  

CR 2990.01 Other Liabilities without Related Budgetary Obligations  
 
To Establish Other Liability without Related Budgetary Obligations for rent credit in first year of lease.  
 
The Director of Finance sends a request with an amortization schedule attached and GSA records the 
following entry to amortize deferred quarterly rent:  
 
DR 2990.01 Other Liabilities without Related Budgetary Obligations  

CR 6800.02 Future Funded Expenses  
 
To amortize deferred quarterly rent. 
 
2.8.5 UNDEPOSITED COLLECTIONS  
 
The FEC records an entry to recognize checks received in the current fiscal year, but not deposited until 
next fiscal year. This entry is entered in period 12 of current fiscal year, copied forward to period 00 of 
the next fiscal year, and reversed in period 01 of the next fiscal year since the transactions will be 
recorded at the document level in period 01 of the next fiscal year.  
 
The entry will be recorded as follows:  
 
DR 1110 Undeposited Collections  

CR 2400 Liability for Nonfiduciary Deposit Funds, Clearing Accounts, and Undeposited 
Collections 

 
 
 
PAYROLL LIABILITIES 
 
2.8.6 PAYROLL ACCRUAL 
 
The National Finance Center (NFC) currently performs payroll processing (disbursements) on behalf of 
FEC. Payroll is processed on a bi-weekly basis throughout the fiscal year according to the NFC payroll 
schedule which consists of 26 to 27 pay periods. The total payroll expense for the month is posted based 
on the actual payroll disbursement and the payroll accrual. The Finance Division triggers the payroll 
accrual process upon the creation of the Payroll Summary Excel for payroll processing in Pegasys, 
generally after the second payroll disbursement of the month is run. 
 
The payroll accrual is the total amount actual payroll disbursement for the month of a normal payroll 
cycle, multiplied by the percentage of unpaid workdays remaining in the month. The percentage of unpaid 
workdays is determined by dividing the total number of unpaid workdays in a month by the number of 
days in a normal payroll cycle (10 days).  
 
For example, if the payroll  for Pay Period (PP) 20 were disbursed on Tuesday, October 19th in PP21, the 
remaining working days in the month would consist of 15 days (excluding weekends) which would be 
considered unpaid until the next payroll disbursement. To calculate the percentage of unpaid working 
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days, the total unpaid payroll days is divided by the total amount of days in a normal pay cycle (15unpaid 
days/10 day pay cycle =1.5 or 150%).   
 
If the payroll at the end of Pay Period (PP) 20 is $1,671,023.36 and there are 15 unpaid workdays 
remaining in the month the payroll accrual is calculated as follows: 
 
PP 20 Payroll Disbursement (Actual)   $  1,671,023.36  
15 Day Accrual 150.00% 
Accrual Based on PP 20  $  2,506,535.04  

 
To calculate the accrual, the Finance Division submits an e-mail with the number of days to GSA to 
request them to process the accrual. GSA calculates the accrual percentage and applies it to each line of 
the payroll file submitted by the Finance Division. Once the accrual is calculated, it is input into Pegasys 
to create an OM Document Type. 
 
Once the OM document type is created, GSA submits a confirmation e-mail to the Finance Division 
indicating the accrual for that particular period has been processed and provides the applicable OM 
document number. The Finance Division will review the payroll accrual OM document in Pegasys and 
the Director of Finance reviews the accrual amount to ensure the total dollar amount is accurate.  
 
The journal entries to record the payroll accrual are as follows: 
 
DR 6100 Operating Expenses  
DR 6400 Benefits Expense  
 CR 2210 Accrued Funded Payroll and Leave  
 CR 2213 Employer Contribution and Payroll Taxes Payable  
 
DR 3107 Unexpended Appropriations – Used 
 CR 5700 Expended Appropriations  
 
DR 4610 Allotments – Realized Resources  
 CR 4901 Delivered Order – Unpaid  
 
In the following month, the above postings are reversed in the month that the payroll is paid to avoid 
duplicate recording of payroll expense.  
 
2.8.7 AGENCY SHARE OF BENEFITS 
 
The agency share of benefits includes Accrued Funded Payroll and Leave (GLAC 2210), Employer 
Contributions and Payroll Taxes payable (GLAC 2213), Operating Expenses and Program Costs (GLAC 
6100) and Benefits Expense (GLAC 6400). The USSGL details what agency costs and benefits are 
included in these accounts as follows: 
 

• Accrued Funded Payroll and Leave (GLAC 2210) the estimated liability for salaries, wages, and 
funded annual leave and sick leave that have been earned but are unpaid. 

• Employer Contributions and Payroll Taxes Payable (GLAC 2213) are the employer portion of 
payroll taxes and benefit contributions, such as retirement, including the agency's contribution to 
the Thrift Savings Plan (N attribute), and health and life insurance for covered employees. 
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• Operating Expenses and Program Costs (GLAC 6100) includes employee benefits expense not 
specifically defined in GLAC 6400, Benefits Expense. 

 
• Benefits Expense (GLAC 6400) records the employer's portion of the contributions to the 

following employee benefit programs administered by Federal agencies: retirement, life 
insurance, health insurance, Voluntary Separation Incentive Payment (VSIP), […] Social Security 
(old age, survivors insurance, and disability insurance) and Medicare (Hospital Insurance, Part 
A).  

 
The amounts reflected in GL AC 2210, 2213, 6100 and 6400 are automatically routed to the appropriate 
account based upon the applicable Object Class and Sub-Object Class  to ensure that they are properly 
classified.  
 
2.8.8 ANNUAL LEAVE LIABILITY (UNFUNDED LEAVE) 
 
Each FEC employee may carry forward a maximum of 240 hours of annual leave, with the exception of 
Senior Level employees who may carry forward a maximum of 720 hours.  Annual leave is accrued as it 
is earned and adjusted at the end of each quarter based on annual leave earned and taken. Each quarter, 
the balance in the accrued annual leave account is adjusted to reflect current pay rates. Annual leave in 
excess of the maximum permitted carryover is forfeited at the end of the leave year.  However, forfeiture 
of leave in excess of 240 hours (720 hours for Senior Level employees) may be restored depending on the 
basis for the leave forfeiture.   Forfeited leave may be restored with the approval of the Staff Director and 
in accordance with 5 CFR 6304(d). The balance in the accrued annual leave account is adjusted at the end 
of the quarter to reflect current pay rates and the change in accumulated annual leave balances. 
 
NFC calculates accrued leave liability for the FEC at the end of each quarter.  The Financial Analyst runs 
the Annual Leave Balance report and Value of Annual Leave report, which contains the NFC details 
through the CrystalBridge reporting center.  These Annual Leave Reports lists the names of individual 
employees, their base salary, and annual leave balance based on pay plans.  The NFC report is broken 
down by pay plan, salary, and value of annual leave. Each pay plan has the total of all annual leave 
amounts. These amounts are based on the employee’s salary times the number of annual leave accrued.  
 
The Financial Analyst compares the total on the Annual Leave Balance report and Value of Annual Leave 
report to the amount reflected in GL Account 2220 – Unfunded Annual Leave as of the quarter end to 
determine the amount for the upward or downward adjustment. The Financial Analyst will submit the 
journal entry and support to the Director of Finance for review, approval and submission to   GSA for 
processing.  
 
The journal entry for accrued annual (unfunded) leave is as follows:  
 
To increase unfunded leave: 
 
DR 6800 Future Funded Expenses  

CR 2220 Unfunded Leave  
 
To decrease unfunded leave: 
 
DR 2220 Unfunded Leave 

CR 6800 Future Funded Expenses 
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2.8.9 IMPUTED FINANCING 
 
The excess of the recognized pension expense and post retirement health benefits and life insurance over 
the amount contributed by the FEC and employees represents the amount being financed directly by 
OPM.  Agencies must recognize an “imputed” cost equal to the difference between the true cost of 
providing future benefits to their employees and the employee and employer contributions they remit to 
OPM. 
 
Costs are imputed for the following programs: the Civil Service Retirement Systems (CSRS), the Federal 
Employees Retirement System (FERS), the Federal Employees Health Benefits Program (FEHB), and the 
Federal Employees Life Insurance Program (FEGLI). On a biweekly basis, NFC transmits regular 
employee contributions for FEC to OPM through the Federal Reserve Bank. The Finance Division is 
responsible for calculating imputed costs and related revenue and ensuring the amounts are properly 
reported in the quarterly financial statements.  
 
These costs are measured using actuarial cost methods and assumptions, which are provided by the OPM, 
through the ‘Benefits Administration Letter’ and the ‘Cost Factors for the CSRS and FERS.’ The OPM 
instructions can be found at: http://www.opm.gov/retire/pubs/bals/2003/03-302.pdf and the cost factors 
can be found at http://www.opm.gov/retire/pubs/bals/index.asp  
 
Each quarter the Finance Division receives detailed spreadsheets from FEC’s OCIO listing all agency and 
employee contributions and withholdings for CSRS, FERS and Health and Life programs. The Director 
of Finance loads the information into an Excel spreadsheet developed by OPM to assist with the 
calculations. Using the OPM newsletters the factors in the spreadsheet must be checked and adjusted if 
necessary to ensure the calculations are correct. The Financial Analyst will search the Treasury Judgment 
Fund Database to identify applicable Judgment Fund payments issued during the fiscal year, which are 
also recorded on the Imputed Costs spreadsheet. The Treasury Database can be found at: 
https://jfund.fms.treas.gov/jfradSearchWeb/SearchJFAction.do. 
 
The journal entry to record these costs is as follows:  
 
DR 6730 Imputed Costs 

CR 5780 Imputed Financing Sources 
 

The Financial Analyst will submit the journal entry and support to the Director of Finance for review, 
approval and submission to GSA for processing.  
 
2.8.10 WORKERS’ COMPENSATION 
 
Under the Federal Employees’ Compensation Benefit Act (FECA), the Department of Labor (DOL) 
administers the FECA Special Benefits Fund.  The fund pays in advance, on behalf of Federal agencies, 
for income lost and medical costs incurred for Federal civilian employees due to an on the job injury, 
work-related occupational disease, as well as payment to beneficiaries of employees whose death is 
attributable to a job-related injury or occupational disease.  
 
DOL submits a quarterly billing (cumulative benefits incurred during the FY) or chargeback for benefits 
paid for FEC employees during the period of July 1 through June 30 in accordance with 5 U.S.C. 8147.  
This period differs from the FEC’s budget fiscal year from October 1 to September 30.  Funding for 
workers’ compensation expense is appropriated to the FEC two years after the period in which the 
expense was incurred. The U.S. DOL/OWCP charges are due and payable when the IPAC is processed. 
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The actuarial estimate for the FECA unfunded liability is determined by the Department of Labor using a 
method that utilizes historical benefit payment patterns related to a specific incurred period to predict the 
ultimate payments related to that period. 
 
Actuarial FECA 
 
Federal guidelines require agencies to estimate the unfunded amounts that will be paid in future years. 
The FEC utilizes the DOL ‘Estimation of FECA Actuarial Liability for Non-CFO Act Entities’ worksheet 
to assist in the computation of the actuarial FECA liability. The worksheet template applies liability to 
benefits paid ratios (LBP) to the average of the totals for the most recent DOL FEC Summary Chargeback 
statements for the last three fiscal years. To perform the computation, the FEC must obtain and maintain 
the ‘Liability for Current Federal Employees' Compensation Act Benefits’ chargeback statements for each 
quarter from DOL for a revolving three year period. The worksheet and ‘Liability for Current Federal 
Employees' Compensation Act Benefits’ chargeback statements can be found on the DOL website 
(http://www.dol.gov/ocfo/publications.html).  
 
Historically, the FEC has had a low experience rate, therefore the middle group of the liability calculated 
based on the LBP is applied to the average, to be conservative. The resulting figure is compared to the GL 
balance in GL account 2650 - Actuarial FECA Liability and an entry is prepared by the Financial Analyst 
and posted to the general ledger. The liability may increase or decrease depending on whether the average 
increased or decreased in the current year. The journal entry is as follows:  
 
To increase the Actuarial FECA Liability: 
 
DR 7600 Changes in Actuarial Liability  

CR 2650 Actuarial FECA Liability  
 
 
 
To decrease the Actuarial FECA Liability: 
 
DR 2650 Actuarial FECA Liability 

CR 7600 Changes in Actuarial Liability  
 

The funding for the liability will be made from a future appropriation. 
 
The Financial Analyst prepares the Actuarial Imputed Cost calculation and submits the journal entry and 
support to the Director of Finance for review, approval and submission to GSA for processing. If the 
amount is considered immaterial, the FEC may pass on the adjustment.  
 
Unfunded FECA 
 
According to the USSGL Unfunded FECA is: 
 
The amount of Federal Employees’ Compensation Act (FECA) liability billed to agencies by the 
Department of Labor for FECA payments made on the agencies' behalves. This liability will be funded by 
future years' budgetary resources. This is not an actuarial liability. 
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Annually, usually in June or July, the DOL bills FEC for payments made on the agency’s behalf for work 
related injuries. These FECA bills are paid through the IPAC process. The FEC reviews the statement and 
records an accrual for the period 6/30 - 9/30 if necessary. 
 
The calculation of the Unfunded FECA expense involves two computations that serve as check figures to 
ensure that the calculation is accurate. The first is the calculation of the unfunded FECA Expense and the 
second is the calculation of the Accrued FECA Liability. These figures should result in the same amount. 
The following example can be used to calculate the unfunded FEC expense: 
For example if, the FEC received and maintain the following FECA bills: 
 
June 30, 2008 – June 30, 2009  $8,580.80 
June 30, 2007 – June 30, 2008  $5,991.53 
June 30, 2006 – June 30, 2007  $7,761.61 
 
The FEC has the following liability statements as of September 30: 
 
Liability for Current Federal Employees' Compensation Act Benefits as of September 30, 2009    $2,000.00 
Liability for Current Federal Employees' Compensation Act Benefits as of September 30, 2008    $1,500.00 
 
Unfunded FEC Expense for FY 2009: 
 
Chargeback bill for the period ending 6/30/09  $  8,580.80 
Liability for the quarter ending 9/30/08   $(1,500.00) 
Liability for the quarter ending 9/30/09         $  2,000.00   
FY 2009 Total FECA Expense    $  9,080.80 
 
2007-2006 FECA bill paid in 2009                 $(7,761.61) 
FY 2009 Unfunded FECA Expense   $ 1,319.19 
 
Accrued FEC Liability for FY 2009: 
 
Chargeback bill year ended 6/30/08   $   5,991.53 
Chargeback bill year ended 6/30/09   $   8,580.80 
Liability for the quarter ending 9/30/09   $   2,000.00   
FY 2009 Accrued FECA Liability   $ 16,572.33 
 
FY 2008 Accrued FECA Liability____   $ (15,253.14) 
FY 2009 Unfunded FECA Expense   $    1,319.19 
 
Note: This is an example not based upon actual figures represented for FY 2008 and 2009. 
 
The journal entry to record unfunded FECA is: 
 
DR 6850 Employer Contributions to Employee Benefit Programs Not Requiring Current-Year Budget 

Authority (Unobligated) 
 CR 2225 Unfunded FECA Liability 
 
Unfunded FECA liability should be reversed when the funding is received. 
 

FOIA 2017-023_065



FEDERAL ELECTION COMMISSION  OFFICE OF THE CFO 
FINANCE DIVISION  ACCOUNTING MANUAL 
 

SECTION II              EFFECTIVE 05/06/2014 
  39  

When funding is received for an unfunded liability, the following entry should be made to reverse the 
unfunded liability. 

 
 
DR 2225 Unfunded FECA Liability 
 CR 6850 Employer Contributions to Employee Benefit Programs Not Requiring Current-Year 

Budget Authority (Unobligated) 
 
When the FEC receives the FECA bill and the IPAC payment is processed the following entries should be 
made: 
 
Budgetary 
 
DR 4801 Undelivered Orders - Obligations, Unpaid 
 CR 4901 Delivered Orders - Obligations, Unpaid 
 
DR 4901 Delivered Orders - Obligations, Unpaid 
 CR 4902 Delivered Orders - Obligations, Paid 
 
Proprietary 
 
DR 6400 Benefits Expense 

 CR 2215 Other Post-Employment Benefits Due & Payable 
 
DR 3107 Unexpended Appropriations - Used 

 CR 5700 Expended Appropriations 
 
DR 2215 Other Post-Employment Benefits Due & Payable 

 CR 1010 Fund Balance with Treasury 
 
 
2.8.11 UNEMPLOYMENT COMPENSATION  
 
The Unemployment Compensation for Federal Employees (UCFE) program provides benefits for eligible 
unemployed former civilian Federal employees. The program is administered by States as agents of the 
Federal government. The federal-state unemployment compensation (UC) program was created by the 
Social Security Act of 1935. The costs of UCFE benefits are charged to the Federal agencies where the 
workers earned their base period wages.  This program provides weekly income for a limited period to 
unemployed Federal civilian workers who qualify, to help them meet basic needs while searching for 
employment.  
 
To be eligible for benefits, a person must be unemployed, or working less than full time, with earnings 
less than an amount specified by State Law. Benefits are provided to unemployed Federal civilian 
workers in the same amount, on the same terms, and subject to the same conditions as the compensation 
law of the State if their Federal service and Federal wages had been included as employment and wages 
under the State law. DOL has the responsibility for administering the UCFE program for FEC Employees.  
 
The DOL/Unemployment Insurance Service (UIS) submits a quarterly Statement of Expenditures of 
Federal Funds for Reimbursable Unemployment Compensation Benefits Paid to UCFE claimants 
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(Chargeback) that is distributed to each agency no later than the 20th of the second month following the 
end of the reported quarter. 
 
The liability at fiscal year-end may consists of a funded and unfunded portion. According to DOL, the 
FEC’s funded portion should agree with DOL’s Accounts Receivable (AR) providing budgetary resources 
and the unfunded portion should agree to DOL’s AR not providing budgetary resources. This can be 
verified in the Intragovernmental Fiduciary Confirmation System (IFCS). 
 
Recording the Unemployment Liability  
 
To determine the unfunded UI liability the FEC must obtain the U.S. Department of Labor Liability for 
Federal Employees' Unemployment Benefits as of September 30, 20XX report from the DOL website 
(http://www.dol.gov/ocfo/publications.html). The report lists the agency, billed and due, estimated 
chargeback quarter ending, allocation of accrued benefits for existing claims, and allocation of accrued 
benefits as of September 30, 20XX. 
 
If the FEC is current with all bills and payments, the funded liability for Unemployment Insurance (UI) is 
zero.  
 
Although the FEC may not have a funded liability, they may have to reflect an unfunded liability at year-
end. Effective October FY 2013 the OCFO revised the methodology to calculate the Unemployment 
Liability to improve the accuracy of the estimated liability. To determine the unfunded UI liability the 
FEC must obtain the actual Unemployment Benefit IPAC Statement from Department of Labor for the 
previous four quarters to determine the average Unemployment Liability. Generally speaking, if the 
difference between the average unemployment bill and the amount currently recorded in the trail balance 
is equal to or less than +/- $1,000 no adjustment is made to the unemployment liability currently recorded. 
Generally speaking, if the difference between the average unemployment bill and the amount currently 
recorded in the trail balance is greater than +/- $1,000 an adjustment will be made to reflect the current 
average unemployment liability. The actual IPAC amounts are compared to the DOL Liability for Federal 
Employees’ Unemployment Benefits for reasonableness. The at the beginning of the fiscal year the 
December DOL Liability for Federal Employees’ Unemployment Benefits Collections will equal the 
Chargeback (CB) Estimate. The average Unemployment Benefit liability worksheet calculation is 
illustrated below.  
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The FEC will accrue for unfunded UI if the average unemployment amount exceeds +/- $1,000 of the 
previously recorded balance. The journal entry to record the unfunded UI liability is as follows: 
 
DR 6850 Employer Contributions to Employee Benefit Programs Not Requiring Current-Year Budget 

Authority (Unobligated) 
 CR 2290 Other Unfunded Employment Related Liability 
 
Note: This entry to record unfunded unemployment for Federal employees should be reversed when the 
funding is received. 

 
When funding is received for an unfunded liability, the following entry should be made to reverse the 
unfunded liability. 

 
DR 2290 Other Unfunded Employment Related Liability 
 CR 6850 Employer Contributions to Employee Benefit Programs Not Requiring Current-Year 

Budget Authority (Unobligated) 
 
When the FEC receives the UI bill and the IPAC payment is processed the following entries should be 
made: 
 
Budgetary 
 
DR 4801 Undelivered Orders - Obligations, Unpaid 
 CR 4901 Delivered Orders - Obligations, Unpaid 
 
DR 4901 Delivered Orders - Obligations, Unpaid 
 CR 4902 Delivered Orders - Obligations, Paid 
 
 
 
 
Proprietary 
 
DR 6400 Benefits Expense 

 CR 2215 Other Post-Employment Benefits Due & Payable 
 
DR 3107 Unexpended Appropriations - Used 

 CR 5700 Expended Appropriations 
 
 
DR 2215 Other Post-Employment Benefits Due & Payable 

 CR 1010 Fund Balance with Treasury 
 
The Financial Analyst prepares the Unemployment Liability calculation and submits the journal entry and 
support to the Director of Finance for review, approval and submission to GSA for processing.  
If the amount is considered immaterial, the FEC may pass on the adjustment.  
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Cancelled Appropriations  
 
Law requires that annual budget authority be retained on the books for five years after the appropriation 
expires to use in paying unliquidated obligations and liabilities on the books at expiration. At the end of 
that five-year period (Budget Fiscal Year = 20XX), prepare and post an entry in period 14/20XX to: 
(1)Cancel all budgetary resources, both obligated and unobligated; (2) Return the fund balance to the 
Department of Treasury; and (3) Cancel any receivables and payables.  
 
Appropriations are cancelled in period 14. The related entries are as follows:  
 
DR 3106 Unexpended Appropriations – Adjustments  
DR 4650 Allotments – Expired Authority  

CR 1010 Fund Balance with Treasury  
CR 4350 Canceled Authority 

 
2.9 JOURNAL VOUCHERS 
 
Journal entries, also called journal vouchers are automated and manual. Within Pegasys, automated 
journals feed into the accounting system through the individual system modules. Manual journals are used 
for recording payroll into Pegasys and any remaining activity, primarily to record the appropriation (and 
any adjustments), to enter cash receipts (for fines), and to make adjustments. 
 
The Accountant, Financial Analysts or Financial Systems Analyst prepares journal entries. The Director 
of Finance must approve all manual entries. 

 
2.10 OTHER ACCRUALS AND JOURNALS 

 
Manual journals are prepared to record any adjustments needed because of reconciliations, coding errors, 
etc. Standard Vouchers are also used to record receipts from the public collected for fines and other 
activities such as photocopying and are reflected in Pegasys as a KQ document type. Receipts are either 
recorded as reimbursements to the appropriations (in the event that goods are defective, overpayment, or 
cancelled services), which mean the funds may be re-used by FEC or in receipt accounts, which may not 
be used by FEC. Receipt accounts are treated as separate funds in the accounting system, and fund 
numbers are prescribed by Treasury.  
 
2.11 ELECTRONIC TRANSACTION ADJUSTMENTS 
 
DOC Reorg and Cost Transfer  
 
A DOC Reorg allows GSA to modify the coding in a chain of documents beginning with the obligation or 
direct pay if applicable and all subsequent actions applied against the obligating document. Subsequent 
actions would include receipts, payments, deposits, transfers, etc. However, a DOC Reorg cannot be 
processed if the action is to modify the Fiscal Year (FY), Budget Fiscal Year (BBFY), or Fund Code 
(701,702,703) or a partial amount of the obligation or direct pay line. Adjustments to the FY, BBFY, or 
partial amount of an obligation must be processed through a cost transfer.  
 
To process a DOC Reorg, the initial transaction within the accounting chain is adjusted to ensure that all 
subsequent documents are modified. The accounting chain begins with obligating documents such as the 
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XX or XP document type, and flow to document types such as the receiving report RK / XK document 
type, and payment document types M6, X6 and P6, etc.  
 
For example, if an original Purchase Order (PO) were processed with the incorrect coding for non-
capitalized equipment the error would be corrected with a DOC Reorg. To correct the object class (OC) 
and sub-object class (SOC) the FEC will submit an e-mail to GSA referencing the PO number OC and 
SOC that needs to be changed. The request would reference the PO number XP - FE08D813, OC’s (25 to 
31) and SOC’s (K50 to M52) that require adjustment. When the DOC Reorg is processed it will modify 
the entire amount on an accounting line and all subsequent transactions that are linked to the original PO. 
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The purpose of the Accounting Manual is to (1) provide a summary of accounting related procedures for 
reference purposes; (2) Support the understanding and utilization of the accounting systems; (3) Provide 
guidance over reporting requirements; and (4) Ensure consistency over the application of accounting 
principles, laws, and regulations. Changes to the procedures after this publication date may occur based 
on updated guidance provided by OMB, Treasury, or other Federal authoritative governing body. Updates 
to this manual are made once annually, as applicable. 
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3.0 REPORTS AND RECONCILIATIONS 

 
3.1  OVERVIEW  
 
3.1.1 Summary of Significant Changes 
 
The following table summarized significant changes reflected that have occurred since the last revision of 
the FEC Accounting Manual, May 20, 2013. 
 

Section 
Number Section Title Change 

3.2.9 
 

Obligation and Commitments 
Summary Report  

This section is new. In FY2013 the Budget Office tested a trial Commitment report 
for circulation in the monthly management reports. Effective in FY 2013 the Budget 
Office decided to include the Commitments Report as a standard report and also 
included an Obligation and Commitments Summary Report.  

3.2.10 
 

Corrective Action Plan This section is new. The FEC Financial Statement Audit Corrective Action Plan is 
included regularly in the FEC management reports. 

3.3.3 
 

Fund Balance with Treasury 
Reconciliation 

Effective in FY 2014 the FEC no longer utilizes the Federal Agencies' Centralized 
Trial-Balance System (FACTS I and II) to submit accounting data. The FEC utilizes 
the Governmentwide Treasury Account Symbol Adjusted Trial Balance System 
(GTAS) which replaces the functionality of FACTS I, FACTS II to report the agency 
trial balance data. Also additional edits were made to improve readability. 

3.3.8 
 

Reconciliation of Property 
and Equipment (P&E) 
Accounts 1700 and 1800 

Added the property certification of offsite FEC assets in addition to the wall-to-wall 
inventory.  

3.3.9 
 

Purchase Card and Travel 
Card Reconciliation 

Added to reflect existing practices and compliance with OMB Circular A-123, 
Appendix B.  

3.3.10 
 

Payroll – Pegasys to Crystal 
Bridge Reconciliation  

Added to reflect existing practices 

3.3.11 
 

List of Reconciliation and 
Control Checks Performed, 
Frequency and Approvals 
Needed 

Updated to reflect the Purchase and Travel Card Reconciliation  

3.4 
 

Quarterly and Monthly 
Reports 

FACTS and IFCS are obsolete in FY 2014. .  Effective in FY 2014 the FEC no longer 
utilizes the Federal Agencies' Centralized Trial-Balance System (FACTS I and II). 
The FEC utilizes the Governmentwide Treasury Account Symbol Adjusted Trial 
Balance System (GTAS) which replaces the functionality of FACTS I, FACTS II, 
IFCS, and reporting systems to report agency trial balance data 

3.5.1 
 

External Annual Reports FACTS is obsolete in FY 2014, Effective in FY 2014 the FEC no longer utilizes the 
Federal Agencies' Centralized Trial-Balance System (FACTS I and II). The FEC 
utilizes the Governmentwide Treasury Account Symbol Adjusted Trial Balance 
System (GTAS) which replaces the functionality of FACTS I and FACTS II, to report 
agency trial balance data 

3.5.2 
 

Certifications due to External 
Agencies 

Clarified and updated in accordance with new guidance from OMB Memorandum M-
13-21 and to reflect OMB’s resending of OMB Circular A-127 and the replacement of 
FACTS with GTAS.  

3.6.2 
 

Goal Clarified and updated in accordance with new guidance clarifying the definitions and 
authorities of Annual Financial Statements in OMB Bulletin, 14-02. 

 
 
 
 
 
 
  

FOIA 2017-023_074



FEDERAL ELECTION COMMISSION  OFFICE OF THE CFO 
FINANCE DIVISION  ACCOUNTING MANUAL 
 

SECTION III 3-5                EFFECTIVE 05/06/2014 
 

 
3.1.2 Purpose 
 
This chapter addresses the procedures involved in the preparation of monthly, quarterly and annual 
reports. Preparation of these reports and reconciliations is an on-going process that involves monthly 
accruals, closings, reconciliations and analysis of balances in accounts and funds. Cut-off for internal 
reports is the last day of the calendar month.  
 
It is essential that all applicable OCFO personnel strive to achieve accuracy when preparing and recording 
financial data. Responsibility for accurate financial reporting applies to all individuals who prepare 
financial documents. That is, all parties should check the account coding, amounts, etc., thoroughly before 
approving the document and passing it on. Inaccurate information may lead to incorrect financial 
statements and transactions that must be corrected. 
 
Reconciliations of key accounts and reports are performed each month to ensure all transactions are 
processed timely and accurately. The purposes of preparing reports and reconciliations are:  
 

• informational management needs  
• legal compliance  
• effective internal control  

 
Management needs timely reports to monitor activity in various accounts and funds to make decisions on 
remaining resources. Regulatory authorities need reports to determine compliance with laws. One of the 
major precepts of effective internal control is the importance of reporting results back to users on a 
regular basis for informational reasons and as a check against errors.     
 
3.2 MONTHLY REPORTS – INTERNAL 
 
The Finance Division prepares monthly financial reports and distributes them to management and 
Commission offices for comparison and reconciliation against the budget.  This is an invaluable control to 
help ensure: a) documents are not lost or miscoded and; b) divisions can adequately plan spending for the 
remainder of the year. The monthly reports are compiled and submitted electronically to each office.  The 
following is a list of each report submitted: 
 
3.2.1 Financial Highlights 
 
This section provides financial highlights related to appropriations, budget, staffing, non-personnel costs, 
procurement as well as other noteworthy information. See Exhibit 3-1 for a sample of this report. 
 
3.2.2 Procurement Awards – Total Contract Value 
  
This report provides the total contract value during the current fiscal year on those contracts $100,000 or 
greater.  See Exhibit 3-1 for a sample of this report. 
 
3.2.3      Status of Funds (SOF) Report 
 
The Status of Funds (SOF) and Contract Activity Reports are included in the same section of the monthly 
financial reports in the “Status of Funds” section. The Budget Office monitors the status of funds, with 
monthly SOF Reports detailing all transactions by department and reviews obligations recorded in the AP 
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subsidiary system (Contract Activity Report) to comparable data in the general ledger (SOF Report).  This 
summarizes activity for the year and compares budget to actual and calculates funds remaining.    
 
The SOF Report provides detailed information related to budget, personnel obligations, non-personnel 
obligations, expenditures, un-liquidated obligations, total obligations and available for obligation 
amounts.  The report summarizes year-to-date (YTD) spending by object class and shows how much has 
been paid (“Expended YTD”) and incurred (“YTD Obligations”). YTD Obligations are compared to the 
annual budget and remaining funds (“Available to Obligate”) are calculated.  The report is divided into 
the following sections: 

 
• SOF - Budget Summary by Office and Other Sources of Funds; 
• SOF – All Departments; 
• SOF - Budget Summary by Office; 
• SOF - Budget Summary by Department – Object Class 11, 12, & 13 (Personnel & Benefits); 
• SOF – Budget Summary by Department  - Non-Personnel and  
• SOF by Organization Code (Org Code);  

 
See Exhibit 3-1 for a sample of this report.  
 
3.2.4 Contract Activity Report 
 
The Contract Activity Report (CAR) shows the status of each purchase order (PO) by department and 
Budget Object Class (BOC) code.  It provides a brief description of the goods or services ordered, 
displays PO number, vendor name, amount (obligation), amount paid (expenditure) and the remaining 
balance (un-liquidated obligation).  See Exhibit 3-1 for a sample of this report. 
 
3.2.5 Budget Changes Report 
 
The Budget Changes report is arranged by department and provides a summary of budget changes in 
personnel and non-personnel related expenses that occurred between the current and previous months.   
 
3.2.6 Summary of FTE Usage  
 
The Summary of Full-time Equivalent (FTE) Usage report reflects by department for the month being 
reported.  See Exhibit 3-1 for a sample of this report. 
 
3.2.7 FEC Vacancy / Hire Report 
 
The FEC Vacancy/Hire Report by department and provides information such as vacancies, status of 
positions to be filled and current action.  See Exhibit 3-1 for a sample of this report. 
 
3.2.8 Staffing Report 
 
The Staffing Report is a restricted report generated each pay period by the OCIO for the Budget, Finance 
and Human Resources directors. The report reflects detailed employee data by division related to the 
employee’s pay status at the FEC based on the latest payroll processed at NFC. The fields included in the 
report are consistent with the employee’s personnel file and includes the employee’s name, position and 
title, pay plan, occupational series (occ. Code), grade or level, step or rate, total salary award, basic pay, 
tenure, position occupied, FLSA category, etc.  The definitions for the codes listed within the report are 
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provided in the OPM at “The Guide to Processing Personnel Actions.” See Exhibit 3-1 for a sample of 
this report. 
 
3.2.9 Obligation and Commitments Summary Report and Commitments Report 
 
Effective in FY 2013 the Budget Office introduced two new reports for inclusion in the monthly 
Management Report circulation; the Obligations and Commitments Summary Report and Commitments 
Report. While the FEC externally tracks commitments also referred to as pending obligations, the FEC 
does not record commitments within the standard general ledger. Commitments are tracked for 
management planning purposes and consistency with the FEC Management Plan.  
 
The primary purpose the Obligations and Commitments Summary report is to reflect budget execution 
activity within the current month. The Obligation and Commitments Summary Report identifies by month 
the obligations and commitments at a summary level for each FEC Office or Division to reflect prior 
period activity.  The report reflects a running total by month of obligations incurred as of the reporting 
month-end; the details of the current month obligation activity by object class; and the aggregate of 
commitments and obligations incurred within the current month. An illustration of the Obligation and 
Commitments Summary Report is included in Exhibit 3-1. 
 
The Commitments Report also referred to as Pending Procurements, reflects the total amount of purchase 
request issued to date. The report identifies the FEC Office or Division, Date of Purchase Request 
Approval by Budget, Purchase Request Number, Vendor, Description, and Amount of Purchase Request 
Approval by Budget. An illustration of the Commitments Report is included in Exhibit 3-1. 
 
3.2.10 Corrective Action Plan 
 
The FEC includes a copy of the Corrective Action Plan  (CAP) related to the results of the prior year’s 
financial statement audit, if applicable, to ensure all interested parties are aware of the actions taken to 
resolve any deficiencies identified. The Corrective Action Plan details the Finding Number, Finding 
Description, Audit Recommendation, FEC Management Plan to address the finding, the FEC Project 
Lead, Estimated Completion Date, Management Status and Comments, and Office of Inspector General 
(OIG) Status and Comments. An illustration of the Corrective Action Plan   is included in Exhibit 3-1. 
 
3.3 RECONCILIATIONS AND CONTROL CHECKS 
 
For proper internal control it is important that accounting perform a series of internal checks to ensure 
that all transactions are: a) recorded correctly; b) timely; c) completely and; d) that reports balance. 
Transactions may not, for various reasons, be recorded completely or correctly. Reconciliations and 
control checks help ensure that this does not occur.  
 
The FEC relies on NFC for payroll processing and Treasury for receipts and disbursements, and it is 
conceivable that errors made by external agencies could seriously impact FEC’s appropriated funds. FEC 
has devised a series of reconciliations and control checks to help prevent erroneous charges and ensure 
adequate control over assets and financial transactions. In February 2006 FEC developed minimum 
standards for reconciliations. This includes standardizing the format, centralizing file locations for the 
electronic versions, prescribes support needed and due dates.  Reconciliation copies for this manual were 
updated and now include detailed instructions.  
 
A more detailed description of FEC’s internal control is covered in Section 1.3 – Internal Control.  A 
description of the reconciliations performed on a monthly basis is provided below. 
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3.3.1 NFC Reports to Status of Funds Report 
 
NFC processes FEC payroll on a bi-weekly basis for regular payroll and bi-weekly for pay adjustments 
for regular payroll. NFC reports the totals to Treasury on its own SF-224 report using a unique agency 
location code. On a bi-weekly basis the NFC file is edited, budget checked and posted to Pegasys. Payroll 
represents over 70% of total spending, it is imperative the amount be reconciled monthly. Adjustments 
are usually small may be accumulated in batches until an entry is recorded. .  
 
Regular payroll and the pay for Commissioners are entered into Pegasys thorough the GSA/NFC Interface 
in addition to adjustments such as retroactive pay, cancelled payments, deductions, allotments, taxes, 
LWOP, leave adjustments, Workers’ Compensation, special buy-back provisions and reserve duty, can be 
complex. NFC totals are compared to the Status of Funds Report on a monthly basis.  
 
In some cases, FEC will need to take no action, as the adjustments will be internal to NFC. In other cases, 
manual journals will need to be prepared to adjust FEC’s general ledger, which are processed by GSA. 
 
3.3.2 Relationship Tests 
 
To ensure quarterly and annual financial statements meet Federal specifications, the FEC performs 
relationships test, using the Financial Statement Crosswalk and Treasury Tie-Point Analysis.  
 
The financial statement “Quarter Figure Calculation” prepared by GSA serves as the FEC crosswalk 
which is consistent with the USSGL Crosswalks to Standard External Reports in accordance with Part 1, 
Section V. of the Treasury Financial Manual (TFM). Additionally, the Finance Division prepares the Tie-
Point analysis on the financial statements. The Tie-Point analysis is based on the formula prescribed by 
FMS. 
 
Any relationships that produce a difference are researched and resolved by the Director of Finance or 
delegated personnel. An example of the Relationship Test Report is included as Exhibit 3-4.  
 
3.3.3 Fund Balance with Treasury Reconciliation 
 
For the Fund Balance with Treasury, GSA’s External Services Branch performs the following services: 
  

• Monthly Treasury reconciliation. 
• Treasury Reports: Monthly - SF224; GTAS Reporting 

 
FEC utilizes GSA’s agency location codes (ALC): 

• 47-00-0016 – Is utilized for the Statement of Transactions “SF-224” 
 
For Payroll the FEC uses the NFC Abstract of Transactions SF-224. 
 
Note 1: ALC 95-35-0001 is FEC’s agency location code; however it is not utilized because of the FEC’s 
service agreement with GSA.   
 
Fund Balance with Treasury (Cash) 
FEC/GSA records its budget spending authority resulting from cash activity (e.g. receipts and 
disbursements), in Standard General Ledger Account (SGL) 1010 Fund Balance with Treasury.  When 
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applicable, all transactions are recorded simultaneously in the proprietary and budgetary accounts of the 
SGL. Account 1010 is used to record activity in FEC’s general funds.   
 
Fund Balance with Treasury (FBWT) is considered an asset to FEC, because it represents a claim to the 
Federal government’s resources.  Receiving appropriations of funds through reimbursable operations, 
miscellaneous receipts and receipts from civil penalties and administrative fines increases the entity’s 
Fund Balance with Treasury.  While the funds received through the appropriation are available to the FEC 
for their use the FBTW that results from miscellaneous, civil penalty and administrative fine receipts are 
custodial in nature and therefore restricted.  The FEC’s Fund Balance with Treasury is reduced by 
disbursements made to pay liabilities or to purchase assets, goods, and services, cancellation of expired 
appropriations, and rescission of appropriations, transfers and reimbursements to other entities. 
 
Reporting Requirements 
On behalf of the FEC each month, GSA must submit a ‘Statement of Transactions,’ Form FMS 224 to 
Treasury, thereby reporting disbursements and receipts posted for the month.  The FMS 224 is due to 
Treasury by the 3rd working day of each month.   In turn, Treasury compares the FMS 224 to Treasury’s 
records and reports back to GSA via the ‘FMS 6652: Statement of Differences’ (one for collections and 
another for disbursements).  The FMS 6652 reports differences between what GSA submitted to Treasury 
through the FMS 224 and what Treasury has recorded.   GSA maintains the “Statement of Transactions - 
Pegasys 224” document as its internal policy and procedure for the preparation, review and submission of 
the FMS 224 and FMS 6652 reconciliation. 
 
Preparing ‘Statement of Transactions’ FMS 224 
The FEC has an interagency agreement with GSA in which the GSA takes full responsibility for the 
preparation and submission of the SF-224 Statement of Transactions for FEC.  GSA processes the FMS 
224 for several different agencies (including GSA) that are transmitted on one consolidated multi-agency 
SF-224 Statement of Transactions Treasury report.  
 
The receipt and disbursed amounts reported in Section I are by Fund while disbursed and collected 
amounts are reported in Section II by the accomplish month (period).  A sample report is included as 
Exhibit 3-2.   
 
Abstract of Transactions SF-224 NFC 
The NFC Abstract of Transactions SF-224 is the Statement of Transactions for the FEC payroll actions 
that are processed at NFC. The NFC Abstract of Transactions list the Agency Name, Agency / 
Accounting station, Appropriation Fund or Receipt Symbol, Schedule Number, Date Paid, Receipts, and 
Net Disbursement. 
 
The NFC Abstract of Transactions Report is generated from the NFC ‘Reporting Center’ in accordance 
with the NFC Procedures Title I Payroll/Personnel Manual Chapter 29 Reporting Center which is 
available online at: http://i2i.nfc.usda.gov/Publications/REPT/rept.pdf.  A sample report is included as 
Exhibit 3-2.   
 
Government-wide Accounting (GWA) Account Statement 
Effective in April 2013 the GWA Account Statement is retrieved from the Central Accounting 
Reporting System (CARS) which replaced the Government-wide Accounting and Reporting 
system.   
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The GWA Account Statement account summary reports separately the expenditure activity for each fund 
and the unavailable receipt activity for each general/deposit fund. The unavailable receipts are receipts 
not available to be spent by FEC based on Congressional decision made during the appropriation process.  
 
The GWA Account Statement account summary reflects the beginning balance, net activity, and ending 
balance in each fund. The GWA Account Statement account summary (expenditure and unavailable 
receipts) reports are used to extract the ending balances for all funds including the unavailable receipt 
activity for deposits in funds. The GWA Account Statement expenditure report is a summary report by 
appropriation that summarizes the net activity of authority, transfers, gross disbursements, and offsetting 
collections for each fund.  
 
The GWA Account Statement detail transaction listing, reports each expenditure category separately for 
each fund. This statement reflects the increase in the balance or decrease in the balance for each 
expenditure activity. The GWA Account Statement transaction listing is used to verify payroll amounts 
as reported by NFC in performing the cash reconciliations. A sample report is included as Exhibit 3-2.   
 
RECONCILING TREASURY’S REPORTS 
Each month, the Accountant at GSA reconciles cash transactions posted in Pegasys for the FEC with the 
records reported by Treasury.   
 
The GSA Accountant prepares the FEC FBWT reconciliation by comparing GL 1010 by fund to the 
GWA Statement from Treasury’s GOALS II web-site, by fund and Treasury Symbol. To identify any 
differences, the GL 1010 Pegasys column is subtracted from the GWA balances. Variances are 
automatically calculated within the excel spreadsheet within the Difference column.  The GSA 
Accountant will identify and note differences in the Comment section of the reconciliation. The 
reconciliation is submitted to the FEC Finance Director each month for review. GSA maintains its own 
policy for the Cash Reconciliation entitled “Client Cash Reconciliation Procedures.”  
 
 The FEC performs its own independent review of the FBWT (Cash) Reconciliation. The Financial 
Analyst performs the FEC reconciliation by comparing the Pegasys TB amounts to the GWA Account 
Balances. Many of the differences can be attributed to payroll related transactions. The Abstract 224 from 
NFC is the first source document reviewed to identify payroll differences by schedule number and date. 
The FMS 224 is reviewed to determine if any timing differences related to the FMS 224 exist. Once 
completed the FEC FBWT Reconciliation is signed by the preparer and reviewed by the Director of 
Finance. See Exhibit 3-3 for the FBWT Reconciliation and supporting documents.  
 
GSA Payroll Reconciliation 
At the end of each accounting period the Accountant at GSA prepares Payroll reconciliation that 
compares the total of the Abstract 224 for the FEC to the total in GL 1010.08 to verify the payroll in the 
GL by Budget Fiscal year. Differences most frequently result from subsequent payroll schedules and 
payment adjustments that result in refunds to the agency.  The GSA Payroll Reconciliation is e-mailed to 
the Director of Finance each accounting period for review. It is also used as a reference document for the 
FBWT reconciliation. See Exhibit 3-3 for the Payroll Reconciliation and supporting documents.  
 
3.3.4 Status of Funds Report to Organization Budget and Contract Activity Reports 
 
The Status of Funds is compared to the Contract Activity Report. This is an important control check for 
funds control. It is performed by the Financial Systems Analyst in conjunction with the production of the 
monthly reports.  It helps ensure all transactions are posted to GL.  Since this check is performed as 
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needed, it is not listed as reconciliation. The comparison is performed whenever the three reports are run 
together for management proposes or when an entry is posted and the result needs to be checked.    
 
3.3.5 Advances to Others – Account 1410 
 
Advances to Others – Account 1410 consists mainly of travel advances to FEC employees and others 
traveling on Commission business. In some cases an advance may be made for another purpose (e.g., 
prepayment of a training course, etc.). Travel advances are charged to Object Class 21. 
 
   If deemed appropriate the following journal entry will be made for prepayments.   
 
DR      4801 Undelivered Orders – Obligations, Unpaid 

CR  4802 Undelivered Orders – Obligations, Prepaid/Advanced 
 
DR      1410 Advances and Prepayments 

CR 1010 Fund Balance with Treasury 
 
Once the advance is delivered the following journal entries will be made: 
 
DR      4802 Undelivered Orders – Obligations, Prepaid/Advanced 

CR  4902 Delivered Orders – Obligations, Paid 
 
DR      6100 Operating Expenses 

CR 1410 Advances and Prepayments 
 
The FEC rarely processes travel advances due to the use of the Travel Card. The reconciliation is 
performed by the Financial Analyst and reviewed by the Director of Finance monthly. A sample of a 
completed reconciliation form is included as Exhibit 3-5. 
 
3.3.6 Reconciliation of Accounts Payable and Accrued Payroll  
 
Reconciliation of Accounts Payable Non-Payroll 
Accounts Payable (Account 2110) consists of commercial trade payables which are scheduled in the 
accounting system until automated disbursements are processed based on the prompt pay due date. 
Payments to other government agencies are paid through the IPAC process and are considered completely 
paid when billed and simply need to be recorded by FEC. The detailed subsidiary Aging report is 
reconciled to general ledger totals.  
 
To perform the reconciliation the Financial Analyst will obtain the Aging Report from GSA in Excel at 
the end of the accounting period.  The Financial Analyst will input the Delivered Order (DO) amount by 
Budget Fiscal year into the reconciliation worksheet. The Financial Analyst will obtain the Trial Balance 
at the end of the accounting period. The aggregate totals of following GL Accounts compared to totals 
reflected on the Aging Report by Budget Fiscal Year (BBFY): 
 

• GL2110  Accounts Payable 
• GL2120 Disbursements in Transit 
 

Significant amounts owed to vendors and other Federal agencies are accrued based on the manual AP 
Accrual methodology outlined in 2.7.1 Accounts Payable of Section II and are reflected in GL 2110.  
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The reconciliation is performed by the Financial Analyst and reviewed by the Director of Finance 
monthly. The Financial Analyst will obtain the previous month’s reconciliation and review reconciling 
items if any to determine that they have been cleared.  See Exhibit 3-6 for the AP Reconciliation and 
supporting documents.  
 
Accrued Payroll Reconciliation 
Each month FEC accrues unpaid payroll and benefit costs using accounts 2210 and 2213. The accrual 
recorded is based on the methodology outlined in 2.7.7 Payroll Accrual of Section II.  
  
To perform the reconciliation the Finance Division will obtain the OM Journal Voucher for the Payroll 
Accrual from the Financial Operations Specialist at the end of the accounting period and the NF actual 
payroll document that the accrual was based on. The Financial Analyst will recalculate the payroll accrual 
amount and compare the recalculated amount to the OM Journal Voucher.  The Financial Analyst will 
input the OM Journal Voucher into the reconciliation worksheet and compare the total to the amounts 
reflected in the Trial Balance at the end of the accounting period. The aggregate totals of following GL 
Accounts compared to totals reflected on the OM Journal Voucher: 
 

• GL2210  Accrued Funded Payroll and Leave 
• GL2213 Employer Contributions and Payroll Taxes Payable 

 
The Finance Division will obtain the previous month’s reconciliation and review reconciling items to 
determine if any have been cleared.  See Exhibit 3-7 for the Accrued Payroll Reconciliation and 
supporting documents.  
 
3.3.7 Reconciliation of Undelivered Orders (UDO) 
 
Reconciliation of Undelivered Orders (UDO) Upward / Downward Spending Adjustments, for 
Delivered and Undelivered Orders and Review of Open Obligations 
 
One of the key relationships to ensure the integrity of financial statement figures is to ensure purchase 
orders and contracts are liquidated properly as vouchers are paid. The reconciliation of undelivered 
orders, upward/downward spending adjustments for delivered and undelivered orders and review of open 
obligations is performed to agree FEC’s purchase orders and contracts to the general ledger. 
Reconciliation of these accounts is important to ensure: 
 

1) FEC does not overspend its appropriation; 
2) Balances are stated properly 
3) Open amounts are promptly settled and; 
4) Unused funds are returned to the appropriation or office for re-use. 

 
To perform the UDO reconciliation the Financial Analyst will obtain the Ageing Report from GSA in 
Excel at the end of the accounting period.  The Financial Analyst will input the amount by Budget Fiscal 
year into the reconciliation worksheet. The Financial Analyst will obtain the VAT TB SOF Report the 
end of the accounting period. The aggregate totals of following GL Accounts are compared to totals 
reflected on the Aging Report by Budget Fiscal Year (BBFY): 
 

• GL4801  Undelivered Orders - Obligations, Unpaid 
• GL4871 Downward Adjustments of Prior-Year Unpaid Undelivered Orders - Obligations, 

Recoveries 
• GL4881   Upward Adjustments of Prior-Year Undelivered Orders - Obligations, Unpaid 
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The Finance Division will obtain the previous month’s reconciliation and review reconciling items to 
determine if any have been cleared.  The reconciliation is performed by the Financial Analyst and 
reviewed by the Director of Finance monthly. See Exhibit 3-8 for an illustration of the UDO 
Reconciliation.  
   
3.3.8 Reconciliation of Property and Equipment (P&E) – Accounts 1700 and 1800 
 
The FEC capitalizes assets with a useful life of two years or greater and an acquisition cost of $25,000 or 
more. For bulk purchases, items are capitalized when the individual useful lives are at least two years and 
have an aggregate value of $250,000 or more. Additionally, Internal Use Software, COTS and contractor 
developed projects are capitalized if the aggregate cost of the system purchase or development is 
$250,000 or more. FEC records fixed assets in accordance with USSGL using the 1700 and 1800 series. 
Assets are tracked using the GSA Fixed Asset (FA) Module, effective March 2010. 
 
Construction in Progress and Software in Progress are tracked and recorded in general ledger until the 
assets are placed in service.  Depreciation and amortization is calculated quarterly on a straight line basis 
with no salvage value. All PP & E asset accounts are reconciled from GSA Fixed Asset (FA) Module to 
the general ledger.  
 
The FEC prepares a roll-forward property analysis Lead Sheet and property reconciliation. The 
reconciliation is prepared by the Financial Analyst and reviewed by the Director of Finance. Samples of 
completed reconciliations and Lead schedules are included as Exhibits 3-9. 
 
The Financial Analyst will submit the journal entry and support to the Director of Finance for review, 
approval and submission to GSA for processing.  
 
Reconciliation of Inventory Reports 
 
The FEC performs an annual inventory of all property items and an inventory certification for assets held 
in offsite locations Once all items have been inventoried the reports are submitted to the Finance Division 
for review and reconciliation to the capitalized asset reports maintained by the Finance Division. Any 
discrepancies between the Finance Division Report and the IT and Administrative Division will be 
researched and resolved. 
 
If during the course of the inventory or during the fiscal year if an IT related item is reported lost or stolen 
the following actions will occur: 
 
In the case of lost IT hardware (this includes blackberries) the following actions will occur: 
 
• Any lost FEC IT property is to be reported to the OCIO Office of the Chief Information Officer 

(OCIO) HelpDesk immediately. 
• The OCIO HelpDesk will notify the FEC Information System Security Officer (ISSO) and the OCIO 

Infrastructure Branch. 
• The FEC ISSO will work with the Infrastructure Branch, the OCIO HelpDesk, and appropriate FEC 

staff to ensure that network and application accounts are disabled and/or changed and IT hardware is 
remotely wiped to minimize risk of unauthorized access. 

• The FEC ISSO will make a determination whether there is any possibility of a compromise to 
sensitive information (including PII) and/or FEC Information resources, and if so file a report with 
the FEC CIO. 
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• The FEC CIO will also make a determination whether to notify the FEC Executive Data Breach 
Response Team.  If notified the FEC Executive Data Breach Response Team will evaluate the 
situation and respond accordingly. 

 
In the case of stolen IT hardware (this includes blackberries) the following actions will occur: 
 
• Any stolen FEC IT property is to be reported to the OCIO Office of the Chief Information Officer 

(OCIO)HelpDesk immediately, 
• If the theft occurs off FEC premises, a police report is to be filed immediately by the person the 

equipment was assigned to, if the theft occurred on FEC property the FEC ISSO will report the theft 
to the appropriate authorities, 

• The OCIO HelpDesk will notify the FEC Information System Security Officer (ISSO) and the OCIO 
Infrastructure Branch. 

• The FEC ISSO will work with the Infrastructure Branch, the OCIO HelpDesk, and appropriate FEC 
staff to ensure that network and application accounts are disabled and/or changed and IT hardware is 
remotely wiped to minimize risk of unauthorized access. 

• The FEC ISSO will make a determination whether there is any possibility of a compromise to 
sensitive information (including PII) and/or FEC Information resources, and if so file a report with 
the FEC CIO. 

• The FEC CIO will also make a determination whether to notify the FEC Executive Data Breach 
Response Team.  If notified the FEC Executive Data Breach Response Team will evaluate the 
situation and respond accordingly. 
 

If furniture items are reported is to be reported to the Administrative Division, Office Services Branch, 
immediately. The Office of Inspector General may be notified of lost or stolen items on a case by case 
basis. 
 
3.3.9 Purchase Card and Travel Card Reconciliation  
 
The Procurement Office, Budget Office, Finance Division and Administrative Services Division perform 
monthly reconciliation’s and subsequent reviews of purchase and travel card activity, as applicable,  to 
identify any erroneous or improper purchases. The Finance Division is responsible for the monthly review 
and reconciliation of Purchase Cards and the Centrally Billed Travel Card Account.  
 
3.3.10  List of Reconciliations and Control Checks Performed, Frequency and Approvals Needed  
 
Most, but not all, reconciliations listed above are prepared monthly. Some are prepared quarterly. They 
are due 30 calendar days after the close of the prior month.  The preparers and approvers are listed below.  
 

1) Control check: NFC reports to Status of Funds Report (SOF) 
Frequency: Monthly  
Preparer: Financial Systems Specialist 
Approved by: Director of Finance via the release of the monthly reports 

 
2) Control check: Relationship tests 

Frequency: Quarterly and/or as needed 
Preparer: Financial Systems Specialist 
Approved by: Director of Finance 

 
3) Reconciliation: Fund Balance with Treasury (FBWT)   
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Frequency: Monthly 
Preparer: Financial Analyst 
Approved by: Director of Finance 

 
4) Control check: SOF to Organization Budget Status and Contract Activity Reports  

Frequency: Monthly and/or as needed 
Preparer: Financial Systems Specialist  
Approved by: Director of Finance via the release of the monthly reports 

 
5) Reconciliation: Travel Advances (Account 1410) 

Frequency: Monthly 
Preparer: Financial Analyst  
Approved by: Director of Finance  

 
6) Reconciliation: Open Purchase Orders to GL Account 4801, 4871 and 4881 

Frequency: Monthly 
Preparer: Financial Analyst 
Approved by: Director of Finance 

 
7) Reconciliation: Accounts Payable (Accounts 2110, 2111) and Accrued Expenses (Accounts 

2210, 2213) 
Frequency: Monthly 
Preparer: Financial Analyst 
Approved by: Director of Finance 
 

8) Reconciliation: Status of Funds Report to General Ledger (48xx and 49xx accounts) 
Frequency: Monthly  
Preparer: Financial Systems Specialist 
Approved by: Director of Finance 

 
9) Reconciliation: Property Accounts (1700 and 1800 accounts) – includes roll forward 

schedules for audit 
Frequency: Quarterly  
Preparer: Financial Analyst 
Approved by: Director of Finance 
 

10) Reconciliation: Purchase Card 
Frequency: Monthly 
Preparer: Financial Analyst 
Approved by: Budget Director and CFO 
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3.4  QUARTERLY AND MONTHLY REPORTS   
 
Effective in FY 2014 the FEC no longer utilizes the Federal Agencies' Centralized Trial-Balance System 
(FACTS I and II) and Intragovernmental Fiduciary Confirmation System (IFCS) to submit accounting 
data or confirm and reconcile fiduciary transactions. The FEC utilizes the Governmentwide Treasury 
Account Symbol Adjusted Trial Balance System (GTAS) which replaces the functionality of FACTS I, 
FACTS II, IFCS, and reporting systems to report agency trial balance data. External reports are 
transmitted through the use of the following Treasury FMS/DMS and OMB systems: 
 

• OMB MAX Information System Reporting (MAX) 
• Government-wide Financial Report System (GFRS) 
• Management Information System (DMIS)  

External reports are also submitted through the OMB MAX Information System. 

3.4.1 Quarterly and Monthly Reports - External  
 
Budget Reporting  
 
GTAS budgetary data including the “Report on Budgetary Execution and Budgetary Resources” (SF-133)   
is reported in accordance with the Treasury GTAS reporting schedule on a monthly  basis beginning the 
second fiscal month of the year. A sample report is included as Exhibit 3-2.   
 
OMB MAX Information System Reporting  
 
According to OMB, MAX is used: “to collect, validate, analyze, model, collaborate with agencies on, and 
publish information relating to its government-wide management and budgeting activities.” 
 
The FEC’s financial statements are prepared in accordance with the required format of OMB Circular A-
136, as revised, Financial Reporting Requirements, which constitutes generally accepted accounting 
principles in the United States of America (GAAP) as applicable to the Federal governmental entities. 
The FEC is required to follow generally accepted accounting principles issued by the Federal Accounting 
Standards Advisory Board (FASAB). Reporting and disclosure requirements are established for Federal 
entities by OMB and the Department of Treasury. 
 
The FEC is required to submit the following financial statements (excluding footnotes) for the third fiscal 
quarter of the year: 

 
(A) Balance Sheet;  
 
(B) Statement of Net Cost;  
 
(C) Statements of Budgetary Resources;  
 

Once all entries have been input into the accounting system and preliminary reports are run, an electronic 
trial balance by fund is created and downloaded into the financial statement template. The quarterly 
statements are input into the MAX system by GSA, once approved by the FEC, Director of Financing. 
Reports are due to OMB 21 business days after the close of the quarter. The fiscal year- end reporting 
requirements differ from the quarterly submissions are described in section.  
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Debt Management Information System (DMIS) reporting 
 
The Treasury Report on Receivables (TROR) is an electronic report on all debts owed to FEC submitted 
to Treasury and age of the debts submitted through the Debt Management Information System. The 
TROR report is due 30 calendar days after the end of the quarter. A sample report is included as Exhibit 
3-2.   
 
3.4.2 Compilation of the Quarterly Reports – External  
 
To compile the financial statements the Director of Finance performs the following:  
 
 Ensures all payroll, obligations, payments and regular journal entries have been processed for the 

month. 
 
 Enters the imputed cost journals into the GL. 

 
 Enters the unpaid accounts payable liability into GL. 

 
 Ensures depreciation has been recorded for the quarter.  

 
 Reviews the relationship tests and makes any necessary corrections.  

 
 GSA inputs the trial balance by Fund Quarterly Figure Calculation Excel model to produce the 

quarterly statements. The spreadsheet model contains workbooks with analysis, journal support, 
related reports from the accounting system (e.g., Status of Funds Reports, allocation support, 
etc.).  These reports are reviewed by the Director of Finance. 
 

 Enters any “on top” adjustments into the model 
 

 Checks all statements for accuracy and corrects as needed 
 

 Reviews the financial statement package. 
 
 Reviews the financial statements for reasonableness based on his/her knowledge of FEC’s 

budget, current spending and operations. 
 

o The Balance Sheet is reviewed to ensure: 
 Assets balance with liabilities and net position 
 Fund balance, property (net) and liabilities are complete and consistent with the 

accounting records and have been adjusted for accruals 
o The Statement of Net Cost is reviewed to ensure that total costs are in line with estimated 

costs for the year 
o The Statement of Budgetary Resources is reviewed to ensure the appropriation amount is 

correct, outlays, disbursements, obligations, and unobligated balances are reasonable on a 
year-to-date basis. 

o The trial balances used in the model are reviewed for consistency with accounting 
records 

o Financials are reviewed to ensure “on-top / worksheet adjustments” are minimized and 
explained, if needed. 
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 Once the statements are approved by the Director of Finance, GSA transmits the statements to 

OMB  
 
3.4.3 Internal Quarterly Reports 
 
3.4.4 Summary of Fines Assessed and Collected During the Fiscal Year 
 
This report provides information such as the date and amount of fines/penalties assessed and collected by 
each division (OGC, OAR and ADR) throughout the current fiscal year. The report contains only new 
activity reported by each division during the current fiscal year and is included in the monthly financial 
reports on a quarterly basis only and is due 30 days after the Treasury Report on Receivables has been 
submitted to Treasury See Exhibit 3-1 for a sample of this report. 
 
3.5 ANNUAL REPORTS 
 
3.5.1 External Annual Reports 
 
For details, please see the ‘FY 2015 Financial Statements Preparation Guidance.’ 
 
 
3.5.2 Certifications Due To External Agencies 
 
Effective in FY 2014 OMB rescinded OMB, Circular A-127, Financial Management Systems and 
implemented OMB Memorandum M-13-21 Implementation of the Government Charge Card Abuse 
Prevention Act of 2012, which calls for additional reporting requirements for compliance with OMB 
Circular A-123, Appendix B,  Improving the Management of Government Charge Card Programs.  
 
Under OMB Circular A-123, Management's Responsibility for Internal Control and in compliance with 
the Federal Managers Financial Integrity Act (FMFIA), an annual certification must be made by the FEC 
Chairman to the President. In 1999 the FEC adopted Directive #53 with regard to A-123. The Directive 
formalized the review process of financial management controls at the Commission.  
 
Before the certification is made by the Chairman, the Office of Inspector General (OIG), Office of the 
Chief Financial Officer (OCFO), Office of General Counsel (OGC) and Office of the Staff Director 
(OSD), provides a formal assessment of the Commission’s compliance with A-123, the additional 
reporting requirements under OMB Memorandum M-13-21 and conformance with Treasury and GAO’s 
accounting systems principles and standards, as applicable. A listing of policies and procedures and 
Vulnerability Assessment Checklist is provided with the assurance statement of each office.  The 
assessment is designed to provide reasonable, but not absolute, assurance that the FEC’s financial systems 
have adequate safeguards from fraud, waste, abuse and misuse. Sample Annual Certifications are 
included as Exhibit 3-10.  
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3.6  AGENCY FINANCIAL REPORT  
 
Details concerning the preparation of the Finance Division sections of the Agency Financial Report are 
described in the FEC Financial Statement Preparation Guidance. 
 
3.6.1    Background 
 
Under the Accountability of Tax Dollars Act of 2002, each agency with an appropriation of $25 million 
or more must produce audited financial statements beginning with FY 2002. Due to late enactment of the 
law however, OMB waived the requirement for all agencies for FY 2002. In addition, the FEC received a 
waiver for FY 2003. Thus, beginning in FY 2004 the FEC must produce audited financial statements and 
include them in an annual Performance and Accountability Report. From FY 2014 onwards, the FEC has 
opted to issue Agency Financial Report. 
 
The law places the responsibility for conducting the audit on the FEC Office of Inspector General (IG). 
The IG has the option of performing the audit or contracting it out.  
 
3.6.2 Goal 
 
It shall be the goal of the Finance Division to receive an unmodified opinion on the financial statements 
with no management letter comments.  
 
Changes in Audit Terminology Related to the Annual Financial Statements 
 
Effective for FY 2014, in accordance with OMB Bulletin, 14-02, Audit Requirements for Federal 
Financial Statements, the Audit Opinion terminology was changed in accordance with auditing standards 
generally accepted in the United States of America, As a result OMB has rescinded OMB Bulletin 07-04, 
Audit Requirements for Federal Financial Statements, and OMB Technical Bulletin 08-24, Technical 
Amendments to OMB Bulletin 07-04, Audit Requirements for Federal Financial Statements.  
 
If the results determine that the financial statements present fairly in all material respect an “unmodified” 
opinion instead of “unqualified” opinion is issued. An unmodified opinion indicates that the financial 
statements are presented fairly, in all material respects, in accordance with U.S. generally accepted 
accounting principles.  
 
In accordance with OMB Bulletin, 14-02, the FEC is required to submit Annual Financial Statements 
identified in Section 3515 of Title 31of the United States Code and OMB Circular No. A-136, Financial 
Reporting Requirements, as revised (A-136) to consist of:  
 

• Management's Discussion and Analysis (part of Required Supplementary Information) 
• Basic Statements including :  

(A) Balance Sheet  
(B) Statement of Net Cost  
(C) Statement of Changes in Net Position 
(D) Statement of Budgetary Resources  
(E) Statement of Custodial Activity 
(F) Related Note Disclosures 

• Other Information, if applicable 
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The audited Annual Financial Statements are due by November 15th each year unless otherwise directed 
by OMB. 
 
3.6.3 Approval and Distribution of Reports 
 
Annual audited financial statements are due to OMB by November 15th and distributed to the President, 
OMB, and Congress as stipulated in OMB Circular A-136 (revised). The quarterly and annual reports are 
prepared by the Director of Finance. They are then reviewed and approved by the Deputy CFO. After 
reviewing the AFR is issued to OMB and Congress. 
 
3.7 SECTION III- EXHIBIT INDEX 
 
 Exhibit 3-1 – OCFO INTERNAL REPORT  
 Exhibit 3-2 - OCFO EXTERNAL REPORTS 
 Exhibit 3-3 – FUND BALANCE WITH TRASURY RECONCILIATION  
 Exhibit 3-4 – FEC RELATIONSHIP TESTS (TIE POINTS) 
 Exhibit 3-5 – GL 1410 ADVANCES RECONCILIAITON 
 Exhibit 3-6 – ACCOUNTS PAYABLE RECONCILIATION 
 Exhibit 3-7 – PAYROLL ACCRUAL RECONCILIATION 
 Exhibit 3-8 – UNDELIVERED ORDERS (UDO) RECONCILIATION  
 Exhibit 3-9 – PROPERTY AND EQUIPMENT RECONCILIATION AND ANALYSIS 
 Exhibit 3-10 – ANNUAL CERTIFICATIONS (A-123) 
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FEC Payroll and Procurement Data Flow 
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OGC – Office of General Counsel 
RAD – Reports and Analysis Division 
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OCFO External Reports 

List of external reports filed by OCFO’s Finance Office: 

Monthly 
 

1. Statement of Transactions – SF-224. Cash collected and disbursed by fund; reported by GSA on 
FEC’s behalf. Due date is the third working day of the subsequent month. 

2. Governmentwide Treasury Account Symbol Adjusted Trial Balance System (GTAS) including 
SF-133 Report on Budget Execution. Allows accounting data to be updated into a centralized 
Federal government trial balance.  Due date is set by Treasury. 

 
Quarterly 
 

1. Financial Statements for the third quarter per OMB A-136 – uploaded electronically by GSA on 
behalf of FEC into OMB’s MAX system.  . This includes: 
• Balance Sheet  
• Statement of Net Cost  
• Statements of Budgetary Resources  
• Analysis of significant fluctuations 

2. Treasury Report on Receivables (TROR) – electronic report on all debts owed to FEC submitted 
to Treasury and age of the debts. Due date is set by Treasury each quarter 

 
Annually 

 
1. Agency Financial Report (AFR) – sent to OMB and Congress; published on FEC website. All 

funds are combined in this report. Due date is 11/15 each year. This includes: 
• Balance Sheet  
• Statement of Net Cost  
• Statements of Budgetary Resources  
• Statement of Changes in Net Position  
• Statement of Custodial Activity   
• Report of Independent Auditors 
• Report on Internal Control  
• Other Accompanying Information (Management Challenges Report issued by the IG) 

2. Governmentwide Financial Reporting System (GFRS) report – applicable notes submitted by GSA 
on behalf of FEC. Due date is set by Treasury each year.  

3. Final Treasury Report on Receivables (TROR) – electronic report on all debts owed to FEC 
submitted to Treasury and age of the debts. Due date is set by Treasury annually.  

4. Narrative and Statistical Reports to OMB in regard to Charge Card Purchase Data. 
 

List of all external reports filed by OCFO’s Budget Office: 
 
Annually 

 
1. Annual OMB and Congressional Budget Justifications are submitted in September and February. 
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2. In conjunction with the Congressional Affairs, a Reprogramming Baseline for Congress and 
OMB is submitted within 60 days of receiving the annual appropriation. 

3. In conjunction with the Congressional Affairs, an annual Buy American Act response letter is 
submitted to Congress. 

 
Note: Procurement External Reports submitted by the Procurement are documented in the Procurement 
Policy manual. 

 
OCFO Internal Reports 

List of all internal reports filed by the OCFO. 

Monthly 
 

1. Financial Highlights 
2. Procurement Awards – Total Contract Value over $100,000 
3. FEC Status of Funds Report (SFR) (in FY2008-2009 SFR was referred to as Budget Execution 

Report (BER)) 
4. FEC Contract Activity Report (CAR) (in FY2008-2009 the CAR was referred to as Procurement 

Activity Report (PAR)) 
5. Budget Changes Report 
6. Summary of FTE Usage 
7. FEC Vacancy / Hire Report 
8. Procurement Request Report (Trial Report) 
9. Staffing Report 
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1-1 

 
The FEC uses the USSGL to accomplish internal and external reporting needs. Effective in fiscal year 
2014 Treasury implemented the Six-Digit U. S. Government Standard General Ledger (USSGL) 
Account Number Code Structure as authorized under Treasury Financial Manual (TFM) Volume 
I, Bulletin No. 2012-07. The new SGL accounts are classified as follows: 
 
 

• 100000 Assets 
• 200000 Liabilities 
• 300000 Net Position 
• 400000 Budgetary 
• 500000 Revenues and Financing Sources 
• 600000 Expense 
• 700000 Gains/Losses/Extraordinary Items, etc. 
• 800000 Memorandum 

 
The GSA Pegasys accounting system currently uses six digits; the first four digits represent the primary 
account and include two sub-digits for internal tracking purposes (i.e. 6100.01, 1832.02 or 1360.01). The 
4 digit codes in the trial balance are converted to the new 6 digit USSGL codes for GTAS reporting 
purposes.  
 
The USSGL is updated annually if not more often and is posted by the Treasury Financial Management 
Service (Treasury/FMS) http://www.fms.treas.gov/ussgl/. The following is a listing of accounts most 
frequently utilized by the Federal Election Commission for accounting purposes. 
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Account 
Number  Title 

Normal 
Balance 

   
100000 ASSETS  

 
                               

  101000 Fund Balance With Treasury Debit 
109000 Fund Balance With Treasury Under a Continuing Resolution Debit 

   
 

RECEIVABLES  
 136000 Penalties and Fines Receivable - Not Otherwise Classified Debit 

136700 Allowance for Loss on Penalties and Fines Receivable - Not Otherwise Classified Credit 

   
 

GENERAL PROPERTY, PLANT, AND EQUIPMENT  
 172000 Construction-in-Progress Debit 

175000 Equipment Debit 
175900 Accumulated Depreciation on Equipment Credit 
182000 Leasehold Improvements Debit 
182900 Accumulated Amortization on Leasehold Improvements Credit 
183000 Internal-Use Software Debit 
183200 Internal-Use Software in Development Debit 
183900 Accumulated Amortization on Internal-Use Software Credit 

   
 

OTHER ASSETS  
 192100 Receivable From Appropriations Debit 

199000 Other Assets Debit 

   
200000 LIABILITIES  

 
                               

  
 

ACCRUED LIABILITIES - OTHER  
 211000 Accounts Payable Credit 

212000 Disbursements in Transit Credit 

   
 

ACCRUED LIABILITIES - PAYROLL AND BENEFITS  
 221000 Accrued Funded Payroll and Leave Credit 

221300 Employer Contributions and Payroll Taxes Payable Credit 
221500 Other Post Employment Benefits Due and Payable Credit 
222000 Unfunded Leave Credit 
222500 Unfunded FECA Liability Credit 
229000 Other Unfunded Employment Related Liability Credit 

   
 

 ACTUARIAL LIABILITIES  
 265000 Actuarial FECA Liability Credit 

   
 

OTHER LIABILITIES  
 292000 Contingent Liabilities Credit 

296000 Accounts Payable From Canceled Appropriations Credit 
298000 Custodial Liability Credit 
298500 Liability for Non-Entity Assets Not Reported on the Statement of Custodial Activity Credit 
299000 Other Liabilities Without Related Budgetary Obligations Credit 
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   Account 
Number  Title 

Normal 
Balance 

300000  NET POSITION  
 

   
                               

  310000 Unexpended Appropriations - Cumulative Credit 
310100 Unexpended Appropriations - Appropriations Received Credit 
310600 Unexpended Appropriations - Adjustments Debit 
310700 Unexpended Appropriations - Used Debit 
331000 Cumulative Results of Operations Credit 

   400000 BUDGETARY  
 

   
 

 ANTICIPATED RESOURCES  
 404700 Anticipated Transfers to the General Fund of the Treasury - Current-Year Authority Credit 

404800 Anticipated Transfers to the General Fund of the Treasury - Prior-Year Balances Credit 

   
 

APPROPRIATIONS REALIZED  
 411900 Other Appropriations Realized Debit 

   
 

OTHER BUDGETARY RESOURCES  
 415000 Reappropriations - Transfers-In Debit 

419100 Balance Transfers - Extension of Availability Other Than Reappropriations Debit 
419200 Balance Transfers - Unexpired to Expired Debit 
420100 Total Actual Resources - Collected Debit 

   
 

BUDGETARY ADJUSTMENTS AND STATUS OF RESOURCES - UNOBLIGATED  
 435000 Canceled Authority Credit 

439500 Authority Unavailable for Obligation Pursuant to Public Law - Temporary Credit 
442000 Unapportioned Authority - Pending Rescission Credit 
443000 Unapportioned Authority - OMB Deferral Credit 
445000 Unapportioned Authority Credit 
451000 Apportionments Credit 
461000 Allotments - Realized Resources Credit 
465000 Allotments - Expired Authority Credit 
469000 Anticipated Resources - Programs Exempt From Apportionment Credit 

   

 

BUDGETARY ADJUSTMENTS AND STATUS OF RESOURCES - UNEXPENDED 
OBLIGATIONS  

 480100 Undelivered Orders - Obligations, Unpaid Credit 
480200 Undelivered Orders - Obligations, Prepaid/Advanced Credit 
487100 Downward Adjustments of Prior-Year Unpaid Undelivered Orders - Obligations, Recoveries Debit 

487200 
Downward Adjustments of Prior-Year Prepaid/Advanced Undelivered Orders - Obligations, Refunds 
Collected Debit 

488100 Upward Adjustments of Prior-Year Undelivered Orders - Obligations, Unpaid Credit 
488200 Upward Adjustments of Prior-Year Undelivered Orders - Obligations, Prepaid/Advanced Credit 

   
 

BUDGETARY ADJUSTMENTS AND STATUS OF RESOURCES - EXPENDED AUTHORITY  
 490100 Delivered Orders - Obligations, Unpaid Credit 

490200 Delivered Orders - Obligations, Paid Credit 
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   Account 
Number  Title 

Normal 
Balance 

497100 Downward Adjustments of Prior-Year Unpaid Delivered Orders - Obligations, Recoveries Debit 
497200 Downward Adjustments of Prior-Year Paid Delivered Orders - Obligations, Refunds Collected Debit 
498100 Upward Adjustments of Prior-Year Delivered Orders - Obligations, Unpaid Credit 
498200 Upward Adjustments of Prior-Year Delivered Orders - Obligations, Paid Credit 

   500000 REVENUE AND OTHER FINANCING SOURCES  
 

   531900 Contra Revenue for Interest Revenue - Other Debit 
532000 Penalties and Fines Revenue Credit 
532400 Contra Revenue for Penalties and Fines Debit 
570000 Expended Appropriations Credit 
578000 Imputed Financing Sources Credit 
599000 Collections for Others - Statement of Custodial Activity Debit 
599100 Accrued Collections for Others - Statement of Custodial Activity Debit 

   600000 EXPENSES  
 

   610000 Operating Expenses/Program Costs Debit 
640000 Benefit Expense Debit 
673000 Imputed Costs Debit 
680000 Future Funded Expenses Debit 

   700000 GAINS/LOSSES/MISCELLANEOUS ITEMS  
 

   
 

GAINS  
 711000 Gains on Disposition of Assets - Other Credit 

718000 Unrealized Gains Credit 
719000 Other Gains Credit 

   
 

LOSSES  
 721000 Losses on Disposition of Assets - Other Debit 

729000 Other Losses Debit 

   
 

MISCELLANEOUS ITEMS  
 760000 Changes in Actuarial Liability Debit 

   800000 MEMORANDUM  
 

   880100 Offset for Purchases of Assets Credit 
880200 Purchases of Property, Plant, and Equipment Debit 
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Appropriation Symbols 
 
The U.S. Treasury “Federal Account Symbols and Titles Supplement To Volume I Treasury Financial 
Manual” provides guidance concerning, “receipt, appropriation, and other fund account symbols and 
titles are assigned by the Department of the Treasury (the Treasury).”  
 
Treasury Account Number (Basic Symbol) 
 
The US Treasury account number (basic symbol) is a four digit code indicating the type of funds 
or major purpose of the appropriation and are distinguished in two categories (1) receipt and (2) 
expenditure. 
 

Receipt Accounts: 
 General Fund Receipt Account (0000-3800).  The receipt account credited with all 

collections not earmarked by law for a specific purpose.  These include:  taxes, customs 
duties, and miscellaneous receipts. The major classes General Fund Receipt Accounts 
that are utilized by the FEC include Fines, penalties, and forfeitures class 1000 and 
Recoveries and Refunds class 3000. 

 
Expenditure Accounts: 
 General Fund Expenditure Accounts (0000-3899).  Appropriation accounts established 

to record amounts appropriated by law for the general support of Federal Government 
activities and the subsequent expenditure of these funds. 

 
The US Treasury appropriation symbol (code) includes the department code, fiscal year(s) (FY), and 
treasury account number (basic symbol) prescribed by the US Treasury Department.  The US Treasury 
account number (basic symbol) is a four digit code indicating the type of funds or major purpose of the 
appropriation. 
 

Department 
Code Fiscal Year(s) (FY) 

Treasury Account Number 
(Basic Symbol) 

95 / 360 10 1600 
 
The first two or three digits represent the type of agency (i.e., 95 is a “miscellaneous agency” and 
360 represents FEC). The third digit is the last digit of the fiscal year. For example, FY 2010 is 
represented by a “10.” The last four digits are also prescribed by Treasury and represent the type 
of fund.  
 

Disbursements: 
  Appropriation 

Code General Fund  Fiscal Year 
9510600 Salaries and Expenses, Federal Election Commission FY2010 
95091600 Salaries and Expenses, Federal Election Commission FY2009 
95081600 Salaries and Expenses, Federal Election Commission FY2008 
95071600 Salaries and Expenses, Federal Election Commission FY2007 
95061600 Salaries and Expenses, Federal Election Commission FY2006 
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Receipt accounts use a slightly different numbering sequence by excluding the fiscal year. 
 

Department 
Code 

Treasury Account Number 
(Basic Symbol) 

95 / 360 1099.160 
 

 

 
FEC Accounting Codes 
 
The FEC adopted additional accounting data elements used to process accounting transactions. The 
following is an excerpt of the Basic Accounting Data Elements and definitions utilized in the GSA 
Pegasys/FMIS applications obtained from the FMlS Version 6.1 Training Manual to External Clients 
Revised 0211 3108. 
  
 Fund: a four-character code used on all source documents to identify the receipt, appropriation, 

or other fund account assigned by the Department of the Treasury. 
 

 Region: a two digit numeric code assigned by GSA to a geographical division of the US. Region 
subdivides the US into eleven distinct regions and Central Office. 
 

 Budget Activity: Budget Activity is a four-character code used to represent a major activity or 
sub activity to which funds are allotted. The Budget Activity is the basic level at which functions 
or types of work are accomplished under an account or pro-gram. It is the primary subdivision 
for presenting budget estimates and monitoring performance. 

 
 Organization:  an eight-character code used to identify a specific GSA organizational entity. The 

first position of the organization code identifies the GSA service/staff office or client. The second 
and third positions represent the region number, and the last five characters denote the 
organizational entities. 

 
 Function: five-character code used to represent the purpose or objective for which funds have 

been obligated and costs charged. Function codes are fund specific. 
 
 Object Class: a uniform, government wide cost classification of expenditures meeting the 

requirements set forth in OMB Circular A-11. These categories are identified by a code 
consisting of two digits. 
 

 Cost Element: directly relates to object classes and provide an additional breakdown for 
management and analysis. The cost element is represented by a three character numeric code 

 
 

Receipts: 
 

3102.161 Recoveries from Federal Agencies Resulting from Reductions in the Civilian Salaries of 
Military Retirees, Federal Funds, Federal Election Commission 

3220 General Fund Proprietary Receipts, Not Otherwise Classified, All Other Classified, All 
Other 

1099.160 Fines, Penalties, and Forfeitures, Not Otherwise Classified, Federal Election Commission 
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FEC Department Codes  
 
The FEC uses a crosswalk to map to the appropriate division for budget tracking purposes. The Division 
codes are as follows: 
 

Old FEC 
Dept. code 

GSA Org 
Code 

GSA Function 
Code Description 

10 TUHS3302 UH332 Administration 

20 TUHS3403 UH343 Audit 

30 TUHS3505 UH355 Information-Approp 

30 TUHS3505 UH355 Information-Reimb 

36 TUHS3301 UH331 DSD - Management 

37 TUHS3504 UH354 Congressional Affairs 

38 TUHS3501 UH351 DSD Communications 

40 TUHG2100 UH110 General Counsel 

60 TUHS3600 UH360 Chief Information Officer 

70 TUHS3502 UH352 Disclosure 

72 TUHS3401 UH341 DSD Compliance 

75 TUHS3402 UH342 Reports Analysis 

80 TUHC1100 UH110 Commissioners' Offices 

85 TUHI4100 UH110 Inspector General 

88 TUHS3304 UH334 Commission Secretary 

90 TUHS3100 UH310 Staff Director 

91 TUHF5100 UH110 CFO 

92 TUHS3303 UH333 Human Resources 

93 TUHS3503 UH353 Press 

94 TUHS3200 UH320 
Equal Employment Opportunity & 
Programs 

97 TUHS3405 UH345 Alternative Dispute 
 
 

98 TUHS3404 UH344 Administrative Review 
 
 
Budget Activity Codes 
 
The FEC utilizes Budget Activity Codes (BAC) to distinguish between payroll transactions, non-payroll 
transactions, and activities related to reimbursable operations. The BAC UH01 – Payroll and UH02 – 
non-payroll was implemented in FY 2011 to better distinguish between payroll and non-payroll 
transactions. Prior to FY 2011 BAC UH10 was utilized for transactions that were payroll and non-payroll 
transactions interchangeably. The beginning balances from prior year’s reflect BAC codes UH00 and 
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UH10 for  non-payroll transactions. Effective FY 2013 UHA1 – Reimbursable was implemented to 
segregate transactions related to the FEC Reimbursable Operations. 
.  
Program Codes 
 
The FEC appropriation bill stipulates that a small amount of funds, up to $5,000 from within the FEC’s 
appropriation, has been provided for the “Representational Fund.” The Representation Fund is used for 
official reception and representation expenses connected with official agency business, that are typically 
characterized by ceremonial, social, and business purposes hosed by high level agency officials. FEC 
Directive 67 provides guidance on the authorization of obligation of representation funds. Expenses 
associated with the Representation Fund are tracked by using the Function Code UH001 the designated 
accounting code for R&R funds. Charges to these funds are subject to the approval of the CFO and 
Finance Committee. 
 
Fund Codes 
 

Fund 
Department 

Code 
Treasury Account 

Number Description 

701 95/360 1600 Salaries and Expenses 

702 95/360 1099.160 Fines, Penalties, and Forfeitures 

703 95/360 3200 Miscellaneous 
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GSA Object Class Summary effective FY 2011 
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Sub-object Class to Cost Element Crosswalk effective January 2011 (illustration page 1 of 3): 

 
Note the most recent crosswalk found at http://fecas049/FECLiveprd/llisapi.dll?func=ll&objId=935775&objAction=browse  
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GSA Budget Line Item table effective January 2011: 
 

 

 
Accounting String Example for Purchase Orders 
 
The following is an illustration of accounting and appropriation data that would be utilized on a Purchase 
order to record transactions in the accounting system (Pegasys) in FY 2014: 
 

Fund  BBFY Org Code Budget Activity Object Class  Function Code Sub-object Class  

701 4 THUS3600 UH02 31 UH360 M08 
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October      
     Fiscal Year begins   
     Statement of Transactions (SF-224) due to Treasury 
  Preliminary OGC inquiry response letter thru August due to auditors     
 Prior FY Preliminary TB and statements due to auditors     
 Prior FY Final draft of AFR due to auditors 
 
November 
  Draft report on compliance with laws & regulations and internal control due to mgt.     
   Final close and roll for FEC Prior FY  
   Final TB and statements due to auditors for the Prior FY 
   Final response to OGC inquiry letter response thru August due to auditors 
   Last day of field work for audit 
    SF-224 due 
    

Draft audit opinion provided 
   Management letter signed 
  Prior FY GTAS , SF-133 and GFRS due to Treasury 
Audited FS (AFR)  
   FMFIA report due 
  Treasury Report on Receivables (Prior FY 4th qtr)       
           
December           
     SF-224 due  
  
January 
    SF-224 due 
   1st qtr GTAS due (including SF-133) 
   Treasury Report on Receivables (1st qtr) 
 Annual Charge Card Narrative and Statistical Reports  
     
February      
    SF-224 due      
   GTAS due (including SF-133) 

Work year & Personnel Costs for prior FY due to OPM    
 
March 
  SF-224 due 
 GTAS due (including SF-133) 
 
April       
    SF-224 due       
   GTAS due 
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May 
  SF-224 due 
 GTAS due 
   

 
  Treasury Report on Receivables (2nd qtr.) 
 
June        
    SF-224 due  
 GTAS due (including SF-133) 

Internal control & compliance testing begins (target start date) 
 
July 
   SF-224 due 
 GTAS due (including SF-133) 
    
    
 Treasury Report on Receivables (3rd qtr) 
  3rd FS reports and TB due to auditors 
 
August       
     SF-224 due 
 GTAS due (including SF-133) 
  
 
September 
   SF-224 due 
 GTAS due (including SF-133) 

Fiscal Year ends 
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This document describes FEC travel procedures. The OCFO is responsible for the administration of the travel program; 
however, the CFO has delegated the Administrative Services Division (ASD) full responsibility over the Individually Billed 
Account (IBA) travel program. As such, ASD maintains and updates policies and procedures specific to IBAs. Changes to 
the procedures after this publication date may occur based on updated guidance provided by OMB, Treasury, or other 
Federal authoritative governing body. 

 

FOIA 2017-023_120



Federal Election Commission             Travel Manual FY 2015

Page 2 of 52

Table of Contents
1. Introduction............................................................................................................................................... 4
2. Authority................................................................................................................................................... 4
3. Program Objective .................................................................................................................................... 4
4. Roles & Responsibilities........................................................................................................................... 5

4.1 Primary Personnel ................................................................................................................................5
4.2 Agency/Organization Program Coordinator.........................................................................................6
4.3 FEC Citibank Liaison ...........................................................................................................................7
4.4 FEC Management.................................................................................................................................7
4.5 Approving Official (AOs) ....................................................................................................................7
4.6 OCFO Responsibilities.........................................................................................................................8
4.7 Employee Traveler ...............................................................................................................................8

4.7.1 Initiating Employee Travel ......................................................................................................... 9
4.8 Pre-Employment Interview Travel .......................................................................................................9

5. General Commission Travel Policies...................................................................................................... 10
6. Travel Card Appointment/Termination Process ..................................................................................... 11

6.1 Travel Cards .......................................................................................................................................11
6.2 Process for Acquiring a Travel Card ..................................................................................................11
6.3 Procedures at Employment Termination or Separation. .....................................................................12

7. Training Requirements ........................................................................................................................... 12
7.1 Cardholder/Approving Official ..........................................................................................................12
7.2 A/OPC ................................................................................................................................................13

8. Management Controls............................................................................................................................. 13
8.1 Creditworthiness Policies and Procedures..........................................................................................13
8.2 Authorization Controls .......................................................................................................................13

8.2.1 Travel Authorization (TA) and Voucher (TV) Controls ........................................................... 13
8.2.2 CBA Statement Review ............................................................................................................ 15
8.2.3 Travel Advances/Infrequent Travel .......................................................................................... 15

8.3 Authorization for Non-refundable Tickets .........................................................................................15
8.4 Invitational Travel Controls................................................................................................................15
8.5 Controls, Related to Centrally Billed Account (CBA) Delinquencies................................................16
8.6 Controls, Related to Individually Billed Account (IBA) Delinquencies ............................................16
8.7 Controls, Practices, and Procedures Related to Charge Card Misuse and Abuse .............................16
8.8 State Tax Controls ..............................................................................................................................17
8.9 Actions Prohibited and Penalties. .......................................................................................................17

8.9.1 Delinquency Controls................................................................................................................ 17
8.9.2 Improper, Fraudulent, Abusive, or Negligent Use .................................................................... 18

9. Reports.................................................................................................................................................... 18
10. Record Retention .................................................................................................................................. 19

10.1 Training Certificates.........................................................................................................................19
10.2 Travel Files.......................................................................................................................................19

11 Local Travel Claim ................................................................................................................................ 19
12 Frequently Asked Questions.................................................................................................................. 20

12.1 Invitational Travel ............................................................................................................................20
12.2 Can an Entity Other Than FEC Pay the Cost of Invitational Travel?...............................................20
12.3 A Witness Is Coming To The FEC Who is Responsible for Paying Witness Travel? .....................20
12.4 Who places the Airline Reservation? ...............................................................................................21
12.5 When Is A Personal Or Government Credit Card Used For Government Travel Reservations? .....21
12.6 What Happens If an Employee Does Not Have Authorization Prior To Travel? .............................21
12.7 What Are the Rules on Tax Exemptions?.........................................................................................21
12.8 How Do I Submit My Travel Authorizations and Travel Vouchers Electronically?........................22
12.9 What Are Allowable Privately Owned Vehicle Travel Expenses In Addition To Mileage?............22
12.10 Are Laundry Expenses Permissible? ..............................................................................................22
12.11 Who Should Employees Contact If They Have Other Travel -Related Questions? .......................22

FOIA 2017-023_121



Federal Election Commission             Travel Manual FY 2015

Page 3 of 52

12.12 How Should An Employee Account For Telephone Calls And E-mails? ......................................22
13 Travel and Employee Pay ...................................................................................................................... 23

13.1 Traveler Compensation and Benefits................................................................................................23
13.1.3. Traveler Entitled Reimbursements – Per Diem (Trips less than 30 days) ............................. 24

13.2 Traveler Entitled Reimbursements – Per Diem (Trips more than 30 days) ......................................25
13.3 Traveler Entitled Reimbursements – Transportation Costs ..............................................................25
13.4 Traveler Illness or Injury – Per Diem and Expenses ........................................................................25
13.5 Traveler Entitled Reimbursements – Subsistence Expenses ............................................................26
13.6 What Type of Vehicle May I Rent?..................................................................................................26
13.7 Who is the FEC’s External Service Provider for Financial Management?.......................................27

14 Appendix................................................................................................................................................ 28
14.1 Chart of the Federal Travel Regulation with Weblinks ....................................................................28
14.2 Acronyms .........................................................................................................................................31
14.3 Glossary............................................................................................................................................32
14.4 Sample Forms...................................................................................................................................38

14.4.1 GSA Form 87 - Travel Authorization ..................................................................................... 38
14.4.4 SF 1164 - Claim for Reimbursement for Expenditures on Official Business ......................... 43
14.4.7 Sample ACH Vendor / Miscellaneous Payment Enrollment Form......................................... 48
14.5 Travel Tax Knowledge Checklist............................................................................................... 50

14.5 References ........................................................................................................................................51

FOIA 2017-023_122



Federal Election Commission             Travel Manual FY 2015

Page 4 of 52

1. Introduction

This manual describes Federal Election Commission (FEC) travel procedures related to official government travel 
within and outside of the employees official duty station. The implementation of travel policies and procedures 
assists the agency in mitigating the potential for fraud, misuse, delinquency, and ensuring compliance with Federal 
Travel Regulations (FTR). 

This document provides instructions to authorize, execute, and complete travel actions. This manual describes the 
roles and responsibilities of FEC officials and employees as it relates to government issued travel charge cards.
Agencies are required to establish policies and procedures under, Office of Management and Budget (OMB) 
Circular A-123, Appendix B – Improving the Management of Government Charge Card Programs; to ensure a 
system of internal controls is in place for the use and management of Government Charge Card Programs, such as 
the government contractor issued travel charge card.

FEC travelers, including invitational travelers, should refer to the FTR for current travel guidelines and answers to 
the most commonly asked questions concerning official government travel outside of their official duty station. For 
travel within the employee’s official duty station (local travel), FEC travelers should refer to this manual.

This manual addresses circumstances most applicable to the FEC and is not all-inclusive to address every potential 
travel related event. Appendix 14.1 includes a detailed hyperlink chart as a tool to aid in researching FTR guidance.

The Office of the Chief Financial Officer (OCFO) will review travel related policies annually to ensure policies are 
up-to-date and adequately reflect internal policy and standard practices. Additionally, supervisors responsible for 
the oversight of FEC personnel responsible for monitoring travel control parameters will perform periodic reviews 
to ensure the reviews are performed timely in accordance with FEC travel policies.

2. Authority

The FEC allows employee travel outside of their official duty station at the expense of the government under the 
authority of –Title 41—Public Contracts and Property Management, Subtitle F—FTR System- Chapters 300-304.
Other policies that govern government travel include:

5 U.S.C. § 6101 (b)(2)
28 U.S.C. § 1821 Per diem and mileage generally; subsistence
Travel and Transportation Reform Act of 1998 (PL 105-264); 
Government Charge Card Abuse Prevention Act of 2012 (PL 112-194);
OMB Circular A-123, Appendix B;
Treasury Financial Manual for Guidance of Departments and Agencies; and 
FEC Commission Directive 30 – Circulation Authority; Invitation Policy

Local travel is authorized under 5 U.S.C. § 5707 and encompasses expenses incurred at an employee's official duty 
station not in combination with temporary duty (TDY) location and/or relocation, which is not under the authority 
of the FTR. 

3. Program Objective

The objective of the FEC travel program is to:

Allow employees to file for reimbursement of expenses for local, short-term, extended travel, frequent, 
infrequent and invitational travel, as applicable. 
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Achieve cost savings to the government through the use of government travel cards to reduce 
administrative overhead costs;
Ensure accountability and transparency by implementing and enforcing policies and procedures; and 
Educate employees of travel regulations to deter fraud, misuse, waste and abuse. 

4. Roles & Responsibilities

The FEC Travel Program allows for the reimbursement of qualified official government expenses when an 
employee travels outside of their official duty station and related expenses associated with local travel within their 
official duty station. Travel outside of an employee’s official duty station may entitle an employee to 
reimbursement of transportation expenses, per diem expenses, miscellaneous expenses, and travel expenses of an 
employee with special needs in accordance with the FTR. In 1988, Congress mandated that federal employees use 
the government-issued travel charge card for payments of expenses related to official government travel. Travel 
managers should ensure all their travelers use their government-issued travel charge card for all appropriate 
purchases of travel-related services or products such as meals, rental cars, hotel rooms, telephone, and internet 
service.

4.1 Primary Personnel

The OCFO is responsible for oversight and management of the FEC Travel and Charge Card Programs, which 
includes fleet, purchase, and travel cards. As it relates specifically to travel, the OCFO is responsible for the 
Centrally Billed Account (CBA) travel charge card and Travel Management Contractor/Travel Agent (TMC) and 
delegates the management and oversight of the agency’s Individually Billed Account (IBA) travel charge cards to 
the Administrative Services Division (ASD). The following table lists the primary officials for the FEC Travel 
program:

Travel Card Program

FEC Position
Role in Travel 

Program Responsibilities
FEC Chief Financial 

Officer (CFO)
Overnight of Travel 

Program
Provides policy leadership in strategic planning, budgeting and 
financial management to ensure FEC staff are knowledgeable of FTR. 
Ensures proper segregation of duties and risk management as it relates 
to Travel Management and is responsible for compliance with OMB’s 
Charge Card reporting requirements. 

Director of Finance 
Division

Oversight of Travel 
Examiner

Provides policy leadership in financial management and is responsible 
for oversight of the CBA and Travel Management Account. 
Responsible for the oversight of Finance Division personnel as it 
relates to processing Travel Authorizations (TA), Travel Vouchers
(TV) and coordination with the TMC.

Budget Office Funds Approval 
Official

Provides policy leadership in strategic planning and budgeting; 
responsible for verifying availability of funds; reviewing TAs to ensure 
amounts authorized are appropriate and in accordance with the FTR 
before a trip begins.

Financial Analyst, 
Finance Division

Travel Examiner Processes Approving Official and Budget approved TAs and serves as 
the liaison between the Agency and the financial institution. Provides 
TA information to the employee, which allows the travel agent to 
schedule all applicable flights that are charged to the CBA. 
Responsible for reviewing the TV upon completion of travel and 
reviewing the employee’s receipts to ensure they are correct and proper 
before authorizing the voucher for payment.

Financial Analyst, 
Budget Office

Certifying Official The Budget Office Financial Analyst is the Certifying Officer that 
approves transmittal for the travel CBA and TV transmittals.
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Travel Card Program

FEC Position
Role in Travel 

Program Responsibilities
Manager Administrative 

Services Division 
(Primary)

Director of Procurement 
(Alternate)

Travel card Level 1 
Agency/Organization 
Program Coordinator 

(A/OPC)

Oversees the agency’s IBA travel card program.

Management Analyst, 
Administrative Services 

Division

FEC Citibank Liaison Establishes and maintains accounts, issues, and destroys cards. 
Reviews monthly accounts for proper use and timely payments. 
Requests credit rating for creditworthiness determination.

Office of Human 
Resources (OHR)

Director of Human 
Resources

The Director of OHR will determine and execute the appropriate 
administrative and/or disciplinary action to be taken in the event of 
travel policy violations as it relates to vouchers or travel cards; and/or 
disciplinary action to be taken in event of card misuse, fraud, or 
abuse.

Supervisor/Manager Approving Official Reviews and approves TAs and TVs to ensure the trip and expenses 
are for official business, and are considered reasonable to accomplish 
the mission of the trip and comply with Federal regulations.

Employee Traveler Employees on official government travel must obtain travel approval 
prior to the trip and must maintain receipts for travel-related expenses.

For any official temporary travel destination, the employee must 
provide a receipt to substantiate their claimed travel expenses for 
lodging and receipts for any authorized expenses incurred costing 
over $75, per FTR § 301-11.25.

Employee Travel Cardholder Travel cards are available only for legitimate expenses in connection 
with official government approved travel. Travel cards are not 
permitted for personal expenses. 

All cardholders are responsible for filing claims timely and paying 
their bills timely. Employees who fail to follow these requirements 
may be subject to administrative, disciplinary or adverse action 
including but not limited to: letters of counseling, reprimand, and 
suspension, termination of card privileges and/or, termination of 
employment.

4.2 Agency/Organization Program Coordinator 

The FEC Agency Organization Program Cardholder (A/OPC) oversees the agency’s Travel Card Program. The 
A/OPC establishes program guidelines, serves as liaison between the cardholder and the purchase card contractor, 
provides on-going advice, oversees the establishment and maintenance of the accounts, and provides advice and 
guidance on the travel account audits. This individual coordinates activities associated with travel card applications, 
issuance and destruction of cards; establishment of reports; training of Cardholders; and serves as the liaison 
between the Agency and the financial institution for all matters related to the cards.

The CFO appoints the Travel Card A/OPC. The CFO is the Travel Card A/OPC for the CBA and the ASD 
Administrative Officer is the Travel Card A/OPC for IBAs. The Administrative Officer monitors and oversees the 
Travel Card Program as it relates to IBAs, establishes appropriate guidelines in concurrence with the 
Administrative Services Manager, and conducts reviews to ensure compliance with the FEC Travel Manual, the 
FEC Travel Card Policy, and the FEC Charge Card Management Plan, as the Organization Program Coordinator. 
The Administrative Officer may also assign an alternate administrator for additional assistance.
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Consistent with OMB Circular A-123, Appendix B, the FEC modeled procedures for A/OPCs with OMB 
guidelines to ensure employees use travel cards for authorized purchases or expenses only. A/OPCs are required to:

Ensure program integrity;
Identify common risk associated with Charge Card programs such as fraudulent, improper, and abusive 
purchases and apply internal controls to mitigate these risks though internal control procedures and 
enforcement of FEC policies and procedures;
Ensure FEC AOs review charge card reports, as necessary;
Require training for cardholders, AOs, and all applicable staff who use travel cards;
Review charge card statements, account activity reports, and reconciliations timely to identify questionable 
or suspicious transactions;
Review ATM cash withdrawals for reasonableness and association with official travel;
Contact employees to inquire about questionable or suspicious transactions; and 
Initiate administrative and/or disciplinary actions for each occurrence of travel card misuse.1

A/OPCs are responsible for ensuring appropriate communication channels between the card programs and OHR, to 
facilitate any needed changes to policies and procedures related to employee sanctions for card usage violations, 
and to facilitate violation reporting to the Office of Inspector General (OIG), and OHR, jointly.

4.3 FEC Citibank Liaison

The FEC Citibank Liaison establishes and maintains travel card accounts. This entails reviewing credit card 
applications to ensure the cardholder meets all requirements (including credit worthiness), reviewing Citibank 
delinquency reports and notifying cardholders of delinquent accounts, and reviewing charges to ensure they are in 
accordance with the FTR and the ASD Travel Card Policy. 

4.4 FEC Management

FEC Management reviews policies and evaluates risk management controls and training programs to ensure the 
ongoing effectiveness of the travel program.

4.5 Approving Official (AOs)

The Approving Official is a supervisor or other delegated official authorized to: (1) review and authorize travel 
prior to the commencement of employee trips, verify that travel funds are available in the office’s budget to cover 
the requested travel, and (2) review TAs to ensure amounts authorized are appropriate and in accordance with the 
FTR. AOs should approval TAs for their employees at least 14 days prior to the expected travel date. If notice of 
travel is less than 14 days, AOs must notify the Travel Examiner prior to submitting the TA request. Upon 
completion of the travel, the approving official reviews the employee’s TV, receipts, and other supporting 
documentation to ensure they are correct and proper before authorizing the TV for payment.

Approving Officials are at a supervisory level and include:

A. Commissioners approve TAs for their staff. The Chairman approves TAs for the Staff Director, General 
Counsel, and Chief Financial Officer.

B. Ethics Office consults with Commissioners on their travel plans to address any potential areas of concern. 
After consultation the Staff Director, approves TAs for Commissioners.

1 U.S. Office of Management and Budget, Circular A-123, Management's Responsibility for Internal Control, Appendix B, Improving 
the Management of Government Charge Cards. 13-14
http://www.whitehouse.gov/sites/default/files/omb/assets/agencyinformation_circulars_pdf/a123_appendix_b.pdf
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C. Deputy Staff Directors/Chief Officers. Authorizing Official authority may be delegated to Assistant Staff 
Directors/Directors (i.e., one supervisory level below the senior level). 

D. General Counsel, Deputy General Counsel, and Associate General Counsels. Authorizing Official authority 
may be delegated to Assistant General Counsels (i.e., one supervisory level below the senior level).

E. Inspector General (IG), Deputy IG and Counsel to the IG. The Counsel to the IG is the back-up official to 
the IG and Deputy IG.

F. Chief Financial Officer. Authorizing Official authority may be delegated to Division and Office Heads (i.e., 
one supervisory level below the senior level).

4.6 OCFO Responsibilities 

The Finance Division and Budget Office are responsible for reviewing the Travel Authorization for completeness, 
accuracy, and compliance with the FTR and FEC policies. The offices notify the authorizing or approving official
within the respective program office if there are any issues with travel documentation submitted for processing. The
Budget Office obligates funds approved on each TA and de-obligates funds for any cancellations.

A. Travel Examiner in the Finance Division must:

1. Provide the TA number to the traveling employee to ensure that the Travel Management Contractor has 
the appropriate authorization number to directly charge the CBA for travel arrangements. 

2. Review TVs to ensure that all claims are in accordance with the TA, expenses claimed are properly 
supported by original receipts, and the expenses are in accordance with the FTR.

3. Contact the traveler for any additional information or documentation to facilitate processing the TV for 
payment.

4. Verify that the TV is adequately supported by the TA, original receipts, and appropriate signatures for 
review and approval.

5. Prepare transmittals for TAs and TVs for submission to the Financial Management External Service 
Provider (i.e. Federal Shared Service Provider) for processing. 

Note: The back-up Travel Examiner is the Financial Analyst/Special Assistant.

B. Authorized Certifying Official must:

1. Verify that the TVs foot, crossfoot and contain appropriate signatures for review and approval.
2. Review and approve TV transmittals prior to submission to the Financial Management Federal Shared 

Service Provider (FSSP) for processing.

Note: The Authorized Certifying Officials are either the Financial Analyst in the Budget Office or another Special 
Assistant to the CFO/Financial Analyst in the Finance Division. 

To ensure proper segregation of duties a Financial Analyst acting as the Travel Examiner cannot certify TVs. A 
different Financial Analyst who is an approved Certifying Officer that has not acted in the role of the Travel 
Examiner may approve Travel Vouchers. 

4.7 Employee Traveler

The employee traveler is required to:

Submit Travel Authorization prior to commencement of travel.
File Travel Voucher with required receipts, within five days of completion of the trip.
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Pay travel card balances timely and ensure prompt reporting of questionable charge disputes.2

4.7.1 Initiating Employee Travel

The employee is responsible for making all travel arrangements, preparing appropriate travel documentation, and 
submitting documentation for approval and reimbursement. The following steps are set out to assist the employee 
when preparing to travel. Employees will:

1. Make travel arrangements (transportation, hotel, and rental car reservations) with the TMC/Travel 
Agent.

2. Prepare the Travel Authorization (GSA Form 87) and submit it to the supervisor and/or Authorizing 
Official (AO) for their signature (block 25A). Note: The AO (generally the employee’s immediate 
supervisor) is responsible for reviewing and approving TAs to ensure that the travel is consistent with 
the mission of the office and that the costs are in line with the office’s travel budget. The AO may 
change/correct any portion of the TA that does not adhere to the FTR. 

3. Submit the signed TA to the Finance Division before the date of travel. Note: The Finance Division 
will review the TA and approve funds associated with the scheduled trip. The Travel Examiner will 
notify the employee that they may confirm all travel arrangements with the TMC/Travel Agent.

4. Manage travel card charges and travel advance funds, if received, in accordance with the FTR.
5. Keep all original receipts for transportation, lodging, and any expense of $75.00 or more.
6. Prepare a Travel Voucher (SF 1012) within five days after the travel has been completed and submit it 

to the Finance Division for approval with original receipts (e.g. airline, hotel, taxi, parking, or any other 
miscellaneous expenses) to receive reimbursement.

7. When canceling an approved trip, immediately notify the Travel Examiner via e-mail with a copy to 
his/her supervisor. The Finance Division will de-obligate the travel funds based on the e-mail. 

8. When making changes that alter an approved TA (dates, hotel, common carrier, costs, etc…), submit an 
amended TA. If the costs on the original travel plan increase or decrease, only the difference in costs 
should be reflected on the revised TA (block 20).

9. If a travel advance is necessary, prepare a request and submit it with the TA. Travel advance funds are 
authorized at 80 percent of the total of the employee’s meals and incidental expenses plus other 
estimated costs (e.g., taxi fares). Lodging costs should not be included in the travel advance 
calculations. Once approved, travel advance funds are electronically deposited into the traveler’s bank 
account.

4.8 Pre-Employment Interview Travel

The FEC may cover the costs of pre-employment interviews if it is determined to be in the best interest of the 
government. The FEC authorizes the following pre-employment travel interview expenses:

Transportation expenses as provided in FTR § 301-10; 
Per diem expenses as provided in FTR § 301-11; 
Miscellaneous expenses as provided in FTR § 301-12; and 
Travel expenses of an individual with a disability or special need as provided in FTR § 301-13.

2 The Federal Election Commission and The National Treasury Employees Union, Labor Management Agreement Between the Federal 
Election Commission and The National Treasury Employees Union, 2013, 137. 
http://fecnet.fec.gov/hr/empresources/lma/2013LaborManagementAgreement.pdf.
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The FEC will:
Provide interviewees with a list of Federal Emergency Management Agency (FEMA) approved 
accommodations in the vicinity of the interview, and encourage them to stay in an approved 
accommodation; 
Inform the interviewee that they are responsible for excess cost and any additional expenses incurred for 
personal preference or convenience; 
Inform the interviewee that the government will not pay for excess costs resulting from circuitous routes, 
delays, or luxury accommodations or services unnecessary or unjustified in the performance of official 
business; 
Assist the interviewee in preparing the travel claim; 
Provide the interviewee with instructions on how to submit the claim; and 
Inform the interviewee that he/she may subject himself/herself to criminal penalties if they knowingly 
presents a false, fictitious, or fraudulent travel claim (See 18 U.S.C. § 287 and § 1001). 

5. General Commission Travel Policies

A. Employees, invitational, and non-employee travelers will be reimbursed within the limits prescribed by 
law, the FTR and FEC policies, for expenses incurred while carrying out official business of the agency
outside of their official duty stations. All travelers requesting reimbursement of allowable travel expenses 
must submit a Travel Voucher within five working days of the return date on the Travel Authorization.

B. An employee traveling on official business is expected to exercise the same care and reasonableness while 
incurring expenses that a prudent person would exercise if traveling on personal business. Unauthorized 
expenses and expenses incurred that exceed the maximum allowable rate authorized by regulation, cannot 
be reimbursed. Approving Officials have the authority and the responsibility to ensure that all claims are 
reasonable and accurate, even if the claim is lower than the maximum allowable rate.

C. Authorizing Officials must approve all travel prior to the traveler’s departure date, except in an emergency. 
In an emergency, the traveler must obtain verbal authorization from their Authorizing Official before 
departure and must ensure that a TA is submitted as soon as possible. A justification explaining the reasons 
why the TA could not have been prepared in advance must be included.

D. Employees that expect to travel outside of their official duty station five or more times within a year are 
encouraged to obtain and use a government-issued travel card for all lodging costs, meals, and incidental 
expenses. Employees should contact the ASD for a Citibank travel card application as soon as possible but 
at least 15 business days before scheduled travel. Prior to receiving a travel card, an employee must:

Complete GSA’s on-line travel card training and provide a copy of the certification of completion 
with the application for a travel card. 
Read and adhere to the terms and conditions in the Cardholder agreement.

E. Infrequent travelers that do not have a government issued travel card must contact the Travel Examiner 
in the OCFO to arrange for payment of travel expenses.

F. Travel undertaken at the invitation of any outside party must follow both the approval procedures of 
Directive 30 (Invitation Policy) and this policy. If such travel is to be paid for by a non-Federal source, 
employees must contact the Ethics Official in the Office of the General Counsel (OGC) before traveling 
for the appropriate guidance.

G. The FEC attempts to schedule and arrange employee travel to take place within the affected employee's 
regular workweek in accordance with 5 U.S.C. § 6101(b)(2).
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H. Travel during non-duty hours will not be required of an employee. When it is essential that an employee 
travel during non-duty hours and the employee is not eligible for overtime pay for those hours, upon 
request, the FEC will record, in writing, the reasons for requiring the employee to travel during non-duty 
hours and, upon request, furnish a copy of the recording document to the affected employee.3

I. Premium class travel (first and business class) for all agency personnel, including senior-level 
executives, must be approved by the Budget Office or the CFO. The approval must be in accordance 
with FTR § 301-2.5 and § 301-10.123. The TMC will not process any premium class travel without 
confirmation from either the CFO or Travel Examiner’s written approval. In addition, the Budget 
Analyst maintains records of all premium class travel on the commitment reconciliation worksheet and 
the Travel Examiner logs premium travel on the monthly travel log, if applicable.

J. IBA travel cards should not incur direct charges for airfare unless an approved exception is requested 
and authorized by the OCFO.

6. Travel Card Appointment/Termination Process 

6.1 Travel Cards

The FEC has two types of travel accounts under the Travel Card Program, the individually billed account (IBA) and 
centrally billed account (CBA). 

A. The IBA travel card is a contractor issued card used by travelers to pay for transportation services, 
subsistence expenses, and other travel expenses incurred in connection with official travel. The contractor 
bills incurred IBA charges directly to the employee. Employees who anticipate traveling more than five
times a year are strongly encouraged to obtain an IBA travel card. Airfare should not be charged on IBA 
travel cards unless an approved exception is requested and authorized.

B. The CBA is a contractor issued card used by the Travel Financial Analyst/Travel Examiner to pay for 
official travel charges relating to common carrier transportation tickets and the fees associated with the 
TMC. The TMC/Travel Agent charges the CBA once the travel authorization is approved. 

Employees must have approval from their supervisor, and the Budget Office prior to incurring any charges on the 
CBA or IBA account, using an official Travel Authorization form (GSA Form 87). The FEC reimburses IBA 
incurred charges with the submission of an approved Travel Voucher form (SF 1012).

6.2 Process for Acquiring a Travel Card

An employee requesting a travel card must receive his/her immediate supervisor’s approval; have a need to 
travel on official government business; must meet the travel card training requirements; and receive a 
satisfactory credit worthiness score, and must complete a IBA travel card application with ASD. For 
additional details on the travel charge card application process, see the ASD Travel Policy.
The Approving Official (AO), typically the employee’s supervisor, may request a government-issued travel 
card for a subordinate employee. To serve as an AO, an employee must: supervise the individual nominated 
to be a cardholder; and must meet the travel card training requirements. The AO reviews and approves the 
TA prior to travel.

3 Id. at 132-135.
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6.3 Procedures at Employment Termination or Separation.

This section outlines the procedures taken when an employee terminates employment. The FEC requires all 
terminating and separating employees to certify with the Finance Division with the FEC Employee Clearance form
(checkout process) that they have satisfied all applicable charges related to TAs, moving expenses, allowances, and 
TVs. The FEC may deduct any unpaid obligations due to the FEC from the employee’s final paycheck through 
salary offset.

Upon notice that a cardholder is separating from the agency or the Cardholder shall immediately notify their 
supervisor and coordinate the surrender of their IBA travel card to the AO who will notify the Travel A/OPC, as 
applicable to cancel the account through the checkout process. The cardholder is responsible for completing the 
review card activity and submitting applicable supporting documentation and prior to separation or transfer. The 
AO will notify Travel A/OPC, as applicable by providing a Card Cancellation notice, cutting up the card and 
returning both to the Agency/Organization Program Coordinator. The FEC will submit the Citibank® Account 
Closure Maintenance Form notifying them that a Cardholder has separated from the FEC. 

If the employee does not pay the balance prior to separation, the employee’s paycheck is offset.

Split Payment Disbursements and Salary Offset for Travel
Step Process

Split Disbursement Split disbursement is the process of dividing a TV reimbursement between the charge card vendor and 
traveler. The balance owed to each is sent directly to the applicable party. To achieve the split 
disbursement charges related to airfare are applied to the FEC Travel CBA upon receipt of an approved 
TA form. While the employee may include flight as an itemized expense on the TV, the employee is 
only reimbursed for other incurred travel expense such as lodging and per diem through the payroll 
system. Employees are expected to apply the reimbursed funds to their IBA Travel Card accounts. 

Salary Offset Salary offset is the collection of an undisputed, delinquent charge card amount via direct deduction 
from an employee’s payroll disbursement or retirement annuity on behalf of the charge card vendor. 
Salary offset applies to individually billed accounts only. While the FEC does not have a history of 
undisputed or delinquent card balance, FEC reserves the right to apply salary offset if the employee 
fails to timely and adequately resolve delinquent Travel Card balances. 

Split Disbursement 
and Salary Offset 
Waiver Procedures

Split disbursement and salary offset are mandatory; however, the FEC may waive or provide for an 
exemption when they determine that the cost of implementing split- disbursement and/or salary offset 
exceeds the benefits of implementation. The agency head must request such a waiver from the Director 
of OMB in writing, and provide the reasons therein. The Director of OMB, in consultation with the 
Administrator of GSA, will respond no later than 30 days after receiving the request for waiver or 
exemption. 

Due Process 
Requirements 
Prior to Salary 
Offset 

Salary-offset due process granted is equivalent to 31 U.S.C. § 3716, Administrative offset. In 
accordance with 31 C.F.R. Parts 900-904 (The Federal Claims Collection Standards), the due process 
requirements prior to salary offset are to provide the employee: 

written notice of the type and amount of the claim, the intention to collect the claim by deduction 
from the employee’s disposable pay, and an explanation of the employee’s rights as a debtor; 
the opportunity to inspect and copy the records related to the claim; review the agency decision 
related to the claim; and make a written agreement with the charge card vendor to repay the 
delinquent amount. 

7. Training Requirements

This section outlines agency training for Travel Card Program participants.

7.1 Cardholder/Approving Official

All travel cardholders and approving officials are required to complete travel card training prior to receiving an 
individually billed travel card. This training covers proper use of the travel card and is provided on-line by the GSA 
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SmartPay Travel Card Training program (https://training.smartpay.gsa.gov/training/travel-card-cardholders). 
Cardholders are expected to complete this training at least once every three years. The Certificate of Training must 
accompany the credit card application package. The cardholder must submit a copy of the training certificate to 
ASD upon completion of the refresher training every three years.

7.2 A/OPC 

A/OPC – FEC has one travel A/OPC for the agency and three back-up A/OPCs

The A/OPC receives the same training as the cardholder and is required to complete the GSA SmartPay Travel 
Card A/OPC Training (https://training.smartpay.gsa.gov/training/travel-card-aopc) at least once every three years.
The training provides detailed instruction on the roles and responsibilities of the A/OPC and is required prior to 
appointment.

8. Management Controls

8.1 Creditworthiness Policies and Procedures

This section summarizes agency policies and procedures regarding creditworthiness and performing credit checks. 
All new applicants for a travel charge card must undergo a credit worthiness check prior to issuance of a travel 
card. The card issuer (Citibank) completes the creditworthiness assessment. For additional details, see the ASD 
Travel Card Policy. 

8.2 Authorization Controls

FEC uses Merchant Category Code (MCC) to block specific categories of purchases. Only the A/OPC change block 
or unblock a specific MCC. An employee experiencing difficulties processing a payment with a valid vendor must 
contact the A/OPC immediately to resolve the issue. The FEC maintains dollar limits on ATM withdrawals for 
travel advances as noted the ASD Travel Card Policy. Additionally, the FEC maintains monthly dollar limits on 
travel charges.

8.2.1 Travel Authorization (TA) and Voucher (TV) Controls

To ensure adequate internal controls travel cardholders are subject to purchase limits and must submit a Travel 
Authorization form (GSA Form 87) to travel and a Travel Voucher form (Standard Form 1012) to receive 
reimbursement for incurred expensed related to official travel. 

8.2.1.1 Travel Authorization

All travel over 12 hours in duration should require a TA. Employees should submit TAs as soon as travel needs are 
known. If an employee becomes aware of travel needs less than 14 days before departure they must notify the 
Finance Division prior to submitting a TA request form. If an employee anticipates needing cash during their
official travel and plans to withdraw funds (i.e. cash advance) through the ATM from their government issued 
travel card, the total amount expected to be withdrawn must be included and approved on the employee’s TA
request form. The total cash advance amount must be approved by the Approving Official prior to travel or 
withdrawal. Exceptions to this rule may be made in the event of an emergency and a record of communication 
between the employee and their supervisor must be maintained and provided to the Finance Division.

Approval of official government travel must be made by the appropriate supervisor or another authorized employee
using the GSA TA request form. Employees should submit the forms electronically to FEC-
TravelAuthorizations@FEC.gov. All claims are subject to audit and subject to FTR prescribed by GSA. TOGC 
authorizes invitational travel for deponents in their legal proceedings. 
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Once the form is received, the Budget Office reviews and approves it and then routes the form to the Finance 
Division. The Finance Division will review prior to submission to the Financial Management FSSP for processing. 
The Finance Division will provide the TA number to the employee. The Travel Examiner tracks approved TAs in 
an Excel spreadsheet including: employee name, TA number, dates of travel, and approved amount. When the 
employee receives the TA number, the traveler is authorized to coordinate with the FEC designated Travel Agent to 
reserve their official mode of transportation. The Travel Agent will bill the FEC's Travel CBA for the traveler’s 
official mode of transportation.

8.2.1.2 Travel Card Purchase Limits

The Finance Division and FEC staff use travel cards to cover travel expenses approved on the TA. The standard 
purchase limit for the travel card is $5,000, however, an employee may request an increase if the expenses are 
expected to exceed the $5,000 limit. All requests for an IBA credit increases are submitted to the ASD for review 
and approval. The Travel Card limits are as follows:

Card Type Single Purchase Limit Credit Limit

Centrally Billed Travel Card $100,000.00
Individually Billed Travel Card $1,250.00 $5,000.00 

Employees are subject to limits on ATM cash withdrawals for IBAs. IBA travel cardholders are allowed to 
withdraw up to 25 percent of their daily average limit during periods of official travel. The fee charged against 
ATM withdraws is 2.10 percent of the allowable amount of the daily limit. While employee’s are allowed in limited 
circumstances to withdraw pre-approved ATM cash withdrawals (i.e. cash advances), employees should be mindful 
that cardholders should use the travel card whenever possible in accordance with Federal Travel Regulations. The 
Travel card should be the primary means of payment for all travel related expenses (whenever possible).

8.2.1.3 Travel Voucher

Once the employee has returned from their travel, they will prepare a Travel Voucher (TV) form to include all 
authorized travel related expenses charged on both the individually billed travel card as well as airfare charged to 
the CBA. In accordance with FTR, employees must complete their TV form within five working days after 
completing a trip. If an employee is in a continuous travel status, they must complete a TV every 30 days.

The TV is approved by the appropriate supervisor and routed to the Finance Division at FEC-
TravelVouchers@FEC.gov. Once received the Travel Examiner will review the supporting documentation validate 
travel expenses (i.e. hotel rates, per diems/meals but excluding airfare charged to CBA). GSA defines per diem is 
the allowance for lodging (excluding taxes), meals and incidental expenses. GSA determines per diem rates for 
destinations within the Continental United States (CONUS) while the State Department determines foreign per 
diem rates. The Travel Examiner will review applicable government rates (e.g. per diem) listed on the voucher to 
ensure amounts comply with the FTR.

Once the Travel Examiner approves the TV and logs it in a transmittal form and routes to the Budget Office,
Financial Analyst/Certifying Officer who will voucher transmittal and transmit the approved form to GSA for 
payment processing. 

In accordance with the FTR, if the FEC disallows a travel claim for any reason, the FEC will notify the employee 
with an explanation of why the claim was disallowed within seven workdays of receipt of the claim.4

4 Id. at134.
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Employees will be notified if they owe additional funds or are due a reimbursement within three workdays of being 
processed. Reimbursements to the Agency and reimbursements to the employee will be made within three 
workdays of the notification. Employees who receive a reimbursement will be notified of the electronic transfer.5

8.2.2 CBA Statement Review 

When the traveler provides the TA number to the TMC applicable airfare and travel management fees are charged 
to the centrally billed account. The Finance Division will receive the CBA travel card statement monthly. The 
Travel Examiner will verify the fare and other applicable fees and compare it to the TV form and will complete the 
receiving report for the CBA statement. The AO for the OCFO CBA receiving report is the Financial 
Analyst/Travel Examiner. The alternate OCFO Certifying Officer will certify CBA charges to pay the CBA travel 
card statement. Once the CBA statement is approved, the Finance Division will submit the approved statements and 
applicable support to the Financial Management FSSP for payment processing.

8.2.3 Travel Advances/Infrequent Travel

Infrequent travelers (those traveling less than three or four times a year) typically use their personal funds (i.e. cash, 
or personal charge card) as outlined in § 301-51.5 of the FTR. On a case-by-case basis, there is the option of 
receiving a travel advance for estimated out of pocket expenses. Employees who travel less than five times a year 
are not required to obtain a travel card. However, the agency does not require an employee to pay travel expenses 
using personal funds unless the employee has elected not to use alternative resources provided by the government,
such as the individually billed travel charge card. While infrequent travelers are not required to obtain a travel card, 
the FEC encourages them to obtain a card when they cannot use personal funds rather than receiving the cash 
advance.

8.3 Authorization for Non-refundable Tickets

Generally, the FEC follows GSA by using the City Pair Program (CPP), which offers fares considerably lower than 
comparable commercial fares, when making travel arrangements, which are fully refundable. However, FTR lists 
exceptions to the rule in § 301-10.107and § 301-10.108. 

A non-contract carrier offers a lower fare to the general public that, if used, will result in a lower total trip 
cost to the government (the combined costs of transportation, lodging, meals, and related expenses 
considered); therefore, based on the exceptions listed below, the Commission approves the purchase of non 
refundable/non contract fares.
Additionally, the traveler must know or reasonably anticipate that they will use the ticket.

All airfare purchases must be made through Travel Management Contractor/Travel Agent (TMC) for travel to/from 
desired destination. Individuals traveling shall obtain the lowest available non-refundable commercial fare offered 
to the public. Transportation must be practical and cost effective for the government. Requests are evaluated on a 
case-by-case basis and approval to travel with a non-reimbursable ticket is documented in a memorandum from the 
CFO, which is attached to the Travel Authorization. 

8.4 Invitational Travel Controls

There are certain circumstances in which FEC may authorize invitational travel. Invitational travel matters fall 
under Commission Directive 30 – Circulation Authority; Invitation Policy. FEC employees shall not receive direct 
reimbursement for travel expenses incurred for invitational travel by the third party (entity inviting FEC personnel). 
If an FEC employee pays for invitational travel using their IBA/Travel Card for taxi fare, tolls, or mileage with 

5 Id. at 133.
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their personnel funds they will receive reimbursement directly from the FEC, after the FEC receives reimbursement 
from the third party. 

8.5 Controls, Related to Centrally Billed Account (CBA) Delinquencies

FEC has one centrally billed travel account for purchasing common carrier tickets and for invitational travelers. The 
OCFO reconciles all charges monthly and records and pays the CBA statement via the Financial Management 
FSSP accounting system, Pegasys.

8.6 Controls, Related to Individually Billed Account (IBA) Delinquencies

The ASD reviews monthly Citibank travel card pre-suspension/cancellation report to monitor delinquent 
travel card accounts. These reports list those employees who have not made payment on their travel card 
accounts when payment was due. 
As needed, the ASD sends an e-mail to the employees whose names appear on the report notifying the 
employee to make a payment immediately on his/her travel card account. If the bill is paid in full within 30 
days of the Citibank suspension notice, no further action will be taken. 
If the bill is not paid in full within 30 days of the Citibank suspension notice, the ASD sends an e-mail to 
the employee’s supervisor and the employee informing him/her of the delinquency and that Citibank 
account is suspended due to non-payment. Additional details’ concerning this process is in the ASD Travel 
Card Policy. 
If the card balance is not paid immediately, following notification the ASD notifies the Director of OHR of 
the delinquency. The supervisor and the Director of OHR will determine the appropriate administrative 
and/or disciplinary action to be taken. 
FEC uses the split disbursement process when paying TVs (see Table 6.1).
Expenses paid directly to the individual travel charge card by split disbursement are common carrier 
tickets; lodging; taxes; rental vehicles and TMC/Travel Agent fees. Travel Authorization and Voucher 
(TAV) fees are paid directly to the contractor. Other expense items that may be selected by the traveler for 
direct payment to the travel card contractor are: ATM fees; authorized calls home; business calls; internet 
connection fees; departure tax/conversion; excess baggage; hotel fees; meals; and rental cars without 
reservations. Additional details of this process are outlined in the ASD Travel Card Policy. 

8.7 Controls, Practices, and Procedures Related to Charge Card Misuse and Abuse

To ensure travel card monitoring activity is adequately documented the Agency/Organization Program Coordinator 
(A/OPC), within Finance and ASD will maintain supporting documentation monthly for each control activity, and 
any actions taken to notify employees and their supervisors of infractions identified. If there is evidence of fraud, 
waste or abuse the matter will be submitted to the OCFO who will report the matter to the OHR and the OIG for 
investigation, if applicable. The OCFO will maintain a record of any notifications submitted to the OIG or OHR.

The ASD routinely reviews the monthly Citibank report of detailed travel card transactions and the declined 
authorization report to identify and detect possible misuse of the FEC Citibank Travel Card. 

If a credit card purchase appears to be inappropriate, the ASD sends an e-mail to the employee requesting 
an explanation and the back-up documentation justifying the purchase within ten business days. 
If the response is acceptable, no further action is taken. 
If the response does not validate the purchase, an e-mail is sent to the employee’s supervisor and the 
Director of OHR requesting that appropriate administrative or disciplinary action be taken.
Additional details of this process are outlined in the ASD Travel Card Policy. 
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Effective CY 2014 the ASD, AO/A/OPC monitors travel cards for erroneous or improper purchases by accessing 
and performing a monthly review of the CitiDirect Card Reporting System report(s) from Citibank for IBAs. If 
erroneous or improper purchases are identified, the ASD A/OPC will notify the OHR Director, CFO, and the 
supervisor, and employee of the purchase. The CFO and the OHR Director will determine the appropriate 
administrative and/or disciplinary action to be taken. For additional details, see the ASD Travel Card Policy.
Financial Analyst in the Finance Division, monitors travel transactions for erroneous or improper purchases by 
accessing and performing a monthly review for Citibank CBA statement. Additionally, the Financial Analyst 
reviews the travelers TA. The traveler’s manager is contacted and disciplinary actions may be imposed; if 
erroneous or improper purchases are identified during the review. As needed, the Financial Analyst sends an e-mail 
to the traveler’s supervisor to discuss that discrepancy and reach a resolution.

8.8 State Tax Controls 
 

The FEC maintains a District of Columbia certificate of exemption from sales and use tax. The certificate is 
available on the Intranet, on the OCFO page. 

Centrally Billed Accounts travel cards are exempt from state taxes in every state and requires a form in two states 
to receive the exemption.6 Individually Billed Accounts travel cards are exempt in Puerto Rico, the US Virgin 
Islands, and 11 states.7 IBA exemptions require a form to receive the exemption in six states and in Puerto Rico.8

Additional details related to specific state tax information are located on the GSA SmartPay® State Tax 
Information Website: https://smartpay.gsa.gov/about-gsa-smartpay/tax-information/state-response-letter. More 
detailed information concerning various state exemption compliance rules are available on the Intranet, on the 
OCFO page. The OCFO provides copies of exemption certificates, additionally; the Travel Exemption 
Memorandum and District of Columbia exemption certificate are located on the OCFO Intranet Page: 
http://fecnet.fec.gov/ocfo/, under the Finance Menu Option.

While on official travel, it is strongly suggested that each traveler contact the hotel before making the reservation to 
determine, how to charge the IBA travel card with the appropriate amount of taxes if applicable. The United States
government is not a party to the transaction when seeking exemption of taxes for hotel expense, because the federal 
employee becomes personally liable for the room rental including associated taxes, even when on official business. 
An employee may not assert the government's immunity from local taxes, unless the state and local law exempts 
federal employees from the tax. 

8.9 Actions Prohibited and Penalties.

This section provides guidance on disciplinary actions for fraud and other egregious abuse of a government charge 
card in accordance with OMB Circular A-123, Appendix B, Section 4.9.

8.9.1 Delinquency Controls

Effective CY 2014 the ASD, AO/A/OPC monitors Citibank Delinquency Report. As needed, the ASD AO will 
send an e-mail to employee's whose names appear on the report notifying them to immediately make payment on 
his/her travel card account, as noted the ASD Travel Card policy. 

6 General Services Administration, State Tax Information. https://smartpay.gsa.gov/about-gsa-smartpay/tax-information/state-response-
letter.
7 Id.
8 Id.
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8.9.2 Improper, Fraudulent, Abusive, or Negligent Use

Improper, fraudulent, abusive, or negligent use of any government charge card is prohibited. The FEC may impose 
disciplinary action for charge card infractions, including removal for serious or repeated infractions. Appropriate 
agency personnel may impose, but are not limited to, the following administrative and/or disciplinary actions for 
negligence, misuse, abuse, or fraud:

Verbally counsel and issue a letter of counseling/reprimand to the employee;
Deactivate, suspend, or cancel employee accounts; and
Impose additional disciplinary actions deemed appropriate by the agency, such as termination of 
employment and/or legal prosecution.

Circumstances surrounding each case should be considered when determining the proper type of corrective or 
disciplinary/adverse action, if any, which may be imposed. Generally, a progression of increasingly severe penalties 
is suitable. In some instances, the infraction may warrant the most severe penalty for a first offense.

Egregious purchases are most severe when they result in an intentional private gain for a cardholder/purchaser with 
little if any benefit to the agency. The FEC must comply with all applicable law and regulatory guidance in 
determining whether to impose disciplinary or adverse action in any specific case.

In cases of suspected fraud, travel card managers must refer these instances to independent investigatory agencies 
(e.g., the agency’s OIG or the Department of Justice) for investigation.

9. Reports

The FEC uses travel card reports for monitoring delinquency, misuse, performance metrics, and other transactions 
and program management issues. Additional details concerning the monitoring process can be found in the ASD 
Travel Card Policy. 

Citibank monthly travel card pre-suspension/cancellation report - Monitors delinquent accounts in a pre-
suspension or pre-cancellation status.
Citibank Account Activity Report - Lists all account level detail for all transaction activity.
Active Account Listing - Displays all active accounts.
ATM Report - Lists number of ATM withdrawals for each account.
Card Delinquency Report - Shows account status and past due amount information for cardholders.
Declined Authorization Report - Shows information on attempted transactions that have been declined to
monitor inappropriate usage attempts.
Detailed Account Listing Report - Lists all accounts to include information to identify and contact
cardholders.
Lost, Stolen, Invalid or Canceled Accounts Report - Identifies lost, stolen, invalid or canceled cards. 
Pre-Suspension/Pre-Cancellation Report - Provides account status and past due amount information on 
account in a pre-suspension or pre-cancellation status.

Effective in FY 2015, GSA requires agencies to report premium class travel by ticket. If any portion of the ticket 
purchased is traveled in “Other-Than-Coach” class, the entire cost of the ticket must be reported. To comply with 
this requirement, agencies should collect the Premium Class TICKET level and comparable coach class data 
throughout FY 2015. While the FEC generally does not incur premium travel, the TMC/Travel Agent can provide 
ad hoc reports to identify all premium class travel to provide for external reporting purposes or internal reviews as 
applicable. The reports provided by the TMC will aid in the reliability and accuracy of data reporting at the end of 
the fiscal year. 

The agency is not required to report on the following types of premium-class accommodations:
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Premium-class accommodations paid by the traveler; 
Premium-class acquired by the traveler through frequent flier points or benefits; 
Premium-class is considered a free upgrade; 
The federal government paid coach-class fare (or less) for premium-class accommodations; or 
Premium-class data protected from public disclosure by statute or Executive Order. However, agencies not 
reporting data are required to submit the following aggregate information (see FTR § 300—70.103). 
Aggregate number of authorized other than coach-class trips that are protected from disclosure; 
Total cost of actual other than coach-class fares paid that exceeded the coach-class fare; and 
Total cost of coach-class fares that would have been paid for the same travel.

10. Record Retention

The FEC complies with the records management requirements as defined by the National Archives and Records 
Administration (NARA).

10.1 Training Certificates 

FEC employees who travel and maintain an Individually Billed Travel Card must complete travel training. An 
employee must retain his/her completed travel-training certificate for at least three years. At any point, the ASD, 
the supervisor or the Director of OHR may request a copy to ensure compliance with the FEC policies.

10.2 Travel Files

The Finance Division and ASD work together to maintain applicable copies of TVs, TAs, and supporting 
documents (e.g. receipts) for travel and transportation charges for which FEC pays. The support must be maintained 
for at least 6 years, 3 months, and comply with NARA and Appropriation Law standards.

11 Local Travel Claim

GSA allows agencies to establish their own policies over Local Travel. Local travel expenses can be claimed for 
travel related expenses incurred within the vicinity of the official duty station while on official government 
business. In accordance with 5 C.F.R. § 550.112(j) and § 551.422(d) the FEC may prescribe a mileage radius of not 
greater than 50 miles to determine whether an employee's travel is within or outside the limits of the employee's 
official duty station for determining entitlement to overtime pay for local travel. 

Local travel will not include M&IE (meals and incidental expenses); employees with approval in limited 
circumstances may incur charges for lodging or rental of a vehicle to conduct authorized official business.

The FTR, under 41 C.F.R. Chapters 300-304, delegate’s authority to agencies to define a local radius for official 
business travel either at or near the official duty station/official station. An employee’s supervisor must approve 
local travel expenses that exceed the employee’s normal commuting costs.

Employees pay local official travel expenses directly through the use of their own personal funds or a government 
issued Travel Card Individually Billed Account (IBA). The IBA may be used without an approved TA, however the 
employee must have support to indicate that they were on official government business (e.g. local training or a local 
business meeting). According to the GSA Smart Pay Helpful Hints for Travel Card Use guide, “The GSA SmartPay 
2 master contract permits non-DOD customer organizations to use the travel card for local travel in accordance 
with specific agency/organization policies and procedures.” In addition, the GSA Smart Pay 2 Master Contract 
FCXC-G-060001-N, Section CT.1.1 States, “Individually billed charge card accounts are used to pay for official 
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and local travel and other travel-related expenses. The Government reimburses employees only for authorized and 
allowable expenses. […] The travel card is to be used for official government use only.”

The FEC will reimburse employee expenses for toll fees, parking and mileage for travel to the extent that allowable 
costs exceed the employee’s normal commuting expenses between the employee’s residence and the official duty 
station for privately-owned vehicles (POV). If the employee does not have a vehicle or access to a government 
vehicle, government-provided shuttle, or mass transportation the employee may use and receive reimbursement for 
taxi services. 

Rental vehicles may be used for local travel if approved by an approving official and the Budget Office. If an 
individual is approved to use a rental car, they must contract with a government contract rental agency, when 
available. All receipts associated with rental vehicles should be submitted with the local travel reimbursement form. 

To receive reimbursement an employee must complete, a Claim for Reimbursement for Expenditures on Official 
Business (SF 1164) form. The form should be completed by the employee and approved by the employee’s 
supervisor prior to reimbursement. The employee then submits the SF 1164 to the Budget Office for budget 
approval by e-mail at FEC-TravelVouchers@FEC.gov, which is then routed to the Finance Division for final 
approval by the Travel Examiner. Once approved the Travel Examiner submits the SF 1164 to GSA for payment 
processing. 

Management routinely reviews employee Individually Billed Account - Travel Card Statements. Employees are 
strongly encouraged to maintain supporting documentation for local travel purchases made in case their Travel 
Card Statement in the event their statement is selected for audit and review. Employees who violate FEC Local 
Travel policies will be warned upon the first offence and may be subject to disciplinary actions as described in 
section 8.9 Actions Prohibited and Penalties for misuse of a government Travel Card, if applicable.

12 Frequently Asked Questions

12.1 Invitational Travel

Are Travel Authorizations required for invitational travel? There are two types of invitational travel: 1) FEC 
employees invited by an outside entity, and 2) individuals requested to appear as witnesses by and for the FEC. 
Yes, TAs are required for all travel undertaken on official business on behalf of the FEC.

12.2 Can an Entity Other Than FEC Pay the Cost of Invitational Travel?

If the organization that invited the employee is paying the travel costs, will the employee need a Travel 
Authorization? Yes, the employee still needs a TA, because they will be traveling on official business on behalf of 
the FEC. Even if the organization is paying all expenses in-kind, the TA still demonstrates that the employee is 
traveling on official government business. It also helps the FEC provide backup for the Ethics Staff. For more 
specifics about invitational travel, no matter who is paying, please see the FEC Directive 30 on "Invitation Policy".

12.3 A Witness Is Coming To The FEC Who is Responsible for Paying Witness Travel?

Deponent/Respondent 

When a witness is requested to appear for a deposition by the FEC, the agency will usually pay for initial expenses 
incurred for the related travel. OGC will determine on a case-by-case basis if other arrangements are to be made.
Witness travel is regulated by 28 U.S. Code § 1821 - Per diem and mileage generally; subsistence. A letter 
explaining our travel polices along with an OGC Deposition Witness Travel Information form, an ACH 
Vendor/Miscellaneous Payment Enrollment form (SF 3881), a Request for Taxpayer Identification, and 
Certification form (W-9), is sent to the witness to complete and return before travel begins. The witness must 
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coordinate their travel transportation, lodging and related expenses with OGC and submit their claims directly to 
the attorney who requested their attendance. A TA along with the SF 3881 and W-9 are submitted to Finance. After
a travel authorization number is provided, OGC will manage all travel plans for witness and deponents travel. All 
forms regarding the witness to Finance must include the TA number and indicate the traveler is a witness.

Once travel is completed, the witness must submit a request for Reimbursement Memorandum for allowed 
expenses with all applicable supporting documentation within five days after travel is completed. OGC prepares the 
TV and submits it to the witness for review and signature. OGC will submit the completed TV to the Finance 
Division. The Finance Division forwards the memorandum to the Budget Office for approval. Once approved the 
claim is routed back to the Finance Division for certification, and is submitted to Financial Management FSSP for 
processing. 
  
EEO Witness

If a witness is coming forth as a current or former employee concerning an Equal Employment Opportunity (EEO) 
complaint, in accordance with the Federal Sector Complaints Processing Manual, Management Directive, MD-110 
Chapter 7- the Equal Employment Opportunity Commission (EEOC) gives the federal government guidance on 
paying for employee travel related to EEO Complaints. Therefore, the FEC will defer to MD-110 Chapter 7 if such 
a claim arises. 

Also, the Comptroller General Opinion, B-235845, Mar 12, 1990, 69 Comp. Gen. 310, which is cited in MD-110,
indicates that for such witnesses their current employing agency must authorize and pay the employee's travel 
expenses to attend the hearing, but that agency is entitled to reimbursement from the defendant agency in the EEO 
matter.

12.4 Who places the Airline Reservation?

When an employee’s supervisor has authorized government travel, can the employee call an airline of their choice 
for the employee’s trip to make a reservation? No. All FEC travel reservations are made through the Travel 
Management Contractor/Travel Agent.

12.5 When Is A Personal Or Government Credit Card Used For Government Travel Reservations?

When an employee calls the Travel Management Contractor/Travel Agent (TMC) to make their official travel 
reservations, should the employee pay their ticket at that time with their personal credit card or their IBA card? No. 
The FEC has an account with the TMC and is billed (centrally billed) for all travel reservations made by travelers 
or their assistants. 

12.6 What Happens If an Employee Does Not Have Authorization Prior To Travel?

What if circumstances do not allow the employee to receive an approved Travel Authorization before they leave? 
These situations should be rare, but if they do occur, then the employee should ensure they receive the approved 
Travel Authorization as soon as possible.

12.7 What Are the Rules on Tax Exemptions?

All charges initiated on the centrally billed travel card should be tax exempt.
Individually billed travel cardholders are responsible for ensuring that the FEC is not charged taxes when 
making purchases, where applicable.
The travel cardholder should present documentation of the FEC’s tax-exempt status when booking lodging 
and transportation services.
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If during a subsequent review of invoices and receipts it is determined that tax was charged on a receipt or 
invoice in a state where the travel cardholders IBA should have been exempt the cardholder is responsible 
for contacting the vendor to request a credit back to the charge card. 
The cardholder shall not contact Citibank directly to request a credit for tax charges incurred, unless there 
is a dispute between the agency and the vendor. 

GSA’s website provides details relating to the tax exemption status of for various states applicable to the travel 
card: https://smartpay.gsa.gov/about-gsa-smartpay/tax-information/travel-card.

12.8 How Do I Submit My Travel Authorizations and Travel Vouchers Electronically?

The OCFO has two e-mail addresses for travel related documents: (1) Travel Authorizations and (2) Travel 
Vouchers. TAs should be submitted electronically, (scanned and then e-mailed) to FEC-Travel Authorization inbox
and Travel Voucher inbox, respectively. The Budget Office reviews the authorization for funding availability and 
routes the orders to the Administration Division for a compliance review with FTR. The Finance Division assigns 
the TA number, processes and certifies both the authorization and the voucher according to FTR and Agency Policy 
and returns a scanned copy of the signed order (authorization) to the traveler via e-mail.

12.9 What Are Allowable Privately Owned Vehicle Travel Expenses In Addition To Mileage?

What expenses are allowable in addition to the POV mileage rate allowances? According to FTR § 301.10.304, the 
following are reimbursable and non-reimbursable expenses:

Reimbursable Non-Reimbursable
Parking fees Charges for repair of POV (related to mileage allowances)
Ferry, Bridge fees Replacement of oil, antifreeze, etc. (including gasoline)
Tunnel, Road fees Towage of POV, state and federal taxes, insurance
Flight fees

12.10 Are Laundry Expenses Permissible? 

Are Laundry expenses allowable for Reimbursement? According to FTR § 301-11.31, expenses incurred for 
laundry, cleaning and pressing of clothing at a temporary duty assignment (TDY), including training, location are 
reimbursable as a miscellaneous travel expense. However, you must incur a minimum of four consecutive nights 
lodging (FEC AGENCY POLICY IS A MINIMUM OF SEVEN DAYS CONSECUTIVE LODGING and Agency 
Policy supersedes the FTR) on official travel to qualify for this reimbursement.

12.11 Who Should Employees Contact If They Have Other Travel -Related Questions?

For specific travel questions, the employee can contact the Budget Office. For questions on payment of travel 
expenses, employees should contact Finance Division – Travel Examiner. For ethics questions, employees should 
contact the Ethics Officer in OGC; and for questions on the Invitation Policy, employees should contact the Budget 
Office.

12.12 How Should An Employee Account For Telephone Calls And E-mails?

Employees who, while on official travel status or temporary duty assignment (TDY), use a computer for official 
work are permitted unlimited use of electronic mail during non-working hours for official computer use at no 
expense to the employee. Those employees who are not required to use a computer for official work while on 
official travel status or TDY, but who bring a computer with them, will not be reimbursed for any associated fees 
that the hotel may charge for using e-mail (for example, a fee for using a data port). Employees are responsible for 
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any hotel connection charges or length-of-time use charges related to their personal use of the computer. Employees
may be reimbursed for personal phone calls as resalable and approved by their supervisor.

13 Travel and Employee Pay

13.1 Traveler Compensation and Benefits

Employees, while in travel status, are entitled to overtime compensation, including compensatory time where 
applicable, in accordance with Federal overtime pay regulations.9 The applicable regulations are cited below:

A. Fair Labor Standards Act-Exempt Employees (5 C.F.R. § 550.112(g)). Time in travel status away from the 
official duty station of an employee is deemed to be hours of work only when:

1. the time is within the employee’s regularly scheduled administrative work week, including regular 
overtime work; or

2. the travel:
a. involves the performance of actual work while traveling;
b. is incident to travel that involves the performance of work while traveling;
c. is carried out under such arduous and unusual conditions that the travel is inseparable from work; 

or
d. results from an event which could not be scheduled or controlled administratively, including travel 

by an employee to such an event and the return of the employee to his or her official duty station.

B. Employees Covered by the Fair Labor Standards Act (5 C.F.R. § 551.422). Time spent traveling will be 
considered hours of work if:

1. an employee is required to travel during regular working hours;
2. an employee is required to drive a vehicle or perform other work while traveling;
3. an employee is required to travel as a passenger on a one-day assignment away from his or her official duty 

station; or
4. an employee is required to travel as a passenger on an overnight assignment away from the official duty 

station during hours on non-workdays that correspond to the employee’s regular working hours.10

13.1.1. Requirements for Traveler Compensatory (Comp) Time 

The requirement for traveler Compensatory (Comp) Time eligibility is mandated by statue in 5 C.F.R. § 550.1404 -
Creditable travel time. An “employee” as defined in 5 U.S.C. § 5541(2) employed in an “Executive Agency” under 
5 U.S.C. § 105 for exempt and non-exempt employees subject to overtime pay provisions under the Fair Labor 
standards Act of 1938, as amended. The FEC must credit an employee with compensatory time off for time in a 
travel status if—

1. The employee is required to travel away from the official duty station; and
2. The travel time is not otherwise compensable hours of work under other legal authority.

13.1.2. Travel Status for Travel Compensatory (Comp) Time

Employees earn compensatory time off for travel in a travel status when time that is not "compensable." The Office 
of Personnel Management (OPM) provides the ‘Fact Sheet: Hours of Work for Travel’ to aid federal employees in 

9 The Federal Election Commission and The National Treasury Employees Union, Labor Management Agreement Between the Federal 
Election Commission and The National Treasury Employees Union, 2013, 
http://fecnet.fec.gov/hr/empresources/lma/2013LaborManagementAgreement.pdf, p.137.
10 Id. at 133. 
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differentiating travel hours, regular work hours, overtime, and compensatory time. In accordance with 5 C.F.R. §
550.1404 - Creditable travel time, compensatory time off for travel, within a travel status includes:

Time spent traveling between the official duty station.11

Time spent traveling between two temporary duty stations; and 
Time spent in an “usual waiting time” that precedes or interrupts travel (e.g., waiting at the airport) 
If an employee is required to travel directly between his or her home and a temporary duty station outside 
the limits of the employee's official duty station, the travel time is creditable as time in a travel status if
otherwise qualifying under this subpart. However, the agency must deduct from such travel hours the time 
the employee would have spent in normal home-to-work or work-to-home commuting.12

If the transportation terminal is outside the limits of the employee's official duty station, the travel time to 
or from the terminal outside regular working hours is creditable as time in a travel status, but is subject to 
an offset for the time the employee would have spent in normal home-to-work or work-to-home 
commuting. If the employee travels between a worksite and a transportation terminal, the travel time 
outside regular working hours is creditable as time in a travel status, and no commuting time offset 
applies.13

Time that is not creditable travel time, compensatory time for travel, within a travel status includes:
Time spent at a temporary duty station between arrival and departure. 
Extended (i.e. not unusual) waiting time between actual periods of travel during which the employee is free 
to reset, sleep, or otherwise use the time for their own purposes. An example of extended time would be 
using the layover period between flights to visit friends and family that live in area. 
If an employee is required to travel between home and a transportation terminal (e.g., airport or train 
station) within the limits of his or her official duty station as part of travel away from that duty station, the 
travel time outside regular working hours to or from the terminal is considered to be equivalent to 
commuting time and is not creditable time in a travel status.14

Period of Availability for Travel Compensatory Time off:

If travel compensatory (comp) time off is not used by the end of pay period 26 after the pay period during which it 
was earned.

Upon voluntary transfer to another agency;
Upon movement to a noncovered position; or
Upon separation from the Federal government15

Under no circumstances may an employee receive payment for unused compensatory time off for travel.

13.1.3. Traveler Entitled Reimbursements – Per Diem (Trips less than 30 days)

A. In accordance with the FTR, the FEC reimburses employees when in a travel status outside the 
Washington, D.C. metropolitan area for per diem (the cost of lodging, meals and related incidental 
expenses, including taxes), transportation and other expenses incurred by them in the discharge of their 

11U.S. Office of Personnel Management, Fact Sheet: Hours Work for Travel. http://www.opm.gov/policy-data-oversight/pay-
leave/work-schedules/fact-sheets/hours-of-work-for-travel/
12 Code of Federal Regulations, Title 5, Sec, 550.1404
13 Id.
14 Id.
15 U.S. Office of Personnel Management. Fact Sheet: Compensatory Time Off for Travel. 
http://www.fec.gov/pages/budget/fy2013/FEC_Final_PAR_2013_121613.pdf
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official duties. The calculation of employee travel expenses, and the reimbursement of those expenses 
include the rates for GSA designated high-rate geographical areas.16

B. On the first and last days of travel, the amount reimbursed for meals and related incidental expenses 
(M&IE) will be reimbursed based upon the number of hours the employee is in official travel status, as set 
forth in § 301-11.101 of the FTR. An employee in travel status for 12 hours or more receives 75 percent of 
the applicable M&IE rate for the day of departure and the last day of travel.17

C. Consistent with the FTR employees receive reimbursement for all reasonable taxi tips and other tips as 
allowed by the FTR, not to exceed fifteen 15 percent, the employee gives in connection with official 
travel.18

13.2 Traveler Entitled Reimbursements – Per Diem (Trips more than 30 days)

An employee assigned to training or duty away from his or her regularly assigned post of duty, and who elects to 
return home during non-work days, will be reimbursed an amount not to exceed the per diem had he or she 
remained away from home.19

An employee assigned to training or duty away from his or her regularly assigned post of duty, the duration of 
which is expected to be 30 days or more is entitled to return home, on their own time, during weekends, at the 
Commission’s expense under the following conditions:

1. The employee notifies the FEC in advance so that travel arrangements can be made.
2. The first trip home occurs on the third weekend after the commencement of the assignment and all 

subsequent trips home occur no more than every other weekend thereafter (for example, the fifth 
weekend, the seventh weekend, the ninth weekend, etc.).

3. The FEC retains the right to schedule work and travel assignments for Commission convenience. For 
example, if a work assignment, which has lasted for 30 days, can be completed by having the employee 
remain on-site for less than one (1) additional workweek, the Commission may refuse to pay for the 
employee’s final weekend trip home. However, in such a situation, the employee retains the right to 
travel home on the final weekend of the assignment at his or her own expense.20

13.3 Traveler Entitled Reimbursements – Transportation Costs

In accordance with FTR, each employee in temporary travel status in the Washington, D.C. metropolitan area will 
be reimbursed for transportation costs incurred by them in the discharge of their official duties, to the extent, those 
costs exceed the cost of travel to and from their residence to the official duty station.21

13.4 Traveler Illness or Injury – Per Diem and Expenses

When an employee in travel status becomes ill or injured, and is expected to remain so for a significant portion of 
the travel assignment, the FEC will pay normal travel and per diem expenses to return the employee, as promptly as 
possible, to his or her normal duty station.22

16 The Federal Election Commission and The National Treasury Employees Union, Labor Management Agreement Between the Federal 
Election Commission and The National Treasury Employees Union, 2013, 
http://fecnet.fec.gov/hr/empresources/lma/2013LaborManagementAgreement.pdf, p.134.
17 Id.
18 Id.
19 Id. at 135.
20 Id.
21 Id. at 134.
22 Id.
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13.5 Traveler Entitled Reimbursements – Subsistence Expenses

Actual subsistence expenses, up to the maximum permitted by law, will be provided to employees for lodging only 
when the requirements established by the Federal Travel Regulations are met. In unusual circumstances, when the 
“Actual Subsistence” or “high-rate geographic” expense reimbursement does not cover the allowable lodging costs 
incurred by an employee, the FEC will approve the additional expense for lodging, up to the statutory maximum, 
when reasonable justification is provided by the employee on their Travel Voucher. The justification should be in 
accordance with the criteria set forth in the FTR.23

Actual Expense Reimbursement 

In accordance with FTR § 301–11.300 the FEC may authorize actual expense reimbursement when:
Lodging and/or meals are procured at a prearranged place such as a hotel where a meeting, conference or 
training session is held;
Costs have escalated because of special events; lodging and meal expenses within prescribed allowances 
cannot be obtained nearby; and costs to commute to/from the nearby location consume most or all of the 
savings achieved from occupying less expensive lodging;
Because of mission requirements; or
Any other reason approved within your agency.

The employee’s supervisor can authorize/approve a request for actual expense with concurrence by the CFO. The 
request for authorization for reimbursement under actual expense should be made when the TA is submitted in 
advance of travel. The authorization must include a justification to support the request. 

The maximum amount an employee may be reimbursed under actual expense is limited to 300 percent (rounded to 
the next higher dollar) of the applicable maximum per diem rate. Employees are not authorized to receive 
reimbursement in excess of the 300 percent ceiling. When authorized actual expense and the employee’s expenses 
are less than the locality per diem rate or the authorized amount, reimbursement is limited to the expenses incurred.

13.6 What Type of Vehicle May I Rent?

In accordance with FTR § 301–10.450 travelers may only use the least expensive compact care available, unless the 
agency approves FTR acceptable exceptions such as:

Medical disability or special need – If an individual has a disability or special need it must be certified by a 
medical authority in writing annually stating special accommodation is necessary, unless it is a life-long 
condition and will therefore only require certification once.  The Budget Office will follow-up with OHR 
when reviewing Travel Authorizations to confirm via-secure e-mail if a medical letter is on file for the 
traveler.
The cost of a larger size car rental is lesser than or equal to the cost of the compact car. – A cost estimate of 
the price difference should be provided with the TA request if available. 
Additional space is required to accommodate multiple employees traveling in the same vehicle. - An e-mail 
from the employee’s supervisory stating the employees will be traveling together in one vehicle should be 
submitted with the TA of the traveler renting the vehicle. 
Because of mission requirements; or
Any other reason approved within your agency.

23 Id. at 135.
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13.7 Who is the FEC’s External Service Provider for Financial Management?

In FY 2014, GSA decided to discontinue its External Services Branch, Financial Management Line of Business 
(FMLOB). Effective in FY 2015, GSA transitioned their FMLOB operations to the U.S. Department of Agriculture 
(USDA), National Finance Center (NFC).
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14 Appendix

14.1 Chart of the Federal Travel Regulation with Weblinks 

TITLE 41—PUBLIC CONTRACTS AND PROPERTY MANAGEMENT
SUBTITLE F—FEDERAL TRAVEL REGULATION SYSTEM

PART TABLE OF 
CONTENTS

HEADINGS

CHAPTER 300—GENERAL
SUBCHAPTER A—INTRODUCTION

300-1 300-1.1 TO 300-1.2 THE FEDERAL TRAVEL REGULATION (FTR) 
300-2 300-2.1 TO 300-2.70 HOW TO USE THE FTR 
300-3 300-3.1 GLOSSARY OF TERMS 

SUBCHAPTER B—AGENCY REQUIREMENTS
300-70 300-70.1 TO 300-

70.103
AGENCY REPORTING REQUIREMENTS 

300-80 300-80.1 TO 300-80.9 RELOCATION EXPENSES TEST PROGRAMS 
300-90 300-90.1 TO 300-90.9 TELEWORK TRAVEL EXPENSES TEST PROGRAMS 
300-91 [RESERVED] 

CHAPTER 301—TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES
SUBCHAPTER A—INTRODUCTION

301-1 301-1.1 TO 301-1.3 APPLICABILITY 
301-2 301-2.1 TO 301-2.5 GENERAL RULES 

SUBCHAPTER B—ALLOWABLE TRAVEL EXPENSES
301-10 301-10.1 TO 301-

10.453
TRANSPORTATION EXPENSES 

301-12 301-12.1 TO 301-12.2 MISCELLANEOUS EXPENSES 
301-30 301-30.1 TO 301-30.5 EMERGENCY TRAVEL 

SUBCHAPTER C—ARRANGING FOR TRAVEL SERVICES, PAYING TRAVEL EXPENSES, AND 
CLAIMING REIMBURSEMENT

301-51 301-51.1 TO 301-
51.203

PAYING TRAVEL EXPENSES 

301-53 301-53.1 TO 301-53.6 USING PROMOTIONAL MATERIALS AND FREQUENT
TRAVELER PROGRAMS 

SUBCHAPTER D—AGENCY RESPONSIBILITIES
301-70 301-70.1 TO 301-

70.910
INTERNAL POLICY AND PROCEDURE REQUIREMENTS 

301-72 301-72.1 TO 301-
72.301

AGENCY RESPONSIBILITIES RELATED TO COMMON
CARRIER TRANSPORTATION

301-74 301-74.1 TO 301-
74.24

CONFERENCE PLANNING 

301-76 301-76.1 TO 301-
76.103

COLLECTION OF UNDISPUTED DELINQUENT AMOUNTS 
OWED TO THE CONTRACTOR ISSUING THE 
INDIVIDUALLY BILLED TRAVEL CHARGE CARD 
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TITLE 41—PUBLIC CONTRACTS AND PROPERTY MANAGEMENT
SUBTITLE F—FEDERAL TRAVEL REGULATION SYSTEM

PART TABLE OF 
CONTENTS

HEADINGS

CHAPTER 301—TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES
SUBCHAPTER D—AGENCY RESPONSIBILITIES
APPENDIX APPENDIX A TO CHAPTER 301—PRESCRIBED 

MAXIMUM PER DIEM RATES FOR CONUS
APPENDIX APPENDIX C TO CHAPTER 301—STANDARD DATA 

ELEMENTS FOR FEDERAL TRAVEL [TRAVELER 
IDENTIFICATION]

APPENDIX APPENDIX D TO CHAPTER 301—GLOSSARY OF 
ACRONYMS

CHAPTER 302—RELOCATION ALLOWANCES
302-1 302-1.1 TO 302-

1.102
GENERAL RULES 

SUBCHAPTER B—RELOCATION ALLOWANCES
SUBCHAPTER C—PERMANENT CHANGE OF STATION (PCS) ALLOWANCES FOR 
SUBSISTENCE AND TRANSPORTATION EXPENSES

302-5 302-5.1 TO 302-
5.104

ALLOWANCE FOR HOUSEHUNTING TRIP EXPENSES

SUBCHAPTER D—TRANSPORTATION AND STORAGE OF PROPERTY
302-8 302-8.1 TO 302-

8.402
ALLOWANCES FOR EXTENDED STORAGE OF 
HOUSEHOLD GOODS (HHG)

302-10 302-10.1 TO 302-
10.403

ALLOWANCES FOR TRANSPORTATION OF MOBILE 
HOMES AND BOATS USED AS A PRIMARY RESIDENCE 

302-11 302-11.1 TO 302-
11.451

ALLOWANCES FOR EXPENSES INCURRED IN 
CONNECTION WITH RESIDENCE TRANSACTIONS 

302-14 302-14.1 TO 302-
14.103

HOME MARKETING INCENTIVE PAYMENTS 

SUBCHAPTER F—MISCELLANEOUS ALLOWANCES
302-17 302-17.1 TO 302-

17.14
RELOCATION INCOME TAX (RIT) ALLOWANCE 

CHAPTER 303—PAYMENT OF EXPENSES CONNECTED WITH THE DEATH OF CERTAIN 
EMPLOYEES

303-70 303-70.1 TO 303-
70.801

AGENCY REQUIREMENTS FOR PAYMENT OF 
EXPENSES CONNECTED WITH THE DEATH OF 
CERTAIN EMPLOYEES AND FAMILY MEMBERS 

303-71 [RESERVED] 
CHAPTER 304—PAYMENT OF TRAVEL EXPENSES FROM A NON-FEDERAL SOURCE

SUBCHAPTER A—EMPLOYEE'S ACCEPTANCE OF PAYMENT FROM A NON-FEDERAL SOURCE 
FOR TRAVEL EXPENSES

304-1 304-1.1 TO 304-1.2 AUTHORITY 
304-2 304-2.1 DEFINITIONS 
304-3 304-3.1 TO 304-

3.19
EMPLOYEE RESPONSIBILITY 

SUBCHAPTER B—AGENCY REQUIREMENTS
304-4 304-4.1 TO 304-4.3 AUTHORITY 
304-5 304-5.1 TO 304-5.6 AGENCY RESPONSIBILITIES 
304-6 304-6.1 TO 304-6.9 PAYMENT GUIDELINES 
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TITLE 41—PUBLIC CONTRACTS AND PROPERTY MANAGEMENT
SUBTITLE F—FEDERAL TRAVEL REGULATION SYSTEM

PART TABLE OF 
CONTENTS HEADINGS

CHAPTER 304—PAYMENT OF TRAVEL EXPENSES FROM A NON-FEDERAL SOURCE
SUBCHAPTER C—ACCEPTANCE OF PAYMENTS FOR TRAINING

304-7 304-7.1 TO 304-7.3 AUTHORITY/APPLICABILITY 
304-8 304-8.1 DEFINITIONS 
304-9 304-9.1 TO 304-9.7 CONTRIBUTIONS AND AWARDS 

304-10 [RESERVED] 
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14.2 Acronyms 

Act - Federal Election Campaign Act of 1971, 2 U.S.C. 431 et seq.
A/OPCs - Agency/Organization Program Coordinators
AOs - Approving Officials
ASD – Administrative Services Division
CBA - Centrally Billed Accounts
CFO – Chief Financial Officer
CFR – Code of Federal Regulations
CONUS - Continental United States 
EEO – Equal Employment Opportunity
EEOC – Equal Employment Opportunity Commission
FAR - Federal Acquisition Regulation
FEC – Federal Election Commission
FECA - Federal Election Campaign Act of 1971, 2 U.S.C. 431 et seq.
FEMA – Federal Emergency Management Agency
FICO - Fair Isaac Corporation, a Beacon score
FLSA - Fair Labor Standards Act 
FSSP - Federal Shared Service Provider
FMLOB - Financial Management Line of Business
FTR - Federal Travel Regulation
GSA - General Service Administration
HR – Human Resources 
IG – Inspector General
IBA - Individually Billed Account 
MD – Management Directive
MCC - Merchant Category Code 
M&IE - Meals and Incidental Expenses
NARA – U.S. National Archives and Records Administration
NFC – National Finance Center
OGC – Office of General Counsel 
OHR – Office of Human Resources 
OIG – Office of Inspector General 
OMB - Office of Management and Budget
OCFO – Office of the Chief Financial Officer
PL – Public Law
POV - privately owned vehicle 
SF – Standard Form 
TA – Travel Authorization
TV – Travel Voucher
TAV – Travel Authorization and Voucher Fees
TDY – Temporary Duty 
TMC - Travel Management Contractor / Travel Agent
TV – Travel Voucher
U.S.C. - United States Code
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14.3 Glossary

This section specifies definitions, terminology, and concepts comply with OMB Circular No. A–123, Appendix B. 

To the extent that OMB Circular A–123, Appendix B, Federal Acquisition Regulations (FAR) or Federal Travel 
Regulations (FTR) do not provide a definition for a technical term, this section may include a definition for the 
term the FEC uses.

Definitions and Terminology

Abuse: Use of a government charge card to buy authorized items, but at terms (e.g., price, quantity) that are 
excessive, is for a questionable government need, or both. Examples of such transaction would include purchase of 
items such as a day planner costing $300 rather than one costing $45; allowable refreshments at an excessive cost; 
and, year-end or other bulk purchases of computer and electronic equipment for a questionable government need.

Account Deactivation: A method to temporarily block the cardholder's ability to make transactions on the 
account without canceling the account altogether. While the account is deactivated, any transaction that the 
cardholder attempts to make will be declined at the point of sale. The agency can deactivate and reactivate an 
account through the charge card vendor's Electronic Access System (EAS) or by calling the charge card vendor.
The charge card vendor’s A/OPC guide or EAS will provide guidance to the agency on the deactivation and 
reactivation process.

Agency/Organization Program Coordinator (A/OPC): This individual serves as the focal point for answering 
management, task order administration, establishing and maintaining accounts, and issuance and destruction of 
cards. The A/OPC oversees the card program(s) for his or her Agency/Organization and establishes guidelines. The 
A/OPC helps set up accounts; serves as liaison between the cardholder and the purchase card contractor; provides 
on-going advice; audits purchase card accounts as required; and keeps necessary account information current.

Approving Official (AO): In purchase card programs, this individual (typically a supervisor) ensures that the 
purchase card is used properly. The AO also authorizes cardholder purchases (for official use only), ensures that the 
statements are reconciled and submitted to the designated billing office in a timely manner. In travel charge card 
programs, this individual (also, typically a supervisor) signs the traveler’s voucher, indicating approval for payment 
and for its content.

Authorization: The process of verifying, at the point of sale, that a purchase being made is allowable given the 
requirements, prohibitions, and controls established by the agency for that card.

Cardholder: The legal agent using the charge card to buy goods and services in support of official government 
business. The cardholder holds the primary responsibility for the card’s proper use.

Cardholder Statement: A statement, listing all transactions during the billing period, which is sent to each 
cardholder.

Cardless Account: An established account without a physical card.

Centrally Billed Account: A card/account established by the charge card vendor at the request of the 
agency/organization. These may be card or cardless accounts. Payments are made directly to the charge card vendor 
by the agency. All fleet and purchase cards are centrally billed cards/accounts. Federal agencies will specify which 
travel and integrated solution cards must be centrally billed cards/accounts at the task order level.
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Charge Card Managers: Any Federal personnel responsible for implementing charge card programs, including, 
but not limited to, Agency/Organization Program Coordinator, Approving Officials, and accountable/billing 
officials.

Code of Federal Regulations (C.F.R.): The C.F.R. contains the text of public regulations issued by the agencies of 
the Federal government. The Code of Federal Regulations is the official, subject matter order, compilation of the 
Federal regulations of a general applicability and legal effect, that are currently in force. In accordance with section 
1510(d) of title 44 of the U.S. Code, the Code of Federal Regulations is compiled and published by the Office of 
the Federal Register of the National Archives and Records Administration. The Code is divided into 50 titles by 
subject matter. Each title is divided into sections. Sections within a title may be grouped together as subtitles, 
chapters, subchapters, parts, subparts, or divisions. Titles may also have appendices, which may be divided into 
sections, rules and/or forms. The Code of Federal Regulations does not include statutes enacted by Congress, 
decisions of the Federal courts, or treaties

Delegation of Agency: The granting of authority, in writing, by the Purchase Card Program Administrator to the 
Cardholder, which specifies purchase Agency, limitations and restrictions. Delegation of authority is acknowledged 
in writing by each Cardholder who agrees to comply with the policy and procedures set forth herein and the 
requirements of Policy/Instruction 7.1- series, Standards of Conduct. Delegation of authority granted to 
Cardholders may not be re-delegated.

Delinquency/Delinquent Account: A charge card account balance that is unpaid for more than 61 days past the 
statement date.

Disposable Pay: That part of current basic pay, special pay, incentive pay, retired pay, retainer pay, and in the case 
of an employee not entitled to basic pay, other authorized pay remaining after the deduction of any amount required 
by law to be withheld (other than deductions to execute garnishment orders in accordance with 5 C.F.R. § 581 and 
§ 582). Among legally required deductions that must be applied first to determine disposable pay are levies 
pursuant to the Internal Revenue Code (Title 26 U.S.C.) and deductions described in 5 C.F.R. § 581.105(b) through 
(f). (5 C.F.R. § 550.1103).

Due Process: The legal process to which an agency must adhere prior to the collection or salary offset on any 
undisputed delinquent amount on behalf of the charge card vendor.

Electronic Access System (EAS): The charge card vendor’s Internet-based system, which provides a variety of 
reports, which assist in the effective management of the Purchase Charge Card program.

External Service Provider: Also, known as Shared Service Provider, a consulting services entity external to the 
agency that performs support functions (e.g. financial processing and system access). 

Fair Labor Standards Act (FLSA): The Fair Labor Standards Act of 1938, as amended. OPM is required by law 
to administer the FLSA for Federal employees, while the Department of Labor administers the FLSA for private 
sector employers and for state and local governments. Among other provisions, it created the 40-hour workweek, 
prohibited child labor, and established uniform rules on the payment of overtime for certain types of employees in 
the private sector. It was applied to certain federal employees in 1974.Agencies must designate all positions as 
either "exempt" (not covered by the FLSA) or "nonexempt" (covered by the FLSA).

Federal Travel Regulation (FTR): The regulation which implements statutory requirements and Executive 
Branch policies for the authorization of Federal civilian employees and others authorized to travel for official 
purposes at government expense.
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Financial Institution: The card issuer that maintains all purchase card accounts, interacts with card providers 
(Visa, MasterCard), issues cards to Cardholders, sends monthly statements (USPS and e-mail) to Cardholders, and 
provides various online reports to the Purchase Card Program Administrator, Cardholder, Approving Official and 
other Agency employees involved in the process.

Fiscal Year: October 1 through September 30.

Fraud: Any felonious act of corruption or attempt to cheat the government or corrupt the government's agents. For 
the purposes of this Guidance, use of government charge cards to transact business that is not sanctioned, not 
authorized, not in one’s official government capacity, not for the purpose for which the card was issued, not as a 
part of official government business, are instances of fraud. This list is not intended to be all-inclusive.

Government Charge Card: An account established by a commercial financial institution on behalf of agencies or 
individual agency employees to which the cost of purchasing goods and services may be charged. Use of the card is 
subject to the policies, as applicable, of the FAR and the Federal Property Administrative Services Act of 1949, as 
amended.

GSA SmartPay®: The Federal government's charge card program as of the issuance of this Guidance. This 
program provides Federal government cardholders a means to pay for commercial goods and services, travel and 
travel-related expenses, and vehicle fleet expenses. Charge cards are issued through contracts with those charge 
card vendors who are a part of the SmartPay® program. These contracts, collectively referred to as the "Master 
Contract," are administered by the General Services Administration.

Improper Purchase: An improper purchase is any purchase that should not have been made or that was made in an 
incorrect amount under statutory, contractual, administrative, or other legally applicable requirements. Incorrect 
amounts include overcharges and undercharges.

Individually Billed Account (IBA): A government contractor-issued charge card used by authorized individuals to 
pay for official travel- and transportation-related expenses for which the contractor (bank) bills the employee, and 
for which the individual is liable to pay.

Interviewee: An individual who is being considered for employment by an agency. The individual may currently 
be a government employee.

Invitational Travel: Authorized travel of individuals either not employed or employed (under 5 U.S.C. 5703) 
intermittently in the government service as consultants or experts and paid on a daily when-actually-employed basis 
and for individuals serving without pay or at $1 a year when they are acting in a capacity that is directly related to, 
or in connection with, official activities of the government. Travel allowances authorized for such persons are the 
same as those normally authorized for employees in connection with TDY.

Labor Agreement: A legally binding, enforceable document that specifies the terms and conditions of employment 
for bargaining unit employees for a specified period of time. Also called a collective bargaining agreement

Lodgings-Plus Per Diem System: The method of computing per diem allowances for official travel in which the 
per diem allowance for each travel day is established on the basis of the actual amount the traveler pays for lodging, 
plus an allowance for meals and incidental expenses (M&IE), the total of which does not exceed the applicable 
maximum per diem rate for the location concerned.
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Merchant: The source for the agencies’ supplies or services. The merchant may be a required source inside or 
outside the government, another government agency, or a private sector merchant of supplies or services.

Merchant Category Code (MCC): A code that identifies the business category of each merchant and may be 
blocked to deny purchases from restricted suppliers.

Misuse: Use of a Federal charge card for other than the official government purpose(s) for which it is intended.

Misuse of Government Property: The inappropriate or unauthorized use or possession of government property. 
It often involves a suspicion of theft. It is generally best to avoid use of the term "theft" in preparing charges, 
since it involves intent to keep or to profit from the property, is precisely defined, and may be difficult to prove. 
"Unauthorized removal (or possession) of government property" is better.

Monthly Cardholder Purchase Limit: The Monthly spending amount allocated to a Cardholder. The Cardholder 
Purchase Limit restricts a Cardholder from spending more than a specified dollar limit during a single month. The 
Approving Official shall coordinate with the Purchase Card Program Administrator when determining a 
Cardholder’s monthly limit and is further referenced on the Delegation of Contracting Agency letter. The 
Approving Official may request the Purchase Card Program Administrator to raise the monthly limit, if 
operationally necessary.

Official Duty Station: is defined in 5 C.F.R. 550.112(j) and 551.422(d). An agency may prescribe a mileage radius 
of not greater than 50 miles to determine whether an employee's travel is within or outside the limits of the 
employee's official duty station for determining entitlement to overtime pay for travel.

Official Station: An area defined by the agency that includes the location where the employee regularly performs 
his or her duties or an invitational traveler’s home or regular place of business (see § 301-1.2). The area may be a 
mileage radius around a particular point, a geographic boundary, or any other definite domain, provided no part of 
the area is more than 50 miles from where the employee regularly performs his or her duties or from an invitational 
traveler’s home or regular place of business. If the employee’s work involves recurring travel or varies on a 
recurring basis, the location where the work activities of the employee’s position of record are based is considered 
the regular place of work.

Official Travel: Travel under an official Travel Authorization from an employee’s official station or other 
authorized point of departure to a temporary duty location and return from a temporary duty location, between two 
temporary duty locations, or relocation at the direction of a Federal agency.

Per Diem Allowance: The per diem allowance (also referred to as subsistence allowance) is a daily payment 
instead of reimbursement for actual expenses for lodging, meals, and related incidental expenses. The per diem 
allowance is separate from transportation expenses and other miscellaneous expenses. The per diem allowance 
covers all charges and services, including any service charges where applicable. Lodging taxes in the United States 
are excluded from the per diem allowance and are reimbursed as a miscellaneous expense. In foreign locations, 
lodging taxes are part of the per diem allowance and are not a miscellaneous expense. The per diem allowance 
covers the following:

(a) Lodging. Includes expenses, except lodging taxes in the United States, for overnight sleeping facilities, 
baths, personal use of the room during daytime, telephone access fee, and service charges for fans, air 
conditioners, heaters and fires furnished in the room when such charges are not included in the room rate.
(b) Meals. Expenses for breakfast, lunch, dinner and related tips and taxes (specifically excluded are 
alcoholic beverage and entertainment expenses, and any expenses incurred for other persons).
(c) Incidental expenses. 
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(1) Fees and tips given to porters, baggage carriers, bellhops, hotel maids, stewards or 
stewardesses and others on ships, and hotel servants in foreign countries;
(2) Transportation between places of lodging or business and places where meals are taken, 
if suitable meals cannot be obtained at the TDY site; and
(3) Mailing cost associated with filing Travel Vouchers and payment of government 
sponsored charge card billings.

Risk Management: The process of assessing or measuring risk and developing strategies to mitigate its effects.

Separation of Duties: A mandatory management control to prevent key functions from being done by the same 
person. Important duties, such as making purchases, authorizing payments, certifying funding and 
reviewing/auditing will be assigned to different individuals to minimize the risk of loss to the government to the 
greatest possible extent.

Subsistence Expenses: Expenses such as:
(a) Lodging and service charges;
(b) Meals, including taxes and tips; and
(c) Incidental expenses (see incidental expenses under the definition of per diem allowance).

Temporary Duty (TDY) Location: A place, away from an employee’s official station, where the employee is
authorized to travel.

Travel Advance: Prepayment of estimated travel expenses paid to an employee.

Travel Authorization (Orders): Written permission to travel on official business. There are three basic types of 
Travel Authorizations (orders):

(a) Unlimited open. An authorization allowing an employee to travel for any official purpose without 
further authorization.
(b) Limited open. An authorization allowing an employee to travel on official business without further 
authorization under certain specific conditions, i.e., travel to specific geographic area(s) for specific 
purpose(s), subject to trip cost ceilings, or for specific periods of time.
(c) Trip-by-trip. An authorization allowing an individual or group of individuals to take one or more 
specific official

Travel Charge Card: An individually or centrally billed, government contractor-issued charge card used by 
authorized individuals to pay for travel- and transportation-related expenses in compliance with the applicable 
regulations and in support of official government business.

Travel Time: Includes time spent by the employee both during the physical act of travel (such as time spent in a 
car, airplane, train, or bus) as well as reasonable periods to await transportation, such as time spent waiting in an 
airport for a flight or for a taxicab.

U.S.C.: The United States Code contains the text of current public laws enacted by Congress. The United States 
Code is the official, subject matter order, compilation of the Federal laws of a general and permanent nature that 
are currently in force. In accordance with 2 U.S.C. § 285(b), the Code is compiled and published by the Office of 
the Law Revision Counsel of the United States House of Representatives. The Code is divided into 50 titles by 
subject matter. Each title is divided into sections. Sections within a title may be grouped together as subtitles, 
chapters, subchapters, parts, subparts, or divisions. Titles may also have appendices, which may be divided into 
sections, rules and/or forms. The U.S. Code does not include regulations issued by executive branch agencies, 
decisions of the federal courts, or treaties. Regulations issued by executive branch agencies are available in the 
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Code of Federal Regulations. Proposed regulations and regulations adopted so recently that they are not yet in the 
Code of Federal Regulations, may be found in the Federal Register. Some of the decisions of the Federal courts 
(particularly recent decisions) are available through the Federal Court Decisions and Rules page of the U.S. 
House of Representatives Internet Law Library. A collection of treaties is available through the Treaties and 
International Law page of the House of Representatives Internet Law Library. Laws enacted by state legislatures 
are not included in the U.S. Code. All of the states, however, do publish their statutes in collections similar to the 
U.S. Code.

Waste: Any activity taken with respect to a government charge card that fosters, or results in, unnecessary costs or 
other program inefficiencies.
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14.4 Sample Forms

14.4.1 GSA Form 87 - Travel Authorization
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14.4.2 SF 1012 - Travel Voucher
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14.4.3 State Tax Exemption Travel Form (Example)

*Form look and formats may vary by state.

EXEMPTION CERTIFICATE 
TO BE USED BY FEDERAL EMPLOYEES 

_____________________________ 
DATE 

_________________________________ 
SELLING DEALER’S NAME 

_________________________________ 
SELLING DEALER’S ADDRESS 

I, the undersigned am an employee of the federal agency identified below. The purchase or lease of tangible 
personal property or services or the rental of living quarters or sleeping accommodations on or after 
___________________ (DATE[S]) from the business identified above is in pursuit of my employer’s affairs. The 
Government of the United States either will pay the seller directly or will provide reimbursement to the employee for 
the actual cost of the purchase or lease of tangible personal property, services, or living quarters or sleeping 
accommodations made on this date(s). 

Under penalties of perjury, I declare that I have read the foregoing and the facts stated in it are true. 

________________________________ 
SIGNATURE OF EMPLOYEE 

___________________________________ 
NAME OF FEDERAL AGENCY 

___________________________________ 
ADDRESS OF FEDERAL AGENCY 

THIS CERTIFICATE MAY NOT BE USED TO MAKE EXEMPT PURCHASES OR LEASES OF TANGIBLE 
PERSONAL PROPERTY OR SERVICES OR RENTAL OF LIVING ACCOMMODATIONS FOR THE 
PERSONAL USE OF ANY INDIVIDUAL EMPLOYED BY A UNITED STATES GOVERNMENTAL AGENCY. 
PROPER IDENTIFICATION IS REQUIRED BEFORE THIS CERTIFICATE MAY BE ACCEPTED BY THE 
SELLER.

Florida Administrative Code Rule 12A-1.038(4)(c)
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14.4.4 SF 1164 - Claim for Reimbursement for Expenditures on Official Business
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14.4.6 Sample FEC Deposition Witness Travel Information Form 
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14.4.7 Sample ACH Vendor / Miscellaneous Payment Enrollment Form
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14.4.8 Sample Request for Reimbursement Form
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14.5 Travel Tax Knowledge Checklist
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Introduction
This guide explains how to perform functions that are available to webTA 4 users who are assigned the 
Employee role. These functions include adding work and leave time into timesheets, submitting leave or 
premium pay requests, viewing work schedules and running reports. 

This guide does not cover common tasks such as logging in, changing your password, navigating the 
system, viewing messages or accessing online help. For procedures on these tasks, as well as an 
overview of the Timekeeping cycle, see webTA 4.2 NFC Core Basics User Guide.

The Employe main menu lists functions that are available to the Employee role. Depending on how webTA 
is implemented at your agency, some functions shown in the example below may not be available. 

NOTE: This user guide contains graphical representations (screen shots) of the generic webTA 
application. These illustrations are intended to provide guidance and may not exactly match the 
configuration that is implemented at your organization. All user names are fictional. 

Timekeeping Cycle
webTA is configured to follow the standard Federal Government pay period schedule, which is based on a 
two-week pay period. As the next section explains, employees enter time in an hourly or time-in/time-out 
(TITO) format.

You should update and complete timesheets in a timely fashion so that they can be properly edited and 
submitted for payroll processing. For a description of the Timekeeping Cycle and tasks that are performed 
by employees, Timekeepers and Supervisors, see webTA 4.2 NFC Core Basics User Guide. For specific 
guidelines about your organization’s timesheet editing and validation guidelines, see your HR 
Administrator.
webTA 4.2 NFC Core Employee User Guide 1 © 2013 Kronos Incorporated
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Time Entry
You access your timesheet to perform tasks such as entering, editing, and validating time. Depending on 
your agency, you may associate transaction codes and accounts to time entries. In the case of accounts, 
time can be associated with such account items as projects, jobs, or variations in work-time such as 
telework.

Depending on the agency’s requirements, you will use one of the following types of timesheets:

• Hourly Timesheet

• Time-In/Time-Out (TITO) Timesheet

Be sure to refer to the procedure that corresponds to the type of timesheet that you have access to. The 
following topics include sample screenshots so that you can easily distinguish between hourly and TITO 
timesheets. Each topic also includes procedures on working with each type of timesheet.

Hourly timesheets
Hourly timesheets let you record the number of hours worked each day based on one or more 
combinations of transaction codes and accounts. The timesheet contains a separate row for each 
combination of transaction codes and accounts in the pay period.

Depending on how your timesheet has been set up, you may see default work time entries or blank rows 
when you open a new timesheet. Here is an example of an hourly timesheet that contains default work 
time entries. 

NOTE: Depending on your agency’s implementation of webTA, additional features such as the COP 
Event  drop-down list,  Dollar Transaction section,  Labor Distribution tab, and Case Tracking tab 
may appear.  

About the layout:

The hourly timesheet includes the following features: 
webTA 4.2 NFC Core Employee User Guide 2 © 2013 Kronos Incorporated
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• The pay period drop-down list near the top of the timesheet contains a list of past, previous, 
current and future pay periods. Select a pay period from the list and then click Go to view the 
timesheet for the selected pay period. 

• The Timesheet Status bar in the upper right corner indicates whether the timesheet is unvalidated, 
validated, certified or has been sent for payroll processing. 

• The timesheet contains two sections, a work time section and a leave time section. The work 
time section contains entries for work hours and the leave section contains entries for leave hours. 
Allocate work and leave hours to various transaction codes and accounts. 

• The days that fall into the first week of the bi-weekly pay period display in columns within the left 
area of the workspace. The WK1 column displays the total number of hours entered for the first 
week.

• The days that fall into the second week of the bi-weekly pay period display in columns within the 
right area of the workspace. The WK2 column displays the total number of hours entered for the 
second week.

• The bi-weekly total displays in the Total column located at the end of the workspace.

• There are three rows with totals located beneath the dates. The total time worked displays in the 
Work Time Total row. Any leave and/or other time displays in the Leave Time Total row. The 
daily total displays in the Daily Total row. 

• The Schedules, Totals, Remarks, and Leave Balances tabs appear near the bottom of the 
timesheet. Click each tab to view related information.

• Depending on your agency, these additional features may be available on the timesheet:

• COP Event drop-down list. The employee is a recipient of Continuation of Pay (COP). 

• Leave (donation) Event drop-down list. The employee is a voluntary leave donor.  

• Dollar Transactions section. Record dollar amounts associated with transaction codes and 
accounts authorized by the agency for this purpose. 

• Labor Distribution tab. Add activities, charge time to activities, and view totals associated with 
activities.

• Case Tracking tab. Add cases, charge time to cases, and view totals associated with cases.

Adding work and leave time in hourly timesheets

IMPORTANT: Depending on your agency, you may add, edit or delete leave time in timesheets only 
under special circumstances. Be aware that manually editing leave or premium pay in timesheets 
can produce validation errors if the changes do not match the corresponding leave or premium pay 
requests.

To  add work or leave time in hourly timesheets, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens.

2. Click  the plus sign (+)  under Work Time or Leave Time. 

A new row appears.

3. Accept the default transaction code or click the transaction code link to select a different one.

The Transaction Code pop-up opens. Select the transaction code from the drop-down list and then 
click Select. The pop-up is removed and the transaction code is filled in. 

4. Accept the default account or click the account link to select a different one.
webTA 4.2 NFC Core Employee User Guide 3 © 2013 Kronos Incorporated
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The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

5. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes..

6. Optionally, to record dollar transactions, click the plus sign (+) under the Dollar Transactions 
section. A new row appears. Specify the transaction code and account, and type the dollar amount 
using the format dollars and cents, separated by a decimal. For example, type 62.73. 

7. Optionally, to record activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

8. Optionally, to record cases on the Case Tracking tab, see “Working with cases in timesheets.”

9. Click Save  and then click Cancel to go back to the main menu.

Editing work and leave time in timesheets

Make the following types of edits to work or leave time in an hourly timesheet:

• Change a specific duration. For example, you might change 8:00 to 6:00 in the cell for Monday. 
The transaction code and account remain the same. In this case, simply use the Backspace key 
to clear the current entry and type in the new entry. 

• Change the transaction code or attributes associated with an entire row. For example, you might 
change the transaction code from Regular Time to On the Job Training for an entire row. In this 
case, select the transaction code, account or other attribute from the appropriate drop-down list.

To edit worked time in an hourly timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens.

2. To edit existing time entries, click the cursor in the field that you want to edit and press the 
Backspace key to delete the existing hours. Type the new hours and then click Save. 

3. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the drop-down list and then click Select. The pop-up is 
removed and the transaction code is filled in.

4. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 
webTA 4.2 NFC Core Employee User Guide 4 © 2013 Kronos Incorporated
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5. Optionally, to edit activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

6. Optionally, to edit cases on the Case Tracking tab, see “Working with cases in timesheets.”

7. Click Save and then click Cancel to go back to the main menu.

Deleting time entries in timesheets

Make the following types of deletions in timesheets:

• Delete a time entry. For example, you might delete a value from the cell for Monday. In this case, 
simply use the Backspace key to clear the current entry. 

• Delete an entire row. For example, you might want to delete all entries for an entire row. In this 
case, click click the "X" at the beginning of the transaction row.

• Delete all entries in the timesheet. Click Remove All Entries. All entries are removed from the 
timesheet.

• Delete the timesheet and the timesheet profile. Click Delete Timesheet. All entries are removed 
from the timesheet and the current timesheet profile is replaced with data from the previous pay 
period. 

To delete time entries in timesheets, take these steps:

1. Click Timesheet on the the Employee main menu..

The timesheet opens.

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.

2. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.

3. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

4. To delete all transactions on a timesheet (including Remarks, Labor Distribution, and Case 
Tracking), click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the timesheet and tabs. 

5. To delete the timesheet and the associated timesheet profile, click Delete Timesheet. Click Yes to 
respond to the confirmation message. All entries are removed from the timesheet and the current 
timesheet profile is replaced with data from the previous pay period.  

6. Click Save  and then click Cancel to go back to the main menu.

TITO Timesheets
TITO timesheets allow you to enter a start time and a stop time for worked hours (for example, 9 a.m. to 
5:00 p.m. Regular Time) or leave hours (for example, 9 a.m. to 5:00 p.m. Annual Leave.) The timesheet 
contains a separate row for each day in the pay period.
webTA 4.2 NFC Core Employee User Guide 5 © 2013 Kronos Incorporated
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Adding work and leave time in TITO timesheets

IMPORTANT: Your agency may have specific policies and procedures that determine how you work 
with leave time in your timesheet. If your agency has implemented the webTA Leave Request 
functionality, you may add, edit or delete leave time in your timesheet only under special 
circumstances. Check with your HR Administrator or your agency’s leave policy if you have 
questions about working with leave time in your timesheet. 

To add work and leave time in TITO timesheets, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. If you want to enter the same data on multiple days, see “Using Quick Time Entry” below.

- OR - 

If you want to enter unique data for a specific day, continue to the next step.

NOTE: To enter multiple entries on the same day, click the plus sign (+) under Week 1 or Week 2. 
A new row is added.
webTA 4.2 NFC Core Employee User Guide 6 © 2013 Kronos Incorporated
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3. Click the plus sign (+)  under Week 1 or Week 2 to add a time entry to that day.

The Transaction Code pop-up opens. 

4. Select a transaction code from the Work Time or Leave Time drop-down list and then click 
Select. 

The pop-up is removed and the transaction code is filled in.

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry. 

7. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

8. Press the Tab key to move the cursor to the Meal Time field. Type the duration, such as 00:45 
minutes. Use the format HH:mm (hours and minutes, separated by a colon.) For example, enter 
00:30 for a thirty minute meal break.

9. Optionally, to record dollar transactions, click the plus sign (+) under the Dollar Transactions 
section. A new row appears. Specify the transaction code and account, and type the dollar amount 
using the format dollars and cents, separated by a decimal. For example, type 62.73. 

10. Optionally, to record activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

11. Optionally, to record cases on the Case Tracking tab, see “Working with cases in timesheets.”

12. Click Save and then click Cancel to go back to the main menu. 

Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. To use Quick Time Entry, take these steps:

1. If you haven't already done so, open the timesheet.

2. Click the check box(es) under Select Days.

3. Type the Time In, the Time Out, and the meal duration. 

4. Click the transaction code link to select a transaction code.

The Transaction Code pop-up opens. Select a transaction code from the Work Time or Leave 
Time drop-down list and then click Select. The pop-up is removed and the transaction code is 
filled in. 

5. Click Select Account to select an account.
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The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Click the plus sign (+) at the end of the row to populate the tmesheet with the quick time entry 
data.

7. Click Save and then click Cancel to go back to the main menu. 

Editing work and leave time in TITO timesheets

To edit work and leave time in TITO timesheets, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. To edit existing time entries, click the cursor in the field that you want to edit and press the 
Backspace key to delete the existing hours. Type the new hours and then click Save.

3. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the Work Time or Leave Time drop-down list and then 
click Select. The pop-up is removed and the transaction code is filled in.  

4. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

5. Optionally, to edit activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

6. Optionally, to edit cases on the Case Tracking tab, see “Working with cases in timesheets.”

7.  Click Save and then click Cancel to go back to the main menu. 

Deleting time entries in timesheets

Make the following types of deletions in timesheets:

• Delete a time entry. For example, you might delete a value from the cell for Monday. In this case, 
simply use the Backspace key to clear the current entry. 

• Delete an entire row. For example, you might want to delete all entries for an entire row. In this 
case, click click the "X" at the beginning of the transaction row.

• Delete all entries in the timesheet. Click Remove All Entries. All entries are removed from the 
timesheet.
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• Delete the timesheet and the timesheet profile. Click Delete Timesheet. All entries are removed 
from the timesheet and the current timesheet profile is replaced with data from the previous pay 
period. 

To delete time entries in timesheets, take these steps:

1. Click Timesheet on the the Employee main menu..

The timesheet opens.

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.

2. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.

3. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

4. To delete all transactions on a timesheet (including Remarks, Labor Distribution, and Case 
Tracking), click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the timesheet and tabs. 

5. To delete the timesheet and the associated timesheet profile, click Delete Timesheet. Click Yes to 
respond to the confirmation message. All entries are removed from the timesheet and the current 
timesheet profile is replaced with data from the previous pay period.  

6. Click Save and then click Cancel to go back to the main menu. 

About labor distribution activities
Agencies may implement the Labor Distribution module to track time and attendance data against labor 
distribution activity categories, activity sets and activities. If your timesheet includes the Labor Distribution 
tab, then you may have the ability to add, edit or delete activities. 

Working with activities in timesheets

To add activities to a timesheet, take these steps:

1. Click Timesheet on the Employee main menu.

The timesheet opens. 

2. Click the Labor Distribution tab near the bottom of the timesheet. 
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The Labor Distribution tab opens.

3. Click Add Activity. 

The Add Activity page opens. 

4. Click the check box next to the activity you want to add to your timesheet.

NOTE: In order for activities to appear on the Add Activity page, activities must be assigned to 
employees or organizations. If activities do not appear, contact your Supervisor for assistance. 

5. Click Save.

The activity set is listed under the Activity column on the Labor Distribution tab.

6. Enter activity hours or percentages in the Labor Distribution cells.

7. Click Save to save the timesheet. 

To edit activities in a timesheet, take these steps:

1. Click Timesheet on the Employee main menu.

The timesheet opens. 

2. Click the Labor Distribution tab near the bottom of the timesheet. 

The Labor Distribution tab opens.

3. Edit activity hours or percentages in the Labor Distribution cells.

4. Click Save to save the timesheet. 

To delete activities from a timesheet, take these steps:

1. Click Timesheet on the Employee main menu.

The timesheet opens. 

2. Click the Labor Distribution tab near the bottom of the timesheet. 

The Labor Distribution tab opens.

3. Click the "X" under the Delete column on the row you want to remove. 

The row is deleted, including the hours or percentages entered for the activity.

About Continuation of Pay (COP)
Employees who are injured while engaged in official work activities or on work premises may be eligible for 
Continuation of Pay (COP). If the employee meets eligibility criteria, the COP Administrator creates a COP 
recipient account in webTA. After an account has been established, the employee views his or her 
recipient data from the COP Recipients option on the Employee main menu. 

Viewing COP leave balances

COP leave is entered on the employee's timesheet by the employee or their Timekeeper. Using any COP 
leave on a given day is tracked in day increments on the employee’s timesheet Leave Balances tab, and 
on the Timesheet Summary. If the employee uses one hour of COP leave on a given day, the employee 
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(or Timekeeper) records the start and stop time in hour increments on the timesheet, but the Leave 
Balances tab tracks the leave as an entire day. 

To view COP leave balances in timesheets, take these steps:

1. Click Timesheet on the Employee main menu. The timesheet opens. Click the Leave Balances 
tab to view COP leave balances. 

-OR-

 Click Timesheet Summary on the Employee main menu. The Timesheet Summary opens. Scroll 
down to the Leave Data section to view COP leave balances.

-OR- 

Click Leave Balances on the Employee main menu. The Leave Balances page opens. View COP 
leave balances on the COP Occurrence row.

2. Click Cancel until you return to the main menu. 

Adding COP leave time in hourly timesheets

To add COP leave time in hourly timesheets, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. Click the plus sign (+)  under Leave Time.

A new row appears.

3. Click the transaction code link to select a COP leave time transaction code.

The Transaction Code pop-up opens. 

4. Select the transaction code from the drop-down list and then click Select.

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

The pop-up is removed and the transaction code is filled in.

5. Select the event from the COP Event drop-down list. The same employee may have multiple 
events; select the event to which the leave transaction code will be charged..

NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

6. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes.
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NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

8. Click Save and then click Cancel to go back to the main menu. 

Adding COP leave time in TITO timesheets

To add COP leave time in TITO timesheets, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. If you want to enter the same data on multiple days, see “Using Quick Time Entry.”

- OR - 

If you want to enter unique data for a specific day, continue to the next step.

3. Click the plus sign (+)  under Week 1 or Week 2 to add a COP leave time entry to that day.

The Transaction Code pop-up opens. 

4. Select the transaction code from the Leave Time drop-down list and then click Select. 

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

The pop-up is removed and the transaction code is filled in. The COP Event drop-down list 
appears directly beneath the COP leave transaction code. 

5. Select the event from the COP Event drop-down list. The same employee may have multiple 
events; select the event to which the leave transaction code will be charged. 

6. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry. 

NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

8. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

9. Click Save and then click Cancel to go back to the main menu. 
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Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. To use Quick Time Entry, take these steps:

1. If you haven't already done so, open the timesheet.

2. Click the check box(es) under Select Days.

3. Type the Time In, the Time Out, and the meal duration. 

4. Click the transaction code link to specify a COP leave transaction code. 

The Transaction Code pop-up opens.  

5. Select the transaction code from the Leave Time drop-down list and then click Select. 

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

6. Select the event from the COP Event drop-down list. The same employee may have multiple 
events; select the event to which the leave transaction code will be charged.

NOTE: Any charge to a COP leave transaction code during a day constitutes the useof that day 
toward the 45-day limit.

7. Click Select Account to select an account.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

8. Click the plus sign (+) at the end of the row to populate the timesheet with the quick time entry 
data.

9. Click Save and then click Cancel to go back to the main menu. 

About case tracking
Agencies may implement the Case Tracking module to track time and attendance data against specific 
cases. If your timesheet includes the Case Tracking tab, then you may have the ability to add, edit or 
delete cases. 

Working with cases in timesheets

To add cases to a timesheet, take these steps:

1. Click Timesheet on the Employee main menu.

The timesheet opens.

2. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.
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3. Click Add Case. 

The Select Cases page opens. 

NOTE: To view details about a case, click the case ID or case name link. The Edit Case page opens 
in read-only format. View details, and then click Cancel to return to the Select Cases page. 

4. Click the check box next to the case you want to add to the timesheet.

NOTE: In order for cases to appear on the Select Cases page, cases must be assigned to 
employees or organizations. If the case does not appear, contact the Supervisor or Case Tracking 
Administrator for assistance. 

5. Click Save.

The case is listed under the Case column on the Case Tracking tab. 

To add case hours in a timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

3. Enter case hours in the Case Tracking cells.

4. Click Save to save the timesheet. 

To edit case hours in a timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

3. Edit case hours in the Case Tracking cells.

4. Click Save to save the timesheet. 

To delete case hours from a timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The timesheet opens. 

2. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

3. Click the "X" under the Delete column on the row you want to remove. 

The row is deleted, including the hours entered for the case.
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Timesheet Remarks
Employees may use two types of remarks in timesheets: general remarks and specific remarks. For 
example, a general remark might apply to several days such as “Car trouble." A specific remarks may be 
attached to particiular time entries. For example, an employee might leave early to pick up a child. 

Adding a general remark to a timesheet

To add a general remark to a timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The Timesheet page opens.

2. Click the Remarks tab near the bottom of the timesheet. 

The tab opens.

3. Place the cursor in the Pay Period Remarks field and type the text.

4. Click Save.

Adding a specific remark to a timesheet

To add a specific remark to a timesheet, take these steps:

1. Click Timesheet on the Employee main menu. 

The Timesheet page opens.

2. Click the cursor on the time entry to which you want to add the remark.

3. Double-click or press Shift-R.

The Edit Timesheet Entry Remarks page opens.

4. Type the text in the Remarks field.

5. Click Save to save the remark and go back to the timesheet. A red triangle appears in the upper 
right corner of the field to indicate that a remark has been added.

6. Optionally, click the Remarks tab near the bottom of the timesheet to view the remark. Double-
click or press Shift-R on the time entry to change the remark. 

About validating timesheets
Once the timesheet has been completed, you or your Timekeeper must initiate the validation process.

The validation feature checks the timesheet against a set of business rules which are derived from Title 5, 
Tile 38, and OPM regulations as well as logical and computational rules (for example, the total number of 
hours entered for a day cannot exceed 24, and start and stop times cannot be the same).

Validating timesheets

To validate your timesheet, take these steps: 
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1. Click Timesheet on the Employee main menu. 

The timesheet opens.

2. Click Validate located at the bottom of the timesheet.

A message confirms that the validation was successful. Click Cancel to go back to the main menu. 

- OR - 

If webTA encounters validation problems, Validation Messages are displayed above the timesheet. 
Two types of messages may appear: Errors or Warnings.

Errors are displayed when webTA cannot validate timesheets because it violates one or more 
validation rules. Errors are indicated by the word “ERROR," followed by a brief description of the 
problem.

IMPORTANT! Errors must be corrected before successfully validating the timesheet.

Warnings are displayed when webTA identifies data that may be a problem. However, the problem 
will not be severe enough to delay routing the timesheet to the Supervisor for certification.

3. Correct the validation errors by updating the timesheet based on the validation message. If you 
need assistance, contact your Timekeeper. Repeat Step 2.

Schedules
Depending on your agency’s implementation of webTA, you may be able to add and maintain a default 
schedule that displays the transaction code and account to which hours are charged, and a bi-weekly 
schedule of work hours. Entries from the default schedule are displayed on the Schedule tab near the 
bottom of your timesheet; entries may also be populated in the timesheet cells, depending on how 
timesheets are configured at your agency.  If the Employee main menu lists “Default Schedules” as an 
option under the Time section, then you have a default schedule. 

If your agency has implemented Advanced Schedules, additional features such as Regular Days Off, 
temporary schedules, additional pay period options, and a Supervisor approval process may be in place. 
Timekeepers maintain and submit advanced schedules on behalf of their employees; Supervisors approve 
or deny schedule requests.  If the Employee main menu lists “Schedules” as an option under the Time 
section, then you have an advanced schedule.  

About default schedules
Employees may have the ability to add and maintain their own default schedule, or Timekepers may 
perform these tasks on behalf of their employees. A sample default schedule for an employee with an 
hourly timesheet is shown below.
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A sample default schedule for an employee with a TITO timesheet is shown below: 

Adding default schedules

To add your default schedule for an hourly timesheet, take these steps: 

1. Click Default Schedule on the Employee main menu. 

The Default Schedule page opens. 

2. Click the plus sign (+)  under Work Time.

A new row appears.

3. Accept the default transaction code or click the transaction code link to select a different one.
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The Transaction Code popup opens. Select the transaction code from the drop-down list and then 
click Select. 

The popup is removed and the transaction code is filled in.

4. Optionally, specify the account. 

5. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes. Complete the schedule by entering the duration for each day. 

6. Click Save to save the default schedule. 

7. Click Cancel to go back to the previous page. 

NOTE: The default schedule populates new timesheets. If a timesheet has already been created for 
the pay period and you want it to be populated by the default schedule, delete the timesheet and 
then reopen it. 

To add your default schedule for a TITO timesheet, take these steps:

1. Click Default Schedule on the Employee main menu. 

The Default Schedule page opens. 

2. If you want to enter the same data on multiple days, see “Using Quick Time Entry.”

- OR - 

If you want to enter unique data for a specific day, continue to the next step.

NOTE: To enter multiple entries on the same day, click the plus sign (+) under Week 1 or Week 2. A 
new row is added.

3. Click the plus sign (+)  under Week 1 or Week 2 to add a time entry to that day.

The Transaction Code pop-up opens. 

4. Select a transaction code from the Work Time or Leave Time drop-down list and then click 
Select. 

The pop-up is removed and the transaction code is filled in.

5. Click Select next to Select Account and specify the account, if any.

6. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry

7. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

8. Press the Tab key to move the cursor to the Meal Time field. Type the duration, such as 00:45 
minutes. Use the format HH:mm (hours and minutes, separated by a colon.) For example, enter 
00:30 for a thirty minute meal break.

9. Click Save to save the default schedule. 

10. Click Cancel to go back to the previous page. 
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NOTE: The default schedule populates new timesheets. If a timesheet has already been created for 
the pay period and you want it to be populated by the default schedule, delete the timesheet and 
then reopen it. 

Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. Use this feature with TITO timesheets. To use Quick Time Entry, take these steps:

1. If you haven't already done so, open the timesheet.

2. Click the check box(es) under Select Days.

3. Type the Time In, the Time Out, and the meal duration. 

4. Click the transaction code link to select a transaction code.

The Transaction Code pop-up opens. 

5. Select a transaction code from the Work Time or Leave Time drop-down list and then click Select. 

The pop-up is cleared and the transaction code is filled in. 

6. Click Select next to Select Account and specify the account, if any.

7. Click the plus sign (+) at the end of the row to populate the tmesheet with the quick time entry 
data.

8. Click Save to save the timesheet. 

9. Click Cancel to go back to the main menu. 

Editing default schedules

To edit your default schedule, take these steps:

1. Click Default Schedule on the Employee main menu. 

The Default Schedule page opens. 

2. To edit existing entries, click the cursor in the field that you want to edit and press the Backspace 
key to delete the existing hours. Type the new hours and then click Save.

3. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the drop-down list and then click Select. The pop-up is 
removed and the transaction code is filled in. 

4. To select a different account, specify the account.

5. Click Save to save the default schedule. 

6. Click Cancel to go back to the previous page. 

Deleting default schedules

To delete your default schedule, take these steps:

1. Click Default Schedule on the Employee main menu. 

The Default Schedule page opens. 

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.
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2. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.

3. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

4. To delete all entries, click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the default schedule. 

5. Click Save to save changes.

6. Click Cancel to go back to the previous page. 

About advanced schedules
Employees may view the advanced schedule added by their Timekeeper and approved by their 
Supervisor. A sample advanced schedule for an employee is shown below:

Viewing your advanced schedule

To view your schedule, take these steps:
webTA 4.2 NFC Core Employee User Guide 20 © 2013 Kronos Incorporated
FOIA 2017-023_195



1. Click Schedule on the Employee main menu.

The Schedule page opens:

NOTE: If a schedule does not appear, contact your Timekeeper for assistance.

2. Click Cancel to go back to the main menu.

Leave Requests
Use the Leave Request function to create and submit leave requests to your Supervisor for review and 
approval. You can track the status of your leave requests and view historical leave requests.

The leave request form is based on the OPM-71 (formally SF-71) Request for Leave or Approved Absence 
form.  You may request multiple days for a given leave type. The form also displays leave balances for the 
selected leave type. You can also project leave balances into the future..

Depending on how webTA is configured, leave hours can be automatically populated in your timesheet 
upon approval by your Supervisor. A sample leave request is shown below:
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Viewing your leave requests

To view your leave requests, take these steps:

1. Click Leave Requests on the Employee main menu.
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The Leave Requests - Current page opens. The Leave Requests table displays current and future 
requests.

2. Click the leave request status link to open a request. 

The Leave Request Form opens. Click Cancel to go back to the previous page.

- OR - 

Click History to view historical leave requests. The Leave Requests - History page opens. The 
Leave Requests - History table displays historical requests. Click Current to return to the Leave 
Requests - Current page. 

- OR - 

Click View Calendar to see leave requests displayed in a calendar view. 

The Leave Calendar page opens. Click the month drop-down list to view a different month. Click 
the request link to open a specific request.

3. Click Cancel until you return to the Employee main menu.

Adding your leave requests

Leave requests must be submitted as soon as the request form is completed. Submitted requests are 
automatically sent to the Supervisor for approval. 

To add and submit a leave request for yourself, take these steps:

1. Click Leave Requests on the Employee main menu.

The Leave Requests - Current page opens.

2. Click Add Leave Request. 

The Leave Request Form page opens.

3. Optionally, click Leave Balance Calculator in the upper right corner to view current or projected 
leave balances. 

The Leave Balance Calculator dialog opens. Click the Leave Type drop-down list to select the 
leave type, and then click the calendar icon to select a date. Click Calculate to see the estimated 
balance. When you have finished using the calculator, click the “X” in the upper right corner to 
return to the leave request.

4. Select the leave type from the Leave Type drop-down list located at the top of the page. 

The current leave balance appears below the drop-down list.

5. Click the Start Date calendar icon to select a start date or type the date in mm/dd/yy format; click 
the End Date calendar icon to select an end date or type the date in mm/dd/yy format. 

Optionally, click the All Day check box to indicate that the leave spans the regularly scheduled 
shift. 

Type the Start Time in hh:mm format, and type the Stop Time in hh:mm format. 

6. To add another row for an additional entry that uses the same leave type, click Add New Row and 
repeat this step. To remove a row, click Delete on the row that you want to remove.

7. Type a remark in the Submitter Remarks text box, if necessary. (For example, if the Sick Leave 
Purpose is "Other," a submitter remark is required.)
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8. If the leave type involves sick leave, specify a reason. Click to select a reason listed under the Sick 
Leave Purpose section of the form. If you click Other, type the accompanying reason in the 
Submitter Remarks text box.

9. If invoking FMLA, click the check box next to “I hereby invoke my entitlement to Family and 
Medical Leave Act,” and then select one of the options listed below the check box.

10. When the form is complete, click Submit located at the bottom of the form.

If the request is successful, a confirmation appears at the top of the form. The form is routed to the 
Supervisor for approval.

If the request cannot be processed, an explanation appears at the top of the form; for example, a 
request may not be processed if the request will result in a negative balance. Select a different 
leave type or contact your Supervisor for assistance.

11. Click Cancel to return to the previous page.

Employees may update or delete pending requests. Once requests have been approved, further changes 
cannot be made.

Editing your leave requests

Requests that have been approved or denied cannot be edited.  If a change needs to be made to a request 
that has already been approved or denied, contact your Supervisor. To edit a pending request, take these 
steps:

1. Click Leave Requests on the Employee main menu.

The Leave Requests - Current page opens.

2. Click the leave request status link on the row that identifies the request you want to work with. 

The Leave Request Form page opens.

3. Change the information for the request, as necessary.

4. When the form is complete, click Submit located at the bottom of the form.

If the request is successful, a confirmation message appears at the top of the form. The form is 
routed to the Supervisor.

If the request cannot be processed, an explanation appears at the top of the form; for example, a 
request may not be processed if the request will result in a negative balance. Select a different 
leave type or contact your Supervisor for assistance.

5. Click Cancel to return to the previous page.

Deleting your leave request

Requests that have been approved or denied cannot be deleted. To delete a pending request, take these 
steps:

1. Click Leave Requests on the Employee main menu.

The Leave Requests - Current page opens.

2. Click the leave request status link on the row that identifies the request you want to work with. 

The Leave Request Form page opens.

3. Click Delete Request at the bottom of the page. 
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A message asks you to confirm that you want to delete the request. Click Yes to proceed; the 
request is removed and you return to the previous page.

4. - OR -

Click Cancel to dismiss the action.

Premium Pay Requests
Use the Premium Pay Request function to create and submit premium pay requests to your Supervisor for 
review and approval. You can track the status of your requests and view historical requests. 

Depending on how webTA is configured, premium pay hours may automatically populate your timesheet 
upon approval by the Supervisor.  A sample premium pay request is shown below:

Viewing your premium pay requests

To view your premium pay requests, take these steps: 

1. Click Premium Pay Requests on the Employee main menu .

The Premium Pay Request page opens. 

2. Click the premium pay request link on the row that identifies the request you want to view.

The Premium Pay Request page opens. If the request has been approved or denied, a read-only 
copy of the request will be displayed. If the request is pending, an editable version of the request is 
displayed. 
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3. Click Cancel to go back to the previous page.

Adding your premium pay request

To add premium pay requests, take these steps: 

1. Click Premium Pay Request on the Employee main menu. 

The Premium Pay Requests page opens.

2. Click Add Premium Pay Request. 

The Premium Pay Request page opens.

3. Select the premium pay type from the Transaction drop-down list. 

Once a premium pay type is selected, the current premium pay balance for that premium pay type 
is displayed below the drop-down list.

4. Click the Start Date and End Date icons to select the date range. Type the Start Time and Stop 
Time for each entry. 

NOTE: Click Add New Rows to enter additional hour entries for the premium pay transaction type.

5. Click Submit.

The form is routed to the appropriate Supervisor for approval. 

6. Click Cancel to return to the previous page. 

Editing your premium pay request

Employees may edit or delete pending premium pay requests. If a change needs to be made to a request 
that has already been approved or denied, contact your Supervisor. To edit a pending premium pay 
request, take these steps:

1. Click Premium Pay Request on the Employee main menu.

The Premium Pay Requests page opens.

2. Click the premium pay request link on the row that identifies the request you want to edit. 

The Premium Pay Request page opens.

3. Make changes.

4. Click Submit.

The form is routed to the appropriate Supervisor for approval. 

5. Click Cancel to return to the previous page. 

Deleting your premium pay request

Pending requests may be deleted by employees. To delete a pending request, take these steps: 

1. Click Premium Pay Request on the Employee main menu.

The Premium Pay Requests page opens.

2. Click the premium pay request link on the row that identifies the request you want to delete. 
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The Premium Pay Request page opens.

3. Click Delete Request at the bottom of the page. 

webTA deletes the request and removes it from the list of premium pay requests. The request is 
also removed from the Supervisor request list.  

4. Click Cancel to return to the previous page. 

Leave Donations
If a voluntary leave transfer program has been implemented at your agency, the Leave Donations section 
may appear on the Employee main menu. Depending on agency policy, employees may donate leave at 
any time if there is sufficient leave available, and the agency’s limitations on donations has not been 
exceeeded. 

Leave donations must be approved by the HR Administrator before the donation can be used by the 
recipient. After an account is closed by the HR Administrator, webTA restores unused leave back to 
donors.

Adding your leave donations

To donate leave hours to a leave account, take these steps:

1. Click Leave Donations from the Leave Transfer Program section on the Employee main menu. 

The LTP Donations page opens. 

2. Click Add Donation.

The Add LTP Donation page opens.

3. Click Search next to the LTP Account field. 

The LTP Account Selection page opens. 

4. Click Select on the row that identifies the account to which you want to make a donation. 

You return to the Add LTP Donation page and the LTP Account field is populated with the selection 
you made.  

5. Enter your Position, Grade and Step.

6. Click Search next to the Leave Type field. 

The Leave Balances page opens. 

7. Click the leave type name link that identifies the type of leave you want to donate. 

You return to the Add LTP Donation page and the Leave Type field is populated with the selection 
you made.  

8. Enter the number of hours to donate in the Amount field.

9. Select the pay period from the Pay Period drop-down menu. This identifies the pay period from 
which the leave hours will be deducted. The pay period may be a current or future pay period 
(previous pay periods are not available to select from the drop-down list.) 

10. Optionally, enter remarks.

11. Click Save and then click Cancel to go back to the previous page.
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Editing your leave donations

Leave donations that have been submitted but not yet approved may be edited or deleted.

To edit a donation that you made to a leave account, take these steps:

1. Click Leave Donations from the Leave Transfer Program section on the Employee main menu. 

The LTP Donations page opens. 

2. Click the LTP account name link that identifies the donation you want to edit. 

The Edit LTP Donation page opens.

3. Make changes. 

4. Click Save and then click Cancel to go back to the previous page.

Deleting your leave donations

Leave donations that have been submitted but not yet approved may be edited or deleted.

To delete a donation that you made to a leave account, take these steps:

1. Click Leave Donations from the Leave Transfer Program section on the Employee main menu. 

The LTP Donations page opens. 

2. Click the "X" on the row that identifies the donation to delete. 

A confirmation message appears. 

3. Click OK to delete the donation.

-OR-

Click Cancel to dismiss the operation. 

4. Click Save and then click Cancel to go back to the previous page.

Emergency Contacts
If the Emergency Contact Management module has been implemented, the Emergency Contacts section 
may appear on the Employee main menu. Depending on agency policy, employees may be required to 
add a minimum number of emergency contacts and regularly maintain and update contact information. 

Adding your emergency contacts

To add your contact information, take these steps:

1. Click My Contacts  from the Emergency Contacts section on the main menu.

The Emergency Contacts page opens. Your name is automatically populated by the system. 

2. To complete your own information, click your first name link or last name link. The Emergency 
Contact Details page opens. 

-OR-
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To add new contacts, click Add New. The Emergency Contact Details page opens. 

3. Complete the information and then click Save. 

NOTE: An asterisk indicates required fields.

4. Click Cancel to go back to the previous page.

Editing your emergency contacts

To update your contact information, take these steps:

1. Click My Contacts  from the Emergency Contacts section on the main menu.

The Emergency Contacts page opens. 

2. Click the first name link or last name link on the row that identifies the contact you want to work 
with.

The Emergency Contact Details page opens.

3. Make changes and then click Save. 

4. Click Cancel to go back to the previous page.

Deleting your emergency contacts

To delete contact information, take these steps:

1. Click My Contacts  from the Emergency Contacts section on the main menu.

The Emergency Contacts page opens. 

2. Click the “X” under the Delete column on the row that identifies the contact you want to remove.

The row is deleted. 

3. Click Cancel to go back to the previous page.

Changing the call order 

The Call Order determines the priority in which emergency contacts will be called.

To change the call order, take these steps:

1. Click My Contacts from the Emergency Contacts section on the main menu.

The Emergency Contacts page opens.

2. Insert the cursor in the Call Order field on the row that you want to change and press the 
Backspace key to delete the number. Type in a different number. 

The list is adjusted. 

3. Click Save and then click Cancel to go back to the previous page.

Viewing your emergency contacts

To view your contact information, take these steps:

1. Click My Contacts  from the Emergency Contacts section on the main menu.
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The Emergency Contacts page opens. 

2. Click the first name link or last name link on the row that identifies the contact information you 
want to view. 

The Emergency Contact Details page opens. 

3. Click Cancel to go back to the previous page.

Reports
The following webTA reports are available to employees:

• Adhoc Report

• Leave Audit Report

NOTE: Depending on your agency, different reports may be available.

Running ad hoc reports

To run an ad hoc report, take these steps:

1. Click Reports from the Reports section on the main menu. 

The Reports page opens. 

2. Click the Adhoc Report name link. 

The Adhoc Report page opens.

3. Select the report from the Adhoc Report drop-down list. 

4. Select a role from the Role drop-down list. Only roles to which you have been assigned are 
available. 

5. Click the Include Delegates check box to see all employee data for all roles delegated to you. 
Clear the check box to see employee data limited to your direct role assignments.

6. Depending on the report, you may be able to select additional parameters. 

7. Click Run Report.

The report output is displayed. Click Reset to restore the page to default settings.

- OR -

Click Schedule Report to run the report at regularly scheduled intervals.

- OR -

Click Cancel to go back to the previous page.

Leave Audit Report
he Leave Audit report displays leave balances and adjustments for a specified type of leave within a 
designated range of pay periods. The report includes these columns:.
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Initially, the Leave Audit Report contains annual leave data for the most recent leave year for which the 
selected Employee has certified records. If the Employee has records in the system for more than one 
leave year, they can include the other leave years in the report by changing the Start Date and the End 
Date parameters.

The Leave Audit Report is divided into one page for each leave type. The selector at the top of the page 
allows the Employee to change the type of leave.

The following columns are included in the Leave Audit Report:

• Pay Period- The pay period number followed by the leave year, for example, 22-2012. Pay 
period 01 is the first pay period that falls completely within the calendar year. 

• Manual Adjust- Any adjustment that was made to the available leave in the pay period. 

• Forward- The leave balance that was forwarded from the prior pay period. 

• Accrued - The amount of leave accrued during the pay period. The column is blank for leave 
types that do not accrue, such as AWOL. 

• Available -The total amount of leave that is available for use in the pay period. The column is 
blank for leave types that do not accrue, such as AWOL. 

• Used- The amount of leave used by the employee in the pay period. This is usually the sum 
from the timesheet data submitted by the employee for the pay period. For annual and sick 
leave, it may also include LTP donations. 

• Balance- The ending balance for the leave type in the pay period. This is usually the available 
leave minus the leave used. For non-accruable leave, this is usually the forwarded amount 
minus the used amount. 

• Maximum Available- This column is included if the selected leave type is "Annual.". It shows 
the maximum annual leave amount currently available. Usually, this is the sum of the 
maximum accruable leave and the forwarded amount minus the used amount.

To generate a Leave Audit report, take these steps:

1. Click Reports from the Reports section on the main menu. 

The Reports page opens. 

2. Click Leave Audit.  

The page opens.

3. Use the following parameters:

• Select the pay period range from the From PP and To PP drop-down lists. 

•  Click the Leave Type drop-down list to select the type of leave. 

4. Click Run Report..

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save.

6. Click Cancel to go back to the Reports page.
webTA 4.2 NFC Core Employee User Guide 31 © 2013 Kronos Incorporated
FOIA 2017-023_206



Working with the Report Schedule tool
If your agency has implemented the Advanced Reporting module, you may be able to use the Report 
Schedule tool to set up reports to run at regularly scheduled intervals. The tool is available on the report 
parameters page of any report to which you have access, as shown in the example below.

Click Schedule Report to access the Report Schedule page, shown below:

NOTE: The report parameters listed under the schedule vary by report.

Report Schedule page contents

The following fields appear on the Report Schedule page:

• Name. The name of the report.

• Export Type. The type of file output. Options include PDF, XLS (Microsoft Excel), CSV (Comma 
Separated Values), and HTML (Hyper Text Markup Language).

• Schedule Enabled. Click the check box to enable the schedule. 

• Email Report After Completion. Click the check box to email a copy of the report upon completion.

• Run In. Whether the report will be run from the production instance or the archive/reporting 
instance.

• Hour of Day. The hour of the day that the report will run. 
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• Schedule. The day(s) of the week during the pay period that the report will run.

To review the schedule or make changes, click My Saved and Scheduled Reports from the Reports 
section on the main menu. An example page is shown below:

Use this page to modify report schedules, delete report schedules, or e-mail a saved and scheduled report 
to yourself.

My Saved and Scheduled Reports page contents

Click the Status drop-down list and then click Search to see reports in one of the following statuses:

• All. See all reports in any status.

• Pending. The report has been scheduled to run but hasn't been picked up by the report creation 
job yet.

• Queued. The report has been picked up by the report creation job.

• Generating. The report is now being run by the report creation job.

• Complete. The report has been successfully generated. 

• Error. The system encountered an error upon generating the report.

• Invalid. When an ad hoc report structure is changed, all of the associated report schedule 
instances are marked invalid. You must create a new report schedule.

The following columns appear on the My Saved and Scheduled Reports table:

• Name link. Click the link to open the report schedule.

• Report Name. The name of the report schedule.

• Submitted. The date and time that the schedule was created.

• Completed. The date and time that the report last completed its scheduled run.

• Next Scheduled Date. The date and time the report is next scheduled to run. 

• Format. The type of report output file. Options include: PDF, Microsoft Excel (XLS), CSV or 
HTML.

• Status. The current status of the report. 

• Pages. The number of pages of report file output. 

• Size (Bytes). The size of the output file.

• Message. System messages produced when the report was generated.

• Download. Download the report file to a local computer.

• Rerun. Run the report now. 
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Adding and saving report schedules

To add and save a report schedule, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens. 

2. Click the report that you want to schedule.

The page opens.

3. Click Schedule Report. 

The Report Schedule page opens.

4. Complete the fields.

5. Specify the report parameters.

6. Click Save and then click Cancel to go back to the previous page.

Viewing saved and scheduled reports

To view a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click Cancel to go back to the previous page.

E-mailing saved and scheduled reports to yourself

To e-mail a saved and scheduled report to yourself, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the check box on the row that identifies the report and then click Email near the bottom of the 
page.

A confirmation message appears.

3. Click Yes to e-mail the report.

- OR -

Click No to cancel the operation. 

4. Click Cancel to go back to the previous page.

Modifying report schedules

To modify a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the report name link.
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The Report Schedule page opens.

3. Make changes.

4. Click Save and then click Cancel to go back to the previous page.

Deleting report schedules

To delete a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the check box on the row that identifies the report and then click Delete.

A confirmation message appears.

3. Click Yes to delete the report schedule.

- OR -

Click No to cancel the operation. 
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Introduction
This guide explains how to perform functions that are available to webTA 4 users who are assigned the 
Timekeeper role. These functions include validating employee timesheets, correcting timesheets, 
manually adding employees, maintaining employee profiles, and other tasks. 

This guide does not cover basic tasks such as logging in, changing your password, navigating the system, 
viewing messages or accessing online help. For procedures on these tasks, as well as an overview of the 
Timekeeping cycle, see webTA 4.2 NFC Core Basics User Guide.

The Timekeeper main menu displays some of the functions available to the Timekeeper role. Depending 
on how webTA is implemented at your agency, some functions shown in the example below may not be 
available.

NOTE: This user guide contains graphical representations (screen shots) of the generic webTA 
application. These illustrations are intended to provide guidance and may not exactly match the 
configuration that is implemented at your agency.  All user names are fictional. 

Timekeeping Cycle
webTA is configured to follow the standard Federal Government pay period schedule, which is based on a 
two-week pay period. 

For a description of the Timekeeping Cycle and tasks that are performed by employees, Timekeepers and 
Supervisors, see webTA 4.2 NFC Core Basics User Guide. For specific guidelines about your agency’s 
timesheet editing and validation guidelines, see your HR Administrator.
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Overview of the Select Employees page
The Select Employees page lists employees, provides search and filter capabilities, and provides access 
to the Select Action menus.

Use the Select Employees search function to filter employees by making selections from drop-down lists or 
typing search criteria in fields. Drop-down lists and search fields are described below:

To search for employees, use these drop-down lists or search criteria:

• Pay Period. Use this drop-down list to select a specific pay period or all pay periods.

• Timesheet Status. Use this drop-down list to display employee records with a specific timesheet 
status:

• All. If you select All pay periods + All timesheet statuses, the system shows all timesheets that 
are not processed for every pay period.  If you select a specific pay period + All timesheet 
statuses, the system shows all timesheets (including processed timesheets) for the specific 
pay period.

• Saved. Displays records with the timesheet status Saved.

• All Validated. Displays records that have been validated by employees and Timekeepers. 

• Validated by Employee. Displays records that have been validated by employees.

• Validated by Timekeeper. Displays records that have been validated by Timekeepers.

• Validation Overridden. Displays records that have had validation overridden.

• Certified and Pre-Processed. Displays records that have been validated, certified, and are 
ready to be built.

• Processed. Displays records that have been processed for payroll for a specific pay period. 

NOTE: You must select a specific pay period from the Pay Period drop-down list. If  you select All 
pay periods + Processed timesheet status, no results are shown and the following alert appears: 
"Must choose a pay period for processed timesheets."

• Saved + Emp Validated. Displays records that have been saved, as well as records that have 
been validated by employees. 
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• Saved + All Validated. Displays records that have been saved, as well as all records that have 
been validated. 

• User ID. Type search criteria to search for employees by User ID. 

• Last Name. Type search criteria to search for employees by last name.

• First Name. Type search criteria to search for employees by first name.

• Organization. Use this drop-down list to select employees assigned to a specific organization. 

• Timekeeper. Type search criteria to search for employees assigned to a specific Timekeeper.

• Supervisor. Type search criteria to search for employees assigned to a specific Supervisor.

• Delegates For. Use this drop-down list to display employee records with the following delegate 
criteria.

• NONE. Shows only your employees: 

• <Delegate Name.> Shows only the employees of the selected delegate. 

• SSN. Type the exact SSN to search for a specific employee. 

• Active. Use this drop-down list to display records with these employee statuses:

• All. Displays employee records with Active and Inactive statuses.

• Inactive. Displays employee records who are no longer active in the system.

• Active. Displays employee records who are currently active in the system.

Searching for Employees
Using the Employees search function, you can search by:

• User ID

• Last name only

• First name only

Employee search field criteria are listed below.

Using search criteria in free-text fields

You can enter text or numbers, a wildcard, or both. 

NOTE: Do not include quotation marks in the search criteria.

To enter text or numbers:

• By full name: type the last name and first name, separated by a comma and one space, and then 
click Search. For example, type “Berman, Bart” and click Search. If the system finds a match, the 
name is displayed. 

• For all Employees with the same last name: type the name and then click Search. For example, 
type “White” and click Search. The system adds an implied asterisk wildcard at the end and 
matches employees with a last name of “White” , “Whitehouse”,  “Whitey” , etc. 

• For all Employees with the same first name: type a comma, then a space, then the first name in 
the Employees search field, and then click Search. For example, type “, Robert” and click Search. 
The system finds employees with the first name “Robert.”

• By user ID: type the user ID in the Employees search field, and then click Search.
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To use wildcards, type an asterisk to match text or numbers, or type a question mark to match a single 
character:

• Use an asterisk at the end of a string. For example, to find employees whose last name or 
user ID starts with “C”, type “C*” and then click Search. The system finds employees whose 
last name and/or user ID starts with “C” such as “Christianson”, “CFRYMAN”, “Corrigan”, etc. 

• Use an asterisk in the middle of a string. For example, to find a last name that starts with “R” 
and ends with “e”, type “R*e” and then click Search. The system does not add the implied 
search at the end of the string; it finds employees with names and/or user IDs like “Ringle”,  
“Raime”, and “Rishnee.”

• Use a question mark to match a single character. For example, type “Joha?son” and click 
Search to find the last name “Johanson” and/or the user ID “JOHANSON”, or type 
“Joha??son” and click Search to find the last name “Johannson” and/or the user ID 
“JOHANNSON”.

To search for employee names:

1. Type search criteria in the User ID, Last Name, and/or First Name field and then click Search. 

2. The system matches the criteria against the user’s first name, last name, or user ID. 

3. To start over, click Clear and the page returns to its default state. 

Using drop-down lists to filter information

To use a drop-down list to filter information on the Select Employees page, take these steps 

1. Select the option from the filter drop-down menu. For example, select Validated by Employee 
from the Timesheet Status drop-down menu.

2. Click Search. 

3. The results are displayed. For example, if you selected Validated by Employee from the Timesheet 
Status drop-down menu, timesheets with the current status Validated by Employee are displayed. 

4. To start over, click Clear and the page returns to its default state. 

Using links on the Select Employees page

Depending on your role, pay periods and user IDs may be available as hyperlinks on the Select 
Employees page. 

Here is a brief description of each link 

• Pay period links. Click a pay period link to open an employee’s timesheet. The following 
correction codes may appear in parentheses after the pay period. 

• (LC) Local Correction.

• (C)  Regular Correction. 

• (P)  Prior Correction. 

• User ID links. Click a user ID link to open an employee’s timesheet profile. 

Overview of Select Actions menus
In addition to the Employees search field, filters and links, the Select Employees page provides access to 
the Select Actions menus. Each menu and its functions are described below.
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NOTE: Depending on your role, some menus and functions may not be available.

• Timesheets

• Timesheet. Access one or several timesheets.

• Timesheet Summary. View one or several Timesheet Summaries.

• Certify Selected. Certify one or several timesheets.

•  Validate Selected. Validate one or several timesheets. 

• Create Correction. Correct a processed timesheet. 

• Profiles

• Timesheet Profile. View and edit one or several timesheet profiles. 

• Employee Profile. View and edit one or several employee profiles.

• Leave and Premium Pay

• Leave Balances. View leave balances for an employee, including details that show the amount 
accrued by pay period.  

•  Leave Calendar. View leave requests in a monthly calendar format. 

• Leave Requests. View current or archived requests. Depending on your role, you may be able 
to add, submit, delete, cancel, approve or deny leave requests. 

• Premium Pay Requests. View current or archived requests. Depending on your role, you may 
be able to add, submit, delete, cancel, approve or deny premium pay requests. 

• Messages

• Send Message. Send a message to one or more employees in your group. 

• Default Schedule

• Default Schedule. View and edit one or several default schedules. 

Managing Delegates
Timekeepers may delegate their role to one or more alternate Timekeepers. Delegates validate 
timesheets, edit and submit leave requests and premium pay requests for employees, or perform other 
tasks. It’s a good idea to delegate your role to at least one other Timekeeper in the event that you are 
unable to perform tasks due to vacation, training or other off-site events. Delegation authority remains in 
effect until the delegate’s name is removed from the list of assigned delegates. 

Adding delegates

To delegate your role, take these steps: 

1. Click My Delegates on the Timekeeper main menu. 

The My Delegates page opens. A table lists users who have already been delegated as a backup. 

2. Click Add Delegate. 

The Add Delegate page opens. A table lists users who are qualified to be selected as delegates..

3. Click the check box(es) next to user(s) you want to select as delegates and then click Select 
Checked Users.

A message confirms that the delegation was successful.
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4. Add more delegates.

-OR-

Click Cancel to go back to the previous page.

Deleting delegates

To delegate your role, take these steps: 

1. Click My Delegates on the Timekeeper main menu. 

The My Delegates page opens. A table lists users who have already been delegated as a backup. 

2. Click the "X" on the row that identifies the user you want to remove as a delegate. 

A pop-up dialog opens. 

3. Click OK to remove the delegate. A message confirms that the delegate was removed.

-OR-

Click Cancel to dismiss the operation. 

Sending Messages
Timekeepers may send messages to their assigned employees. To send a message to one or more 
employees, take these steps: 

1. Click Select Employees on the main menu.

The Select Employees page opens.

2. Click the check box(es) next to the employee name(s).

3. Select Send Message from the Send Messages action menu. 

The Send Message page opens and the names you selected are listed in the Recipients field.

4. Type a message subject, click the cursor in the Body field, and type the message. 

5. Optionally, click the High Importance link to enable or disable the High Importance icon. (The 
icon darkens when enabled and dims when disabled.)

6. Click Send Message.

A confirmation appears.

7. Click Cancel to go back to the previous page.

Working with Employee Timesheets
Depending on your agency, you may be responsible for working with employee timesheets. Your 
responsibilities may include adding, editing and deleting work and leave time, and validating timesheets.

webTA supports two types of timesheets: hourly timesheets and Time-In/Time-Out (TITO) timesheets. 
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Hourly timesheets are for employees who enter durations of time, for example, 8 hours of Regular Time, or 
4 hours of Annual Leave. Here is an example of an hourly timesheet

TITO timesheets are for employees who enter a start time and a stop time for worked hours (for example, 
9 a.m. to 5:00 p.m. Regular Time) or leave hours (for example, 9 a.m. to 5:00 p.m. Annual Leave.)  Here is 
an example of a TITO timesheet:
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Depending on how the user’s Employee Profile has been set up, new timesheets may be blank, or pre-
populated with data from the previous pay period or with standard data from a schedule. 

Hourly Timesheets
Hourly timesheets let you record the number of hours worked each day based on one or more 
combinations of transaction codes and accounts. The timesheet contains a separate row for each 
combination of transaction code and account in the pay period.

Adding work and leave time in employee hourly timesheets

IMPORTANT: Depending on your agency, you may add, edit or delete leave time in timesheets only 
under special circumstances. Be aware that manually editing leave or premium pay in timesheets 
can produce validation errors if the changes do not match the corresponding leave or premium pay 
requests.

To  add work or leave time in hourly timesheets, take these steps:
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1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click  the plus sign (+)  under Work Time or Leave Time. 

A new row appears.

4. Accept the default transaction code or click the transaction code link to select a different one.

The Transaction Code pop-up opens. Select the transaction code from the drop-down list and then 
click Select. The pop-up is removed and the transaction code is filled in. 

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes..

7. Optionally, to record dollar transactions, click the plus sign (+) under the Dollar Transactions 
section. A new row appears. Specify the transaction code and account, and type the dollar amount 
using the format dollars and cents, separated by a decimal. For example, type 62.73. 

8. Optionally, to record activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

9. Optionally, to record cases on the Case Tracking tab, see “Working with cases in timesheets.”

10. Click Save and then click Cancel to go back to the main menu.

Editing work and leave time in employee hourly timesheets

Make the following types of edits to work or leave time in an hourly timesheet:

• Change a specific duration. For example, you might change 8:00 to 6:00 in the cell for Monday. 
The transaction code and account remain the same. In this case, simply use the Backspace key 
to clear the current entry and type in the new entry. 

• Change the transaction code or attributes associated with an entire row. For example, you might 
change the transaction code from Regular Time to On the Job Training for an entire row. In this 
case, select the transaction code, account or other attribute from the appropriate drop-down list.

To edit worked time in an hourly timesheet, take these steps:
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1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. To edit existing time entries, click the cursor in the field that you want to edit and press the 
Backspace key to delete the existing hours. Type the new hours and then click Save. 

4. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the drop-down list and then click Select. The pop-up is 
removed and the transaction code is filled in.

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Optionally, to edit activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

7. Optionally, to edit cases on the Case Tracking tab, see “Working with cases in timesheets.”

8. Click Save and then click Cancel to go back to the main menu.

Deleting work and leave time in employee hourly timesheets

Make the following types of deletions in timesheets:

• Delete a time entry. For example, you might delete a value from the cell for Monday. In this case, 
simply use the Backspace key to clear the current entry. 

• Delete an entire row. For example, you might want to delete all entries for an entire row. In this 
case, click click the "X" at the beginning of the transaction row.

• Delete all entries in the timesheet. Click Remove All Entries. All entries are removed from the 
timesheet.

• Delete the timesheet and the timesheet profile. Click Delete Timesheet. All entries are removed 
from the timesheet and the current timesheet profile is replaced with data from the previous pay 
period. 

To delete time entries in timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

FOIA 2017-023_225



webTA 4.2 NFC Core Timekeeper User Guide 11 © 2013 Kronos Incorporated

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.

3. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.

4. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

5. To delete all transactions on a timesheet (including Remarks, Labor Distribution, and Case 
Tracking), click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the timesheet and tabs. 

6. To delete the timesheet and the associated timesheet profile, click Delete Timesheet. Click Yes to 
respond to the confirmation message. All entries are removed from the timesheet and the current 
timesheet profile is replaced with data from the previous pay period.  

7. Click Save  and then click Cancel to go back to the main menu.

TITO Timesheets
TITO timesheets allow you to enter a start time and a stop time for worked hours (for example, 9 a.m. to 
5:00 p.m. Regular Time) or leave hours (for example, 9 a.m. to 5:00 p.m. Annual Leave.) The timesheet 
contains a separate row for each day in the pay period.

Adding work and leave time in employee TITO timesheets

IMPORTANT: Your agency may have specific policies and procedures that determine how you work 
with leave time in your timesheet. If your agency has implemented the webTA Leave Request 
functionality, you may add, edit or delete leave time in your timesheet only under special 
circumstances. Check with your HR Administrator or your agency’s leave policy if you have 
questions about working with leave time in your timesheet. 

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. If you want to enter the same data on multiple days, see “Using Quick Time Entry” below.

- OR - 

If you want to enter unique data for a specific day, continue to the next step.
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NOTE: To enter multiple entries on the same day, click the plus sign (+) under Week 1 or Week 2. 
A new row is added.

4. Click the plus sign (+)  under Week 1 or Week 2 to add a time entry to that day.

The Transaction Code pop-up opens. 

5. Select a transaction code from the Work Time or Leave Time drop-down list and then click 
Select. 

The pop-up is removed and the transaction code is filled in.

6. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry. 

8. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

9. Press the Tab key to move the cursor to the Meal Time field. Type the duration, such as 00:45 
minutes. Use the format HH:mm (hours and minutes, separated by a colon.) For example, enter 
00:30 for a thirty minute meal break.

10. Optionally, to record dollar transactions, click the plus sign (+) under the Dollar Transactions 
section.  A new row appears. Specify the transaction code and account, and type the dollar 
amount using the format dollars and cents, separated by a decimal. For example, type 62.73. 

11. Optionally, to record activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

12. Optionally, to record cases on the Case Tracking tab, see “Working with cases in timesheets.”

13. Click Save and then click Cancel to go back to the main menu. 

Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. To use Quick Time Entry, take these steps:

1. If you haven't already done so, open the timesheet.

2. Click the check box(es) under Select Days.

3. Type the Time In, the Time Out, and the meal duration. 

4. Click the transaction code link to select a transaction code.

The Transaction Code pop-up opens. 
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5. Select a transaction code from the Work Time or Leave Time drop-down list and then click 
Select. 

The pop-up is cleared and the transaction code is filled in. 

6. Click Select Account to select an account.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Click the plus sign (+) at the end of the row to populate the tmesheet with the quick time entry 
data.

8. Click Save and then click Cancel to go back to the main menu. 

Editing work and leave time in employee TITO timesheets

To edit work and leave time in TITO timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. To edit existing time entries, click the cursor in the field that you want to edit and press the 
Backspace key to delete the existing hours. Type the new hours and then click Save.

4. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the Work Time or Leave Time drop-down list and then 
click Select. The pop-up is removed and the transaction code is filled in.  

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Optionally, to edit activities on the Labor Distribution tab, see “Working with activities in 
timesheets.”

7. Optionally, to edit cases on the Case Tracking tab, see “Working with cases in timesheets.”

8.  Click Save to save the timesheet. 

9.  Click Cancel to go back to the main menu. 
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Deleting time entries from employee timesheets

Make the following types of deletions in timesheets:

• Delete a time entry. For example, you might delete a value from the cell for Monday. In this case, 
simply use the Backspace key to clear the current entry. 

• Delete an entire row. For example, you might want to delete all entries for an entire row. In this 
case, click click the "X" at the beginning of the transaction row.

• Delete all entries in the timesheet. Click Remove All Entries. All entries are removed from the 
timesheet.

• Delete the timesheet and the timesheet profile. Click Delete Timesheet. All entries are removed 
from the timesheet and the current timesheet profile is replaced with data from the previous pay 
period. 

To delete time entries in timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.

3. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.

4. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

5. To delete all transactions on a timesheet (including Remarks, Labor Distribution, and Case 
Tracking), click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the timesheet and tabs. 

6. To delete the timesheet and the associated timesheet profile, click Delete Timesheet. Click Yes to 
respond to the confirmation message. All entries are removed from the timesheet and the current 
timesheet profile is replaced with data from the previous pay period.  

7. Click Save and then click Cancel to go back to the main menu. 

About labor distribution activities
Agencies may implement the Labor Distribution module to track time and attendance data against labor 
distribution activity categories, activity sets and activities. If timesheets include the Labor Distribution tab, 
then you may have the ability to add, edit or delete activities for your assigned Employees. 
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Working with activities in timesheets

To add activities to a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Labor Distribution tab near the bottom of the timesheet. 

The Labor Distribution tab opens.

4. Click Add Activity. 

The Add Activity page opens. 

5. Click the check box next to the activity you want to add to your timesheet.

NOTE: In order for activities to appear on the Add Activity page, activities must be assigned to 
employees or organizations. If activities do not appear, contact the employee’s Supervisor for 
assistance. 

6. Click Save.

The activity set is listed under the Activity column on the Labor Distribution tab.

7. Enter activity hours or percentages in the Labor Distribution cells.

8. Click Save to save the timesheet. 

To edit activities in a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -
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Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Labor Distribution tab near the bottom of the timesheet. 

The Labor Distribution tab opens.

4. Edit activity hours or percentages in the Labor Distribution cells.

5. Click Save to save the timesheet. 

To delete activities from a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Labor Distribution tab near the bottom of the timesheet. 

The Labor Distribution tab opens.

4. Click the "X" under the Delete column on the row you want to remove. 

The row is deleted, including the hours or percentages entered for the activity.

About Continuation of Pay (COP)
Employees who are injured while engaged in official work activities or on work premises may be eligible for 
Continuation of Pay (COP). If the employee meets eligibility criteria, the COP Administrator creates a COP 
recipient account in webTA.  

COP leave is entered on the employee's timesheet by the employee or their Timekeeper. Using any COP 
leave on a given day is tracked in day increments on the employee’s timesheet Leave Balances tab, and 
on the Timesheet Summary. If the employee uses one hour of COP leave on a given day, the employee 
(or Timekeeper) records the start and stop time in hour increments on the timesheet, but the Leave 
Balances tab tracks the leave as an entire day. 

Viewing employee COP leave balances

To view COP leave balances in timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 
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3. Click the Leave Balances tab to view COP leave balances. 

4. Click Cancel until you return to the main menu. 

Adding COP leave time in hourly timesheets

To add COP leave time in hourly timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the plus sign (+)  under Leave Time.

A new row appears.

4. Click the transaction code link to select a COP leave time transaction code.

The Transaction Code pop-up opens. 

5. Select the transaction code from the drop-down list and then click Select.

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

The pop-up is removed and the transaction code is filled in.

6. Select the event from the COP Event drop-down list. The same employee may have multiple 
events; select the event to which the leave transaction code will be charged..

NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

7. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

8. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes.

NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

9. Click Save to save the timesheet. 

10. Click Cancel to go back to the main menu. 
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Adding COP leave time in TITO timesheets

To add COP leave time in TITO timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. If you want to enter the same data on multiple days, see “Using Quick Time Entry.”

- OR - 

If you want to enter unique data for a specific day, continue to the next step.

4. Click the plus sign (+)  under Week 1 or Week 2 to add a COP leave time entry to that day.

The Transaction Code pop-up opens. 

5. Select the transaction code from the Leave Time drop-down list and then click Select. 

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

The pop-up is removed and the transaction code is filled in. The COP Event drop-down list 
appears directly beneath the COP leave transaction code. 

6. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Click Select Account and specify the account, if any.

8. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry. 

NOTE: Any charge to a COP leave transaction code during a day constitutes the use of that day 
toward the 45-day limit.

9. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

10. Click Save and then click Cancel to go back to the main menu. 

FOIA 2017-023_233



webTA 4.2 NFC Core Timekeeper User Guide 19 © 2013 Kronos Incorporated

Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. To use Quick Time Entry, take these steps:

1. If you haven't already done so, open the timesheet.

2. Click the check box(es) under Select Days.

3. Type the Time In, the Time Out, and the meal duration. 

4. Click the transaction code link to specify a COP leave transaction code.

The Transaction Code pop-up opens. 

5. Select the transaction code from the Leave Time drop-down list and then click Select. 

NOTE: COP leave transaction codes use the prefix "67", such as "67-OWCP Injury Leave" or "67 
OWCP Injury Leave, Shift 1."

6. Select the event from the COP Event drop-down list. The same employee may have multiple 
events; select the event to which the leave transaction code will be charged.

NOTE: Any charge to a COP leave transaction code during a day constitutes the useof that day 
toward the 45-day limit.

7. Click Select Account to select an account.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

8. Click the plus sign (+) at the end of the row to populate the timesheet with the quick time entry 
data.

9. Click Save and then click Cancel to go back to the main menu. 

About case tracking
Agencies may implement the Case Tracking module to track time and attendance data against specific 
cases. If timesheets include the Case Tracking tab, then you may have the ability to add, edit or delete 
cases for your assigned Employees. 

Working with cases in timesheets

To add cases to a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.
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- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

4. Click Add Case. 

The Select Cases page opens. 

NOTE: To view details about a case, click the case ID or case name link. The Edit Case page opens 
in read-only format. View details, and then click Cancel to return to the Select Cases page. 

5. Click the check box next to the case you want to add to the timesheet.

NOTE: In order for cases to appear on the Select Cases page, cases must be assigned to 
employees or organizations. If the case does not appear, contact the employee’s Supervisor or 
Case Tracking Administrator for assistance. 

6. Click Save.

The case is listed under the Case column on the Case Tracking tab. 

To add case hours in a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

4. Enter case hours in the Case Tracking cells.

5. Click Save to save the timesheet. 

To edit case hours in a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 
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3. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

4. Edit case hours in the Case Tracking cells.

5. Click Save to save the timesheet. 

To delete case hours from a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Case Tracking tab near the bottom of the timesheet. 

The Case Tracking tab opens.

4. Click the "X" under the Delete column on the row you want to remove. 

The row is deleted, including the hours entered for the case.

Timesheet Remarks
Two types of remarks may be entered in timesheets: general remarks and specific remarks. For example, 
a general remark might apply to several days such as “Car trouble.” Optionally, remarks can be added to 
specific time entries. For example, an employee might leave early to pick up a child. Specific remarks are 
listed in the Daily Remarks list box.

Adding a general remark to a timesheet

To add a general remark to a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the Remarks tab near the bottom of the timesheet. 

The tab opens.

4. Place the cursor in the Pay Period Remarks field and type the text.
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5. Click Save.

Adding a specific remark to a timesheet

To add a specific remark to a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box next to the employee you want to work with and then select Timesheet from 
the Timesheets menu.

- OR -

Click the Pay Period link on the row that identifies the employee you want to work with. 

The timesheet opens. 

3. Click the cursor on the time entry to which you want to add the remark.

4. Double-click or press Shift-R.

The Edit Timesheet Entry Remarks page opens.

5. Type the text in the Remarks field.

6. Click Save to save the remark and go back to the timesheet. A red triangle appears in the upper 
right corner of the field to indicate that a remark has been added.

7. Optionally, click the Remarks tab near the bottom of the timesheet to view the remark. Double-
click or press Shift-R on the time entry to change the remark. 

About validating timesheets
Before timesheets can be certified and transmitted to payroll, Timekeepers must validate timesheet data. 
Before you validate a timesheet, confirm that data is accurate.

The validation feature checks the timesheet against a set of business rules which are derived from Title 5, 
Tile 38, and OPM regulations as well as logical and computational rules (for example, the total number of 
hours entered for a day cannot exceed 24, and start and stop times cannot be the same).

Validating employee timesheets

To validate one or several timesheets, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the Pay Period link on the row that identifies the timesheet.

-OR-

3. Click the check box next to the name of one or more employee(s) and then select Validate 
Selected from the Timesheets menu.

The timesheet(s) open.
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4. Review the timesheet for accuracy and then click Validate. 

One of the following results occurs:

• A confirmation message appears above the timesheet header, for example, “Timesheet 
validated successfully.” The status changes to “Validated by Timekeeper.” A message is 
automatically sent to the Supervisor to alert them of the change in the timesheet status.

• An error message appears above the timesheet header, for example, “An account is required.” 
Errors must be resolved before validating the timesheet. Under special circumstances, Master 
Timekeepers may override validation errors so that the timesheet can be certified and 
processed. 

• A warning message appears above the timesheet header, for example, “Total Regular Duty 
and Leave Requests hours of 79:00 must equal Biweekly Hours of 82.”  Work with the 
employee and/or Supervisor to resolve the warning and then validate the timesheet again. If 
no action is taken or if the corrective action is unsuccessful, work with the Supervisor to 
resolve the warning. 

5. If you are validating multiple timesheets, click the arrow near the top or bottom of the page to 
continue; otherwise, click Cancel to return to the Select Employees page. 

About correcting timesheets
Depending on the timesheet status, different types of timesheet corrections may be available. Each type is 
explained below:

• Local Correction. The correction is recorded locally but not transmitted to the payroll provider. 
Perform this type of correction on missing timesheets (that is, timesheets that have not been 
created), or historical timesheets. Timesheets are flagged with (LC) in the Pay Period column on 
the Select Employees page for example, 19-2012 (LC). 

• Prior Correction. The correction creates a new timesheet that is recorded locally and transmitted 
to the payroll provider. Perform this type of correction on missing timesheets (that is, timesheets 
that have not been created.) Timesheets are flagged with (P) in the Pay Period column on the 
Select Employees page for example, 16-2012 (P). 

• Create Correction. The correction is recorded locally and transmitted to the payroll provider. 
Perform this type of correction on an historical timesheet that has been processed within the 
previous 26 pay periods. Timesheets are flagged with (C) in the Pay Period column on the Select 
Employees page for example, 18-2012 (C). 

NOTE: If a timesheet has never been corrected, the correction timesheet is a copy of the original 
timesheet. If a timesheet has already been corrected, the correction timesheet is the most recently 
corrected version of the timesheet.

Correcting employee timesheets

To correct a timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box on the row that identifies the employee(s), and then select Create 
Correction from the Timesheets menu.

The Create Correction page opens.
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3. Optionally, select the year from the Select Year drop-down list and then click Go. 

4. Depending on the type of correction, click Create Local Correction, Create Prior Correction, or 
Create Correction. 

A pop-up alerts you that a timesheet profile has been created for the pay period.

5. Click OK to dismiss the alert and open the timesheet.

6. Make changes and click Save. 

7. Click Cancel to go back to the Create Correction page. 

Working with Schedules
Depending on your agency’s implementation of webTA, two types of schedules may be available: default 
schedules or advanced schedules.

Default schedules display the transaction code and account to which hours are charged, and a bi-weekly 
schedule of work hours. Entries from the default schedule are displayed on the Schedule tab of the 
employee’s timesheet; entries may also be populated in the timesheet cells, if the Retain Data Type in the 
employee’s Timesheet Detail is specified as “Pay from Schedule.”  Employees may add and maintain their 
default schedule or the responsibility may belong to the Timekeeper. An example default schedule is 
shown below: 

Advanced schedules are similar to default schedules but offer additional features such as Regular Days 
Off, temporary schedules, additional pay period options, and a Supervisor approval process. Timekeepers 
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maintain and submit advanced schedules on behalf of their employees; Supervisors approve or deny 
schedule requests.  

An example advanced schedule is shown below. Notice that the schedule was submitted by the 
Timekeeper and approved by the Supervisor (see the status bar near the top of the schedule and the 
entries in the Activity Log near the bottom of the schedule.) 

About default schedules
Employees may have the ability to add and maintain their own default schedule, or Timekepers may 
perform these tasks on behalf of their employees. 

Adding default schedules

To add a default schedule for an employee with an hourly timesheet, take these steps: 

1. Click Select Employees on the main menu. 

The Select Employees page opens. 
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2. Click the check box on the row that identifies the employee(s), and then select Default 
Schedule from the Default Schedule action menu.

The Default Schedule page opens. 

3. Click the plus sign (+)  under Work Time.

A new row appears.

4. Accept the default transaction code or click the transaction code link to select a different one.

The Transaction Code pop-up opens. Select the transaction code from the drop-down list and then 
click Select. 

The pop-up is removed and the transaction code is filled in.

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

6. Press the Tab key to move the cursor to the appropriate cell and type the duration using the format 
HH:mm (hours and minutes, separated by a colon.) For example, type 7.5 for seven hours and 
thirty minutes. Complete the schedule by entering the duration for each day. 

7. Click Save and then click Cancel to go back to the previous page. 

NOTE: If the Retain Data Type in the employee profile is specified as “Pay From Schedule,” the 
default schedule populates new timesheets. If a timesheet has already been created for the pay 
period and you want it to be populated by the default schedule, delete the timesheet and then 
reopen it. 

To add a default schedule for an employee with a TITO timesheet, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box on the row that identifies the employee(s), and then select Default 
Schedule from the Default Schedule action menu.

The Default Schedule page opens. 

3. If you want to enter the same data on multiple days, see “Using Quick Time Entry.”

- OR - 

If you want to enter unique data for a specific day, continue to the next step.

4. Click the plus sign (+)  under Week 1 or Week 2 to add a time entry to that day.

The Transaction Code pop-up opens. 

NOTE: To enter multiple entries on the same day, click the plus sign (+) under Week 1 or Week 2. A 
new row is added.

5. Select a transaction code from the drop-down list and then click Select. 
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The pop-up is removed and the transaction code is filled in.

6. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

7. Click the cursor in the Time In field. Type the start time using the format HH:mm (hour and 
minutes, separated by a colon). For example, enter 8:30. webTA auto-populates a.m. If work hours 
are not standard, it may be necessary to type p.m. to correct the entry

8. Press the Tab key to move the cursor to the Time Out field, then type the stop time using the 
format HH:mm (hour and minutes, separated by a colon). For example, enter 5:15. webTA auto-
populates p.m. If work hours are not standard, it may be necessary to type a.m. to correct the 
entry.

9. Press the Tab key to move the cursor to the Meal Time field. Type the duration, such as 00:45 
minutes. Use the format HH:mm (hours and minutes, separated by a colon.) For example, enter 
00:30 for a thirty minute meal break.

10. Click Save and then click Cancel to go back to the previous page. 

NOTE: If the Retain Data Type in the employee profile is specified as “Pay From Schedule,” the 
default schedule populates new timesheets.  If a timesheet has already been created for the pay 
period and you want it to be populated by the default schedule, delete the timesheet and then 
reopen it. 

Using Quick Time Entry

The Quick Time Entry feature lets you select several days and then copy and paste the same data for each 
day. Use this feature with TITO timesheets. To use Quick Time Entry, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box on the row that identifies the employee(s), and then select Default 
Schedule from the Default Schedule action menu.

The Default Schedule page opens. 

3. Click the check box(es) under Select Days.

4. Type the Time In, the Time Out, and the meal duration. 

5. Click the transaction code link to select a transaction code.

The Transaction Code pop-up opens. 

6. Select a transaction code from the drop-down list and then click Select. 

The pop-up is cleared and the transaction code is filled in. 

7. Click Select Account to select an account.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.
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-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in. 

8. Click the plus sign (+) at the end of the row to populate the tmesheet with the quick time entry 
data.

9. Click Save and then click Cancel to go back to the main menu. 

Editing default schedules

To edit an employee’s default schedule, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box on the row that identifies the employee(s), and then select Default 
Schedule from the Default Schedule action menu.

The Default Schedule page opens. 

3. To edit existing entries, click the cursor in the field that you want to edit and press the Backspace 
key to delete the existing hours. Type the new hours and then click Save.

4. To select a different transaction code, click the transaction code link. The Transaction Code pop-
up opens. Select a transaction code from the drop-down list and then click Select. The pop-up is 
removed and the transaction code is filled in. 

5. Accept the default account or click the account link to select a different one.

The Accounting pop-up opens. Click Select on the row that identifies the account. The pop-up is 
removed and the account is filled in.

-OR-

Under the Create New Account section, select or enter values that make up a new account. 
Required fields are identified with an asterisk. Click Create. The pop-up is removed and the 
account is filled in.  

6. Click Save and then click Cancel to go back to the previous page. 

Deleting default schedules

To delete an employee’s default schedule, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens. 

2. Click the check box on the row that identifies the employee(s), and then select Default 
Schedule from the Default Schedule action menu.

The Default Schedule page opens. 

IMPORTANT! Deleted information cannot be restored; once deleted, data must be re-entered.

3. To delete a time entry, insert the cursor in the cell that contains the value and press the 
Backspace key. You can type a new entry. When you are done, click Save.
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4. To delete a row, click the "X" at the beginning of the transaction row.

The row is removed.

5. To delete all entries, click Remove All Entries. Click Yes to respond to the confirmation message.

webTA removes all rows from the default schedule. 

6. Click Save and then click Cancel to go back to the previous page. 

About advanced schedules
If the Advanced Scheduling module is implemented at your agency, Timekeepers may add and submit 
permanent or temporary schedules for their assigned Employees. A permanent schedule is an employee’s 
regular day to day schedule. A temporary schedule may be assigned to an employee for a length of time 
with a specific pay period start and end date. For example, an employee may be assigned a temporary 
schedule if they are attending training. Temporary schedules may also be created for a historical pay 
period or pay period range to generate a corrected timesheet for those pay periods. Whether a schedule is 
permanent or temporary, the total hours must match the Duty Hours specified in the employee’s timesheet 
profile; otherwise the system generates a validation error. 

Timekeepers create and submit schedules for employees and Supervisors respond to submitted schedule 
requests. The system applies the permanent schedule every pay peroid unless a temporary schedule has 
been approved for the employee. When an approved temporary schedule ends, the system automatically 
reverts to the employee’s permanent schedule.  Until the schedule has been approved by the employee’s 
Supervisor, the schedule cannot be applied to the employee’s timesheet. 

The Advanced Scheduling module includes the following tools:

• Shift. A shift is the smallest segment of a schedule. 

• Schedule templates. Schedule templates contain values that may be used to automatically 
populate employee schedules.

• Employee Schedules List View. The Schedule List View displays a high level summary of 
schedules assigned to employees. Timekeepers may click user name links to view or work with 
schedules for their assigned Employees. 

• Employee Schedules Grid View. displays employees and the daily shifts assigned to each 
employee for the specified pay period.  Timekeepers may click user name links to view or work 
with schedules for their assigned Employees. 

Each tool is described below in more detail. 

About shifts

A shift is the smallest segment of time that the Timekeeper can select to create a schedule. The HR 
Administrator adds and maintains a list of shifts. Timekeepers may view the list of available shifts on the 
Shifts page, shown below.
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The page includes these columns

• Name link. The shift name. Depending on your role, you may be able to click the name link to view 
shift details.

• Description. A brief description of the shift.

• Start Time. The time that the shift begins (HH:MM), for example, 8:00 a.m. NOTE: If the shift is an 
RDO, enter the same start time and stop time, for example, 8 a.m. This bypasses the mandatory 
field validation check and results in zero hours. 

• Stop Time. The time that the shift ends (HH:MM), for example, 4:00 p.m. NOTE: If the shift is an 
RDO, enter the same start time and stop time, for example, 8 a.m. This bypasses the mandatory 
field validation check and results in zero hours charged to the transaction code in the timesheet.

• Meal. The duration of the meal in minutes, for example, 0:30 minutes. 

• Total Hours. The total number of hours for the day, for example, 7:30 hours.

• Status. Whether the shift is active or inactive. If the shift is inactive, it is not listed as available 
when assigning shifts to schedules. 

• RDO. Whether the shift is a Regular Day Off (RDO). NOTE: If the shift is an RDO, you must still 
enter a Start Time, Stop Time and Transaction Code for the shift.

• Transaction Code. The transaction code associated with the shift hours. 

Viewing shifts

To view a list of available shifts, take these steps:

1. Click Shifts from the Schedule section on the main menu. 

The Shifts page opens. 

2. View the list.

3. Click Cancel to return to the main menu. 

About schedule templates

Schedule templates offer a quick, easy way to add permanent or temporary schedules. Schedule 
templates contain values that Timekeepers may use to populate schedules assigned to employees. 

FOIA 2017-023_245



webTA 4.2 NFC Core Timekeeper User Guide 31 © 2013 Kronos Incorporated

Schedule templates eliminate the need to manually create individual schedules for employees. Instead, 
when a Timekeeper adds a schedule for an employee, they can insert a schedule template to 
automatcailly populate the employee’s schedule. 

The HR Administrator adds and maintains schedule templates. A sample schedule template is shown 
below.

Viewing schedule templates

To view available schedule templates, take these steps:

1. Click Schedule Templates from the Schedule section on the main menu. 

The Schedule Templates page opens. 

2. Click the schedule template name link that you want to view.

The Schedule Template page opens. The page is read-only for all roles except the HR 
Administrator. 

3. Click Cancel to return to the previous page 

About the Employee Schedules List View
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The Employee Schedules List View page displays employees and their assigned schedules for the 
specified pay period. Timekeepers may click the employee name link to work with the employee’s 
permanent or temporary schedule.

Opening the Employee Schedules List View

To open the Employee Schedules List View, take these steps:

1. Click Employee Schedules List View from the Schedule section on the main menu. 

The Employee Schedules List View page opens. 

2. Click the employee name link of the employee. 

The Schedule Assignment page opens. 

3. Depending on your role, click the schedule name link to view or respond to the assigned 
schedule. 

-OR-

Depending on your role, add a permanent or temporary schedule.

4. Click Cancel to return to the previous page 

About the Employee Schedules Grid View

The Employee Schedules - Grid View page displays employees and the daily shifts assigned to each 
employee for the specified pay period. The total scheduled hours for each day appear in the TOTALS row 
near the bottom of the page.

Opening the Employee Schedules Grid View

To open the Employee Schedules Grid View, take these steps:

1. Click Employee Schedules Grid View from the Schedule section on the main menu. 

The Employee Schedules Grid View page opens. 

2. Click the employee name link of the employee. 

The Schedule Assignment page opens. 

3. Depending on your role, click the schedule name link to view or respond to the assigned 
schedule. 

-OR-

Depending on your role, add a permanent or temporary schedule. 

4. Click Cancel to return to the previous page 

About permanent and temporary schedules

Timekeepers are responsible for monitoring, adding and submitting schedules for their assigned 
Employees. An example schedule is shown below. Notice the status bar in the upper right corner. The 
activity log near the bottom of the page identifies who submitted and approved the schedule, and when. 
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Viewing employee schedules

To view an employee’s assigned schedule, take the following steps:

1. Click Employee Schedules - List View  from the Schedule section on the main menu. 

The Employee Schedules - List View page opens.

- OR -

Click Employee Schedules - Grid View from the Schedule section on the main menu.

The Employee Schedules - Grid View page opens.

2. Click the employee name link to open the employee’s schedule assignment.
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The Schedule Assignment page opens.

3. Click the schedule name link of the permanent or temporary schedule that you want to view.

The Schedule page opens.

4. View the schedule.

5. Click Cancel to return to the previous page.

Adding and assigning schedules

To add and assign a permanent or temporary schedule to an employee, take the following

steps:

1. Click Employee Schedules - List View  from the Schedule section on the Main Menu. 

The Employee Schedules - List View page opens.

2. Click the employee name link to open the employee’s schedule assignment.

The Schedule Assignment page opens.

3. Click Add Permanent Schedule. 

The (Add) Schedule page opens.

- OR - 

Click Add Temporary Schedule.

The (Add) Temporary Schedule page opens.

4. Optionally, click Insert Schedule Template to select an existing schedule template.

The schedule is populated with values from the schedule template. Continue to the next step to 
modify the name, description, shift or other information or go to the last step to submit the 
schedule.

5. Type a schedule name in the Name field.

6. Type a brief description in the Description field.

7. Select the number of weeks from the Weeks drop down menu.

8. Accept the default start date or click the calendar icon to specify a different start date. The start 
date must coincide with the start date of a pay period. 

9. Accept the default end date or click the calendar icon to specify a different end date. The end date 
must coincide with the end date of a pay period. An end date is required for temporary schedules 
and optional for permanent schedules. 

10. Click check boxes next to the days of the week in which you want to insert a shift.

11. Click Insert Shift.

The Insert Shift pop-up box opens.

12. Click the row that identifies the shift you want to insert and then click OK.

You return to the (Add) Schedule page and the shift populates the days you identified.

13. Optionally, click the plus sign (+) under the Add Row column to insert another shift on a day that 
is populated with an existing tour. A second row appears. 
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Click the check box to the left of the row and then click Insert Shift. The Insert Shift pop-up box 
opens. Click the row that identifies the shift you want to insert and then click OK. You return to the 
(Add) Schedule page. 

14. Optionally, click the “X” under the Delete column to delete a shift.

- OR -

Click the check box to the left of the row you want to remove and then click Delete Shift. 

The shift is removed.

15.  Click Submit to save the schedule and submit it to the Supervisor. 

- OR - 

Click Cancel to return to the Schedule Assignment page without saving changes. 

Timesheet Summary
The Timesheet Summary provides a read-only snapshot of the following types of information associated 
with the pay period displayed at the top of the summary page:

• Validation messages

• Timesheet daily totals and associated hours codes

• Dollar transactions

• Remarks

• Leave requests and status

• Premium pay requests and status

• Leave data

• Continuation of pay data (if license is enabled)

• Timesheet profile data

• Labor distribution data (if license is enabled)

• Case tracking (if license is enabled)

• Activity log of actions taken by other roles

Opening and printing Timesheet Summaries

To open and print timesheet summaries, take these steps:

1. Click Select Employees on the main menu. 

The Select Employees page opens.

2. Click the check box on the row that identifies the employee(s), and then select Timesheet 
Summary from the Timesheets action menu.

The Timesheet Summary page opens. 

3. Click Printable Version at the bottom of the page.

A window opens with the printable version of the timesheet summary. 

4. Click Print and then click Cancel to go back to the previous page.
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Timesheet Profiles
The information on the Timesheet Profile page identifies an Employee’s basic payroll profile. Employees 
must be assigned a timesheet profile in order to access their timesheets. Timekeepers may add and 
update timesheet profiles for their assigned Employees. 

An example timesheet profile is shown below.
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The Timesheet Profile includes the following sections: Status Change, Status, Pay Details, Overtime/
Standby, Leave, Accounting, and Pay Provider. Each section is described below in more detail.

Pay Period

• Pay Period. The pay period to which the timesheet profile corresponds.

Status Change

• Status Change Type - Indicates the type of status change for split Timesheet Profiles. The field is 
required for dual timesheet assignments for changes made in the middle of the pay periods.

• Status Change Day - Indicates the day in the two week pay period when the status starts or ends.

Status

• Oath of Office - Identifies an Employee who is new to the agency. This also identifies the 
Employee’s first timesheet reported.

• Final Report - Indicates that this is the last timesheet report that is being sent for the Employee.

• On Hold - Indicates that no timesheet data will be transmitted to NFC for payroll processing for the 
Employee. 

Pay Plan

• Pay Plan - Identifies the Employee’s pay plan.

• Tour of Duty - Indicates if an Employee is full time, part time, or intermittent.

• Duty Hours - Displays the total number of biweekly hours that the Employee is expected to work.

• Work Week- Defines a typical work week for an Employee.

• Alternative Schedules - Indicates if the Employee is assigned to an alternate work schedule 
(ex.5/4/9 Schedule, Variable Workday, etc.)  

Overtime/Standby

• RSO/Salary Cap - Identifies regularly scheduled overtime settings for the Employee.

• Standby Hours Week 1 - Indicates an Employee’s entitlement to premium pay for standby duty in 
week 1.

• Standby Hours Week 2 - Indicates an Employee’s entitlement to premium pay for standby duty in 
week 2.

• Standby AUO Percent - Defines the applicable percentage for the number of hours of standby 
used in week 1 and week 2 or the Administratively Uncontrollable. Overtime (AUO) percentage for 
this Employee.

Leave

• Service Computation Date - Used to calculate the leave accrual category.

• Leave Category Override - Establishes the accrual category override that is not dependent on 
the SCD.

• Leave Ceiling Override - Specifies the leave ceiling that overrides the default leave ceiling for the 
Employee.

• Home Leave Computation Date - Indicates the start date for an Employee to participate in the 
home leave accrual program.

• Federal Home Leave Category - Establishes the amount of home leave an Employee will accrue 
per pay period. 
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• Home Leave End Date - Indicates the end date for participation in the home leave accrual 
program.

Accounting

• Accounting Type - If the agency has implemented accounting, time in pay and dollar transactions 
must have an accounting code associated with them. Each agency may specify the method of 
entry for account information in the employee's timesheet. The following options are available: 

• Manual entry. The employee selects an account for each line of time in pay and dollar 
transactions. 

• Local. The employee selects an account that is stored locally in webTA rather than at NFC. 
webTA then includes the accounting data in the transmission file to NFC. This option is useful 
for agencies that want to generate reports from webTA that are based on account codes, but 
have set accounts for employees. 

• Stored. The employee selects an account that is stored at NFC. This option is useful for 
agencies in which all time in pay and dollar transactions are charged to the same account. 

Pay Provider NFC

• Agency - Refers to the government agency (acronym) in which the Employee works.

• State Code - Is the state abbreviation for the state of the Employee's duty station.

• Town - Is a 4 digit code representing the city or town of the Employee's duty station.

• Unit - Refers to a two-digit number for each contact point within a town.

• Timekeeper - Is used to identify a Timekeeper within an organization.

• New Contact Point - Should be checked when the contact point information changes for an 
Employee.  

Editing timesheet profiles 

Timekeepers may manually update timesheet profiles so that the system considers the profile valid and the 
timesheet can be used. To update a timesheet profile, take these steps:

1. Click Select Employees on the main menu.

The Select Employees page opens.

2. Click the User ID link of the employee whose timesheet profile you want to work with. 

- OR -

Click the check box(es) on the row that identifies the employee(s) and then select Timesheet 
Profile from the Profiles and Settings action menu..

3. Update the information.

4. Click Save and then click Cancel.

Splitting timesheet profiles

If an Employee’s profile changes on a non-pay period boundary, use the Split Profile option to update the 
profile with the change. To split a timesheet profile, take these steps

1. Click Select Employees on the main menu.

 The Select Employees page opens.
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2. Click the User ID link of the employee whose timesheet profile you want to work with. 

- OR -

Click the check box(es) on the row that identifies the employee(s) and then select Timesheet 
Profile from the Profiles and Settings action menu..

3. Click Split Profile near the bottom of the page. 

Two versions of the profile are displayed side-by-side. The original profile appears on the left. The 
new version appears on the right.

4. From the Starting Date of New Status drop-down list, select the date that the new status will 
begin.

5. Make additional changes to the new version of the profile. 

6. Click Save.

7. Optionally, click UnSplit.

IMPORTANT! If Unsplit is clicked before Save, any changes made to the Split Timesheet Profile 
page, including status change information, will be lost.

Leave Balances and Requests
The leave request form is based on the OPM-71 (formally SF-71) Request for Leave or Approved Absence 
form. The form displays current leave balances for the selected leave type. The Leave Balance Calculator 
option lets you view projected balances for specific leave types. 

The Leave Requests - Current page displays pending, approved, or denied leave requests for the current 
and future pay periods.  The page also shows leave requests from past pay periods that are in pending 
status. The Leave Requests - History page displays approved or denied requests for past pay periods. 

Timekeepers may view or adjust leave balances, and add, edit, or delete leave requests for their assigned 
Employees. Depending on how webTA is configured, leave hours may be automatically populated in an 
employee’s timesheet upon leave request approval by the Supervisor. 

A sample Leave Requests page is shown below:

NOTE: The Leave Requests page includes the Add Leave Request option if you select an 
individual employee from the Select Employees page, then click Leave Requests from the Leave 
and Premium Pay action menu.  This allows Timekeepers to submit leave requests on behalf of 
employees, if needed. 
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Click History to see historical leave requests. Click Current to see current and future leave requests. Click 
View Calendar to see leave request information in the format of a monthly calendar. 

About leave balances
The Leave Balances page lists leave balances for each leave type for which an employee is eligible. A 
partial sample Leave Balances page is shown below:

To view details about each leave type or to make a manual adjustment, click the leave type name link. 
The Details page opens, shown below.

Viewing employee leave balances

To view leave balances for employees, take these steps:

1. Click Select Employees on the main menu.

 The Select Employees page opens.

2. Click the check box next to the employee name(s) you want to work with.

3. Select Timesheet Summary from the Timesheet action menu. The Timesheet Summary page 
opens. Scroll down to the Leave Data section to view leave balances. Click Cancel to go back to 
the previous page.
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- OR -

Select Leave Balances from the Leave and Premium Pay action menu.

The Leave Balances page opens.

4. To view the leave balances for a pay period other than the current one, select the pay period from 
the Balances shown for pay period drop-down menu and click Go.

5. To view details about a specific type of leave, click the leave type name link in the Leave Type 
column. 

The Details of Leave page opens. Click Cancel to go back to the previous page.

Adjusting employee leave balances

To manually adjust an employee’s leave balance, take these steps:

1. Click Select Employees on the main menu.

 The Select Employees page opens.

2. Click the check box next to the name of the employee(s) you want to work with.

3. .Select Leave Balances from the Leave and Premium Pay action menu.

The Leave Balances page opens.

4. Click the leave type name link that you want to adjust. 

The Details of Leave page opens.

5. Click Add Manual Forward Adjustment. 

The Adjust Forward Balance page opens.

6. Click the Pay Period drop-down list and select the pay period in which the adjustment will take 
place.

7. Type the new balance in the Adjusted Forward Balance field.

8. Click Save and then click Cancel to go back to the previous page. 

Managing employee leave requests
Timekeeper may view, add, edit or delete leave requests for their assigned Employees. A sample leave 
request is shown below:
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Viewing employee leave requests

To view an employee leave request, take these steps:

1. Click Employee Leave Requests on the main menu.  

- OR - 

Click Select Employees on the main menu. Click the check box(es) next to the employee 
name(s) that you want to work with, then select Leave Requests from the Leave and Premium 
Pay action menu. 

 The Leave Requests - Current page opens.

2. Click the leave request status link on the row that identifies the request you want to view.

The Leave Request Form page opens. 

3. Click Cancel to go back to the previous page.

Adding employee leave requests

To add and submit a leave request for an employee, take these steps:

1. Click Select Employees on the main menu.

 The Select Employees page opens.

2. Click the check box next to the name of the employee you want to work with.

3. Select Leave Requests from the Leave and Premium Pay action menu.

The Leave Requests  - Current page opens.

4. Click Add New Leave Request.

The Leave Request page opens.

5. Optionally, click Leave Balance Calculator in the upper right corner to view current or projected 
leave balances. 

The Leave Balance Calculator dialog opens. Click the Leave Type drop-down list to select the 
leave type, and then click the calendar icon to select a date. Click Calculate to see the estimated 
balance. When you have finished using the calculator, click the “X” in the upper right corner to 
return to the leave request.

6. Select the leave type from the Leave Type drop-down list located at the top of the page. 

The current leave balance is displayed below the drop-down list.

7. Click the Start Date calendar icon to select a start date or type the date in mm/dd/yy format; click 
the End Date calendar icon to select an end date or type the date in mm/dd/yy format. 

Optionally, click the All Day check box to indicate that the leave spans the entire day. 

Type the Start Time in hh:mm format, and type the Stop Time in hh:mm format. 

8. To add another row for an additional entry, click Add New Row and repeat this step. To remove a 
row, click Delete on the row that you want to remove.

9. If the leave type involves sick leave, you must specify a reason. Click to select a reason listed 
under the Sick Leave Purpose section of the form. If you click Other, type the accompanying 
reason in the Submitter Remarks text box.
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10. If invoking FMLA, click the check box next to "I hereby invoke my entitlement to Family and 
Medical Leave Act," and then select one of the options listed below the check box.

11. When the form is complete, click Submit located at the bottom of the form.

If the request is successful, a confirmation appears at the top of the form. The form is routed to the 
appropriate Supervisor for approval.

If the request cannot be processed, an explanation appears at the top of the form; for example, a 
request may not be processed if the request will result in a negative balance. Select a different 
leave type or contact the employee’s Supervisor for assistance.

12. Click Cancel to return to the previous page.

Deleting employee leave requests

Requests that have been approved or denied cannot be deleted. To delete a pending request, take these 
steps:

1. Click Select Employees on the main menu.

 The Select Employees page opens.

2. Click the check box next to the name of the employee you want to work with.

3. Select Leave Requests from the Leave and Premium Pay action menu.

The Leave Requests  - Current page opens.

4. Click the leave request status link on the row that identifies the request you want to work with. 

The Leave Request Form page opens.

5. Click Delete Request at the bottom of the page. 

A message asks you to confirm that you want to delete the request. Click Yes to proceed; the 
request is removed and you return to the previous page.

- OR -

Click Cancel to dismiss the action.

Premium Pay Requests
The Premium Pay Requests - Current page displays pending, approved, or denied premium pay requests 
for the current and future pay periods.  The page also shows premium pay requests from past pay periods 
that are in pending status. The Premium Pay Requests - History page displays approved or denied 
requests for past pay periods. 

Timekeepers may add and submit, or view premium pay requests for their assigned Employees. 
Depending on how webTA is configured, premium pay hours may be automatically populated in an 
employee’s timesheet upon premium pay request approval by the Supervisor. 

A sample Premium Pay Request page is shown below:
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NOTE: The Premium Pay Requests page includes the Add Premium Pay Request option if you 
select an individual employee from the Select Employees page, then click Premium Pay Requests 
from the Leave and Premium Pay action menu.  This allows Timekeepers to submit premium pay 
requests on behalf of employees, if needed. 

Click History to see historical premium pay requests. Click Current to see current and future requests. 
Click View Calendar to see premium pay request information in the format of a monthly calendar.

Adding and submitting employee premium pay requests

To add and submit a premium pay request for an employee, take these steps: 

1. Click Select Employees on the main menu.

 The Select Employees page opens.

2. Click the check box next to the name of the employee you want to work with.

3. Select Premium Pay Requests from the Leave and Premium Pay action menu.

The Premium Pay Requests page opens.

4. Click Add Premium Pay Request.

The Premium Pay Request page opens.

5. Select the transaction type from the Transaction drop-down list. 

6. Click the Start Date calendar icon to select a start date or type the date in mm/dd/yy format; click 
the End Date calendar icon to select an end date or type the date in mm/dd/yy format. 

7. Type the Start Time in hh:mm format, and type the Stop Time in hh:mm format. 

To add another row for an additional entry, click Add New Row and repeat this step. To remove a 
row, click Delete on the row that you want to remove.

8. When the form is complete, click Submit located at the bottom of the form.

If the request is successful, a confirmation appears at the top of the form. The form is routed to the 
appropriate Supervisor for approval.

If the request cannot be processed, an explanation appears at the top of the form. Make the 
correction or contact the employee’s Supervisor for assistance. 

9. Click Cancel to return to the previous page.

Viewing employee premium pay requests
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1. Click Employee Premium Pay Requests on the main menu.

 -OR-

Click Select Employees on the main menu. Click the check box(es) next to the employee 
name(s) that you want to work with, then select Premium Pay Requests from the Leave and 
Premium Pay action menu. 

The Premium Pay Requests page opens.

2. Click the premium pay requests status link on the row that identifies the request you want to 
view.

The Premium Pay Request page opens. 

3. Click Cancel to go back to the previous page.

Working with Employee Profiles
Every user has a core employee record in webTA, referred to as the employee profile. It includes user 
settings, webTA licenses, the agency holiday calendar, locator information, and settings specific to the 
agency. A sample Employee Profile is shown below. 

NOTE: Depending on which licenses are enabled for the user, the options that appear on the left 
side of the page may vary.  For example, if the webTA license is enabled, the Roles, Timesheet 
Details and Timesheet Profile options appear. If the Case Tracking module license is enabled, the 
Case Tracking option appears. If the Labor Distribution module license is enabled, the Labor 
Distribution option appears. 

Employee Profile page contents--Settings page
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• User ID -The login ID for the employee.

• Password - The employee’s password for logging on to the system.

• Name fields - The employee's first, middle and last name.

• SSN -The employee’s social security number. When entering an SSN number, the dashes 
between the 3 parts of the social security number are not required.

• Employee ID -A secondary ID that the agency may use for employees..

• Active - Indicates whether the employee is active (that is, eligible to use webTA) or inactive. When 
employees are inactivated, none of their records are deleted from the system, but they will no 
longer be able to log into the system, and their records are ignored during verification, certification, 
and transmission file builds.

• Essential - If the Emergency Contact Management license is enabled, use the Essential check 
box to identify whether the employee should be classified as “essential” under special work 
conditions. 

• Supervisor - The employee's Supervisor. (To use the Search option, type the Supervisor's last 
name in the Search field and then click Search.) 

• Organization - The employee's organization. (Click Find Organization to open a list of 
organizations and sub-organizations.)

• E-mail Address -This is the e-mail address that the employee has been assigned so they can 
send and receive webTA messages from the designated e-mail application.

• Timezone - The time zone in which the employee is located.

• Start Page - Specify the default role for the main menu, if the employee is assigned more than one 
role. 

Licenses page

The Licenses page lists all webTA licenses to which the employee may be given access.

Holiday Calendar page contents

The Holiday Calendar page lists all holiday calendars to which the employee may be assigned.

Locator page contents

The Locator page contains the employee's work address, phone, cell, pager, and fax information. 

Agency Settings page contents

The Agency Settings page contains information unique to the agency.  

Adding employees

To manually add an employee to the system, take these steps:

1. Click Add Employee on the main menu. 

The Employee Profile >> New User page opens.

2. Type a User ID for the new employee.
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NOTE: The format of the user ID and password may vary by agency. As needed, see agency 
guidelines on creating user IDs and passwords. 

3. Type a Password for the employee. 

4. Type the password in the Retype Password field.

IMPORTANT! The employee profile will not be saved unless the contents of the Password and 
Retype Password fields are the same.

5. Complete the remaining fields. Required fields are marked with an asterisk. The Active check box 
must be enabled in order for the new user to be able to log in to the system.

6. Click Save when the information is complete. 

A message confirms that the profile was successfully saved.  Additional options such as Licenses, 
Holiday Calendar, Roles, Timesheet Details, and Timesheet Profile appear on the left side of the 
page. 

7. Continue specifying additional information. 

-OR-

Click Cancel to go back to the previous page. 

Viewing employee profiles

To view an existing employee profile, take these steps:

1. Click Select Employees on the main menu. 

The Employee Selection page opens.

2. Click the check box(es) next to the employee name(s) that you want to work with, then select 
Employee Profile from the Profiles and Settings action menu.

The Employee Profile page opens.

3. Click Cancel to go back to the previous page.

Accounts
Depending on how accounts are set up, Timekeepers may be able to select accounts from the HR 
Administrator’s master list, create new accounts, and remove accounts from their own list.  The 
Timekeeper’s accounts are available to their assigned Employees. An example My Timekeeper Accounts 
page is shown below.
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Creating accounts for employees

To add accounts and make the accounts available to your assigned Employees, take these steps: 

1. Click Accounts from the Accounting section on the Timekeeper main menu.

The My Timekeeper Accounts page opens.

2. Under the Create New Account section on the page, select or enter values that make up the new 
account. Required fields are identified with an asterisk. 

3. Click Create.

The account is added to the My Accounts table at the top of the page.

4. Add another account.

- OR -

Click Cancel to go back to the previous page.

Selecting accounts 

To select an existing account, Timekeepers may take these steps:

1. Click Accounts from the Accounting section on the Timekeeper main menu. 

The My Timekeeper Accounts page opens.

2. Click Get Account(s).

The Select Accounts page opens.
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3. Click Select on the row that identifies the account you want to select..

4. Click Cancel to return to the previous page. 

Removing accounts

To remove accounts from the My Accounts table, Timekeepers may take these steps:

1.  Click Accounts from the Accounting section on the Timekeeper main menu.

The My Timekeeper Accounts page opens.

2. Click "X" on the row that identifies the account you want to remove. The account will no longer be 
available to your assigned Employees.  

The account is removed from the table. 

3. Click Cancel to go back to the previous page.

Reports
The following webTA reports are available to Timekeepers:

• Adhoc Report

• Default Schedules

• Final Timesheets

• New Employees 

• Timesheet Status

• Timesheet Summary

• Uncertified Timesheets

• Unvalidated Timesheets

NOTE: Depending on your agency, different reports may be available.

Running ad hoc reports

To run an ad hoc report, take these steps:

1. Click Reports from the Reports section on the main menu. 

The Reports page opens. 

2. Click the Adhoc Report name link. 

The Adhoc Report page opens.

3. Select the report from the Adhoc Report drop-down list. 

4. Select a role from the Role drop-down list. Only roles to which you have been assigned are 
available. 

5. Click the Include Delegates check box to see all employee data for all roles delegated to you. 
Clear the check box to see employee data limited to your direct role assignments.
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6. Depending on the report, you may be able to select additional parameters. 

7. Click Run Report.

The report output is displayed. Click Reset to restore the page to default settings.

- OR -

Click Schedule Report to run the report at regularly scheduled intervals.

- OR -

Click Cancel to go back to the previous page.

Default Schedules Report
The Default Schedules report lists employees who use default schedules with specific retain data type 
values.

To generate a Default Schedules report, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click Default Schedules.

The page opens:

3. Use the following parameters:

• Click Search next to the Employee field. The Select User page opens. Click Select on the row 
that identifies the employee. You return to the Report Parameters page and the Employee 
field is populated with the selected name. 

•  Click the Users drop-down list to specify a user status:

• Active. Employees are still eligible to use webTA.

• Inactive. Employees’ records are still in the system, but they no longer have access to 
webTA.

• Active & Inactive. View both active and inactive employees.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.

Final Timesheets Report
The Final Timesheets rreport lists, by pay period, the last timesheet submitted for employees who are no 
longer active.

NOTE: An employee's active status may be enabled or disabled on the Employee Profile Settings 
page. A check mark in the Active check box indicates that the employee's status is active.

To generate a Final Timesheets report:

1. Click Reports from the Reports section on the main menu.
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The Reports page opens.

2. Click Final Timesheets.

The page opens:

3. Use the following parameters:

• Specify the starting pay period range from the From PP drop-down list and the ending pay 
period range from the To PP drop-down list.

•  Click the Users drop-down list to specify a user status:

• Active. Employees are still eligible to use webTA.

• Inactive. Employees’ records are still in the system, but they no longer have access to 
webTA.

• Active & Inactive. View both active and inactive employees.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.

New Employees Report
The New Employees report lists, by pay period, new users who have been added to the system. 
Depending on your role, new users are limited to your employee group. The report lists the employee 
name, ID, SSN (if configured), Timekeeper ID and Supervisor ID. New employees are identified by the 
Oath of Office option selected in their timesheet profile. An employee is considered "new" until a timesheet 
is included in a build.

To generate a New Employees report:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click New Employees 

The page opens:

3. Use the following parameters:

• Specify the starting pay period range from the From PP drop-down list and the ending pay 
period range from the To PP drop-down list.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.
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Timesheet Status Report
The Timesheet Status report lists, by pay period and Timekeeper, the total number of timesheets, and the 
count of timesheets currently in each status: Pending, Validated, Certified, or Processed. 

To generate a Timesheet Status report:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click Timesheet Status 

The page opens:

3. Use the following parameters:

• Click Search next to the Timekeeper field. The Select User page opens. Click Select on the 
row that identifies the Timekeeper. You return to the Report Parameters page and the 
Timekeeper field is populated with the selected name. 

• Select an organization.

• Optionally, accept the default organization. 

-OR-

• Click Clear to clear the organization that is currently displayed. The organization name is 
replaced with the None Selected link. Click the None Selected link. The Organization 
Management page opens. Click Select on the row that identifies the organization or sub-
organization. You return to the Report Parameters page and the Organization field is 
populated with the selected organization or sub-organization. 

• Accept or clear the Include Sub Orgs check box. (It is enabled by default.)

• Specify the starting pay period range from the From PP drop-down list and the ending pay 
period range from the To PP drop-down list.

• Click the Users drop-down list to specify a user status:

• Active. Employees are still eligible to use webTA.

• Inactive. Employees’ records are still in the system, but they no longer have access to 
webTA.

• Active & Inactive. View both active and inactive employees.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.

Timesheet Summary Report
The Timesheet Summary report produces a printable version of the T&A Summary for selected 
employees, by pay period.

To generate a Timesheet Summary report, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click Timesheet Summary. 
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The page opens:

3. Use the following parameters:

• Click the Pay Period drop-down list to specify a pay period.

• The Employees field lets you search for and select up to ten employees using these options:

• Click Search to select up to ten employees for the report. The Select User page opens. 
Click the check box next to the names you want to choose. Click Select Checked Users. 
You return to the previous page and the Employees field is populated with the names.

• Click Remove User next to names that you don’t want to include in the report.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.

Uncertified Timesheets Report
The Uncertified Timesheets report lists timesheets that have not been certified.

To generate an Uncertified Timesheets report, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click Uncertified Timesheets. 

The page opens:

3. Use the following parameters:

• Specify the starting pay period range from the From PP drop-down list and the ending pay 
period range from the To PP drop-down list.

• Click the Include Missing check box to specify timesheets that are uncertified and have not 
yet been created ((that is, timesheets that are missing). If the check box is disabled, the report 
will only list timesheets that have been created but not certified.

• Select an organization.

• Optionally, accept the default organization. 

-OR-

Click Clear to clear the organization that is currently displayed. The organization name is 
replaced with the None Selected link. Click the None Selected link. The Organization 
Management page opens. Click Select on the row that identifies the organization or sub-
organization. You return to the Report Parameters page and the Organization field is 
populated with the selected organization or sub-organization. 

• Accept or clear the Include Sub Orgs check box. (It is enabled by default.)

• Click the Users drop-down list to specify a user status:

• Active. Employees are still eligible to use webTA.

• Inactive. Employees’ records are still in the system, but they no longer have access to 
webTA.

• Active & Inactive. View both active and inactive employees.
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4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.

Unvalidated Timesheets Report
The Unvalidated Timesheets report lists timesheets that have not been validated.

To generate an Unvalidated Timesheets report, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens.

2. Click Unvalidated Timesheets. 

The page opens:

3. Use the following parameters:

• Specify the starting pay period range from the From PP drop-down list and the ending pay 
period range from the To PP drop-down list.

• Click the Include Missing check box to specify timesheets that are unvalidated and have not 
yet been created ((that is, timesheets that are missing). If the check box is disabled, the report 
will only list timesheets that have been created but not validated.

• Select an organization.

• Optionally, accept the default organization. 

-OR-

Click Clear to clear the organization that is currently displayed. The organization name is 
replaced with the None Selected link. Click the None Selected link. The Organization 
Management page opens. Click Select on the row that identifies the organization or sub-
organization. You return to the Report Parameters page and the Organization field is 
populated with the selected organization or sub-organization. 

• Accept or clear the Include Sub Orgs check box. (It is enabled by default.)

• Click the Users drop-down list to specify a user status:

• Active. Employees are still eligible to use webTA.

• Inactive. Employees’ records are still in the system, but they no longer have access to 
webTA.

• Active & Inactive. View both active and inactive employees.

4. Click Run Report.

5. To save the report in PDF, Excel, HTML, or CSV format, click the option at the top of the report. 
The File Download box opens. Click Save. The Save As dialog opens. Choose the location where 
you want to save the report, then click Save. 

6. Click Cancel to go back to the Reports page.
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Working with the Report Schedule tool
If your agency has implemented the Advanced Reporting module, you may be able to use the Report 
Schedule tool to set up reports to run at regularly scheduled intervals. The tool is available on the report 
parameters page of any report to which you have access, as shown in the example below.

Click Schedule Report to access the Report Schedule page, shown below:

NOTE: The report parameters listed under the schedule vary by report.

Report Schedule page contents

The following fields appear on the Report Schedule page:

• Name. The name of the report.

• Export Type. The type of file output. Options include PDF, XLS (Microsoft Excel), CSV (Comma 
Separated Values), and HTML (Hyper Text Markup Language).

• Schedule Enabled. Click the check box to enable the schedule. 

• Email Report After Completion. Click the check box to email a copy of the report upon completion.

• Run In. Whether the report will be run from the production instance or the archive/reporting 
instance.

• Hour of Day. The hour of the day that the report will run. 
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• Schedule. The day(s) of the week during the pay period that the report will run.

To review the schedule or make changes, click My Saved and Scheduled Reports from the Reports 
section on the main menu. An example page is shown below:

Use this page to modify report schedules, delete report schedules, or e-mail a saved and scheduled report 
to yourself.

My Saved and Scheduled Reports page contents

Click the Status drop-down list and then click Search to see reports in one of the following statuses:

• All. See all reports in any status.

• Pending. The report has been scheduled to run but hasn't been picked up by the report creation 
job yet.

• Queued. The report has been picked up by the report creation job.

• Generating. The report is now being run by the report creation job.

• Complete. The report has been successfully generated. 

• Error. The system encountered an error upon generating the report.

• Invalid. When an ad hoc report structure is changed, all of the associated report schedule 
instances are marked invalid. You must create a new report schedule.

The following columns appear on the My Saved and Scheduled Reports table:

• Name link. Click the link to open the report schedule.

• Report Name. The name of the report schedule.

• Submitted. The date and time that the schedule was created.

• Completed. The date and time that the report last completed its scheduled run.

• Next Scheduled Date. The date and time the report is next scheduled to run. 

• Format. The type of report output file. Options include: PDF, Microsoft Excel (XLS), CSV or 
HTML.

• Status. The current status of the report. 

• Pages. The number of pages of report file output. 

• Size (Bytes). The size of the output file.

• Message. System messages produced when the report was generated.

• Download. Download the report file to a local computer.

• Rerun. Run the report now. 
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Adding and saving report schedules

To add and save a report schedule, take these steps:

1. Click Reports from the Reports section on the main menu.

The Reports page opens. 

2. Click the report that you want to schedule.

The page opens.

3. Click Schedule Report. 

The Report Schedule page opens.

4. Complete the fields.

5. Specify the report parameters.

6. Click Save and then click Cancel to go back to the previous page.

Viewing saved and scheduled reports

To view a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click Cancel to go back to the previous page.

E-mailing saved and scheduled reports to yourself

To e-mail a saved and scheduled report to yourself, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the check box on the row that identifies the report and then click Email near the bottom of the 
page.

A confirmation message appears.

3. Click Yes to e-mail the report.

- OR -

Click No to cancel the operation. 

4. Click Cancel to go back to the previous page.

Modifying report schedules

To modify a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the report name link.
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The Report Schedule page opens.

3. Make changes.

4. Click Save and then click Cancel to go back to the previous page.

Deleting report schedules

To delete a report schedule, take these steps:

1. Click My Saved and Scheduled Reports from the Reports section on the main menu.

The My Saved and Scheduled Reports page opens. 

2. Click the check box on the row that identifies the report and then click Delete.

A confirmation message appears.

3. Click Yes to delete the report schedule.

- OR -

Click No to cancel the operation. 

Working with the Ad Hoc reports tool
If your agency has implemented the Advanced Reporting module, you may be able to use the Ad Hoc 
reports tool. The Ad Hoc reports tool allows you to extract specific data from the system that is relevant to 
your job. For example, Supervisors who need to identify overtime worked within a specific account or 
organization on a pay period basis may create a custom report to quckly gather the data. Use the ad hoc 
report feature to create, save, modify, share and schedule custom reports.  

NOTE: Work with ad hoc reports from an archive/reports instance. 

This topic explains how to perform the following ad hoc report procedures:

• Adding ad hoc reports

• Testing ad hoc reports

• Troubleshooting common report errors

• Deleting ad hoc reports

• Managing report quota storage

Adhoc Report page content

The Adhoc Report page includes features for creating simple reports to more complex reports. Some of 
the features require skills outside the scope of this document (for example, SQL programming language.) 
This topic provides a general overview of each feature with an accompanying example from a default 
adhoc report called “Build Report.” 

A sample Adhoc Report page is shown below, followed by corresponding sample output:
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Here is corresponding sample output form the the ad hoc report:
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General Information

This area of the adhoc report includes high level information such as the report name. Here is a brief 
description of each field:

• Name. The name of the report. This is a required field. The field supports up to 100 characters. 

• Description. A short description. The field supports up to 255 characters. If the report will be 
available to other users, be clear about the purpose of the report. 

• Published. Whether you want other users to be able to access the report. To allow access, click 
the check box; to disable access, clear the check box. Everyone who can view ad hoc reports will 
see published reports.  

• Row Height. The row height for the report output, in pixels. If the value is too small for the content 
of a cell, it will expand vertically.  You can specify the width of each column (see “Columns.”)

• Report Type. The type of data that the report extracts from the deatabase.

• User Data. This option provides access to timesheet data.

• Audit Data. This option provides access to audit log data. This option is limited to System 
Administrators.

An example of the General Information area is shown below:

SQL Override

This feature provides a text box for manual entry of Structured Query Language (SQL) commands and 
may be used independently or in conjunction with the Columns table so that you can give the manual SQL 
columns meaningful names on the report. The SQL Override feature is only available to VACO 
Administrators and System Administrators. Reports that include the use of this feature cannot be published 
for access by other users.  

Columns

This feature lets you specify what data you want to be displayed in the report, for example, the employee’s 
first and last name, their TL Unit, and the date their timesheet was last validated. You can label each 
column and adjust the width of the row that is displayed in the report output, or accept defaults. You can 
also specify aggregate functions. Here is a brief description of each field:

• Function. A list of aggregates that are used in conjunction with the Group Bys feature. 

• SUM. Adds values together. For example, use SUM to total hours in the timesheet pay period 
instead of listing separate daily totals.

• AVG. Average of all the values. 

• MIN. Smallest of all the values. 
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• MAX. Largest of all the values. 

• COUNT. Count of all the values.

• Column. A list of data that you can specify for display in the report. 

• Name. The name for the data that you selected from the Column field. (This is a required field. The 
system displays an error if the Name is blank.)

• Width.The width of the column, in pixels. By default, the width is 75. 

An example of the Columns area is shown below:

Conditionals 

This feature lets you construct custom queries that include conditions. 

• Connector. A list of logic connectors. Use connectors to construct conditionals. For example, you 
might construct a conditional that performs the following query: “Select data where ((first name is 
Bart and last name is Berman) OR (first name is Rashid and last name is Ahmed) AND (pay period 
is not 0000-01)). The query would select timesheet data for Bart Berman and Rashid Ahmed but 
not for pay periods with the year “0” and pay period number “1.” Connectors are listed below:

• ( ). 

• AND. 

• OR. 

• NOT. 

• Column. A column that forms the first piece of the conditional. 

• Operator. A list of logic operators. Use operators to construct conditionals. Operators are listed 
below:

• Equal to. The value in the Column is exactly equal to the Value Type and Value.

• Case insensitive equal to.  The value in the Column is equal to the Value Type and Value, 
whether or not the value is upper or lower case. 

• Not equal to. The value in the Column is not equal to the Value Type and Value. 

• Less than. The value in the Column is less than the Value Type and Value. 

• Less than or equal to. The value in the Column is less than or equal to the Value Type and 
Value.

• Greater than. The value in the Column is greater than the Value Type and Value.

• Greater than or equal to. The value in the Column is greater than or equal to the Value Type 
and Value.

• Like. The value in the Column is a case-sensitive wild card.
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• Case insensitive like. The value in the Column is a case-insensitive wild card. 

• In. Use the “in” operator in conjunction with the “query” Value Type to run a sub-query.

• Is null. The value in the Column is blank.

• Is not null.  The value in the Column is anything that is not blank.

•  Value Type. 

• Literal. The value in the Column matches whatever is specified in the Value field.

• Runtime Parameter. The value in the Column matches whatever the user types in the Report 
Parameter field. 

• Query. Lists all of the ad hoc reports the user has created. This allows users to run an existing 
ad hoc report as a nested sub-query. Use this in conjunction with the “in” or the “equal to” 
operators.

• Table Column. Links two table columns with each other. For example, compare the first and 
last name of an employee against the first and last name of their Timekeeper. If there is a 
match, the employee may be their own Timekeeper (unless there is another user in the 
system with the same first and last name as the employee in question.)

An example of the Conditionals area is shown below:

Group Bys

This feature works in conjunction with the aggregate function specified in the Columns feature. For 
example, if SUM is specified for total hours in the user’s timesheet, specify how the data will be grouped.  
A sample Group Bys section is shown below:

Order Bys 

This feature determines the sort order in which the data will be presented in the report.  Enable the check 
box to list data in ascending order. A sample Order Bys section is shown below:
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Adding ad hoc reports

To add an ad hoc report, take these steps:

1. Click Adhoc Reports from the Reports section on the main menu. 

The Adhoc Report Management page opens.

2. Click Add New Adhoc Report.

The Adhoc Report page opens.

3. Type a report name in the Name field. This is a required field.

4. Type a short description in the Description field.

5. Click the Published check box to allow other users to access the report. To limit the report to 
personal use, clear the check box.

6. Accept the default row height or type in a different height. 

7. Accept the default value from the Report Type drop-down list.

8. Optionally, enter SQL commands in the SQL Override text box. (This option may not be available 
to all users.)

9. To add columns, take these steps:

• Click Add Column. A new row is added under the Columns area.

• Select a value from the Column drop-down list. 

• Type a descriptive name in the Name field. (If the field is blank, the report displays the default 
column name.)

•  Accept the default row width or type in a different width

• Optionally, select an operator from the Function drop-down list. 

10. To add conditionals, take these steps:

• Click Add Conditional. A new row is added under the Conditionals area.

• Select a value from the Column drop-down list. 

• Select a logic phrase from the Operator drop-down list.

• Select an end user display option from the Value Type drop-down list. SME: Is this the 
purpose of Value Type? 

• Select a logic connector from the Connector drop-down list.

11. To specify the order in which columns are displayed in the report, take these steps:

• Click Add Column. A new row is added under the Group Bys area.

• Select a value from the Column drop-down list. 

12. To specify the order, take these steps:

• Click Add Column. A new row is added under the Group Bys area.
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• Select a value from the Column drop-down list. 

13. Click Save. Click Run Report to test the output.

- OR -

 Click Cancel to go back to the previous page.

Modifying ad hoc reports

To modify an ad hoc report, take these steps:

1. Click Adhoc Reports from the Reports section on the main menu. 

The Adhoc Report Management page opens.

2. Click the ad hoc report name link.

The Adhoc Report page opens.

3. Make changes.

4. Click Save. A message confirms that the changes were saved.

5. Click Cancel to go back to the previous page.

- OR -

Click Save and Run Report to run the report with the changes you made.

Testing ad hoc reports

To test an ad hoc report, take these steps:

1. Click Adhoc Reports from the Reports section on the main menu. 

The Adhoc Report Management page opens.

2. Click the ad hoc report name link.

The Adhoc Report page opens.

3. Click Run Report near the bottom of the page.

The Ad Hoc Report Parameters appear. Depending on the report, the parameters may vary.

4. Select the report that you want to test from the Adhoc Report drop-down list. 

5. Select a role from the Role drop-down list. Only roles to which you have been assigned are 
available. 

6. Click the Include Delegates check box to see all employee data for all roles delegated to you. 
Clear the check box to see employee data limited to your direct role assignments.

7. Depending on the report, you may be able to click Pick Value for pay period data, users, or AWS. 

8. Click Run Report.

The report output is displayed. Click Cancel to go back to the previous page.

- OR -

Click Schedule Report to run the report at regularly scheduled intervals.

- OR -
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Respond to errors, make changes, and test the report again. 

Troubleshooting common report errors

Common report errors will be accompanied by a descriptive error message that identifies what the problem 
is. 

Deleting ad hoc reports

You can only delete ad hoc reports that you created. To delete an ad hoc report, take these steps:

1. Click Adhoc Reports from the Reports section on the main menu. 

The Adhoc Report Management page opens.

2. Click the “X” under the Delete column on the row that identifies report.

A message confirms that the report was deleted.
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