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LEARNING OBJECTIVES


a. TERMINAL LEARNING OBJECTIVE:


(1) Given source documentation, current daily transaction report (DTR), access to SABRS and the reference, reconcile the DTR to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011)



b. ENABLING LEARNING OBJECTIVES:


(1) With the aid of references, identify the key terms related to reconciling the DTR to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011a)


(2) With the aid of references, identify the key concepts related to reconciling the DTR to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011b)


(3) Given source documentation, current DTR, access to SABRS and the reference, reconcile making annotations to the DTR as required to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011c)


(4) Given source documentation, current DTR, access to SABRS and the reference, effect necessary adjustments as required to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011d)


(5) Given source documentation, current DTR and the reference, complete all required action for the DTR to ensure financial transactions are posted to SABRS with 100% accuracy. (3451-FMGT-1011e)

1. RECONCILLIATION OVERVIEW: 
    a. Memorandum records are records maintained by the Budget Execution Activity and are the basis for recording authorizations, commitments, obligations, expenses, and liquidations to the official accounting records.  Memorandum records are maintained for a total of six years (current year, 

-1, -2, –3, -4, -5). Examples of memorandum records are:


(1) Authorization Letters; 

(2) Commitment forms


(3) Obligation documents;   

(4) Expense forms, receipts and invoices;

(5) Payment vouchers.
   


b. Official accounting records are those records resident in SABRS, which reflect the "official" status of funds for a given Work Center Identification (WCI) or Budget Execution Activity (BEA).


c. Although SABRS is a real time system some of the various external system interfaces are not, SABRS normally is updated with data from these systems on a daily basis (batch processing). In some cases the lag time between SABRS and external systems make it necessary to track transactions that have not yet processed in SABRS to determine a more accurate fund balance.

d. Memorandum Source Document Files:             


The responsibility for maintaining valid source document files belongs to the fund managers.  The purpose is to substantiate information processed into the accounting system, satisfy audit requirements, and comply with document retention regulations.  Source document files are also maintained to provide the user with information concerning all requisitions, orders, and miscellaneous adjustments affecting their funds that have been created and the status of those transactions in the accounting system.  At a minimum, the three types of source document files that will be maintained are pending, posted, and completed.  The number of source document files and their labels might vary at local activities, but the files will contain the following:


(1) Pending Files.  Pending files consist of all source documents that have or have not been entered into the accounting system, but have not been verified as part of the cyclic reconciliation.


(2) Posted Files.  Posted files consist of all source documents that have had commitments, obligations, expenses, and/or partial liquidations processed and validated for accuracy in the accounting system.


(3) Completed Files.  Completed files consist of all source documents that have had commitments, obligations, expenses, and liquidations processed and validated for accuracy in the accounting system.  The dollar values will all equal the liquidation amount and there are no other postings expected for the record.


(4) The following is a description of the type of source documents that should be contained in the respective files for TDY and material and service transactions.


(a)  Material and Service Document Files.


Pending File.  All material and service type requirements (i.e., request for procurement actions, training requests, printing orders, contracts, etc.) that have or have not been entered into the accounting system, but have not been verified as part of the cyclic reconciliation.  Documents will remain in the pending file until recorded and verified in the accounting system.


Commitment Posted File.  All source documents that have been entered and verified in the accounting system as committed only.


Obligation Posted File.  All source documents that have been recorded and verified in the accounting system as committed and obligated.


Expensed File.  All documents that have been recorded and verified in the accounting system as committed, obligated, and expensed.  Documents will remain in the expensed file until payments are recorded.  If payment is partial, the source documents should be annotated and left in the expensed file until final payment is received.  Once payment is recorded, the documents will be moved to the completed file.  If the payment received is final, but the commitment, obligation, or expense field does not equal the payment, the fund manager will enter the appropriate entries to make the adjustments equal to the amount of the payment.


Completed File.  All documents that have had all phases of the transaction cycle fulfilled are considered completed files.  The material or services ordered were received, payment has been recorded, and all amount fields equal in the accounting system.


(b) Travel Document Files.


Pending File.  Travel requests or orders that have or have not been entered into the accounting system, but have not been verified as part of the cyclic reconciliation.  Once the travel orders or requests have been verified in the accounting system, the requests will be moved to the posted file.


Posted File.  Travel orders that have been verified as obligated in the accounting system, but have not been settled by the traveler.  Once the settlement payment is recorded in the accounting system, the orders will be moved to the settled or completed file.


Settled File.  Travel orders with an outstanding Government Transportation Request (GTR) ULO and a final per diem settlement payment recorded and verified in the accounting system.  Until the GTR payment portion is received and posted, the TDY document is not complete.


Completed File.  Travel orders that have had all phases of the transaction cycle completed.  All payments have been received, both for entitlement settlement and GTR.  This transaction has all money fields (i.e., commitment, obligation, expense, and liquidation) equal in the accounting system.  If all money fields are not equal, the fund manager should adjust the record to bring the commitment, obligation, and expense into balance with the payments received and posted for personnel entitlements and GTR.


Posted File – Will contain all commitments, obligations and expenses that reside in SABRS and have been validated.

2. SABRS REPORTS USED FOR RECONCILIATION 




a. SABRS generates information through online or hard copy reports.  These reports are produced based on a cycle that completes daily, weekly, bi-weekly, monthly, quarterly, and annually.  

Reports are produced to reflect information from the spending process, and can be retrieved through INFOPAC, ReportNet or SABRS Reports Inquiry.     

These reports are needed to reconcile the information that was processed into the system and to obtain the current SABRS fund balance.  The cycle reports need to be reconciled to validate external system interface transactions that affect fund balances, even if there were no transactions entered into SABRS.


b. There are several basic reports that are produced with each SABRS cycle which are essential for fund control and source document validation.  Listed below are the major reports used by a BEA during a reconciliation process:


(1) Status of Funds Report.  PRTFLBEA – WORK CENTER - BEA/BESA REPORT:  This report provides the status of a Budget Execution Activity for each fiscal year, basic symbol, subhead, BEA, and BESA.  The report contains authorization, commitment, obligation, expense, and liquidation information affecting the Budget Execution Activity.  This report is cumulative to date.


(2) Spending Transaction Reports:


(a) Prevalidation report – Reflects pending payments in error.


(b) PRTERROR/PRTERRRA - Spending Error Report: These reports will provide the Budget Execution Activity with all transactions entered into SABRS for the cycle that failed to update the system due to some coding problem that failed to meet system edit requirements.  This report reflects commitments, obligations and expenses, in error.


(c)  PRTDTR1/ PRTDTR3/ PRTDTR5 – Daily Transaction Reports: These reports will delineate individual transactions that were processed against a BEA’s account during a particular cycle. This report will reflect new or changed commitment, obligation, expense, and liquidation information affecting a specific source transaction by document number.

3.
RECONCILIATION PROCEDURES. 

The following general steps should be followed during the account reconciliation process:


a. Prepare for the reconciliation.


(1) After the daily SABRS cycle has executed, print all reports pertaining to your Budget Execution Activities or Budget Execution Sub-activities (BEA/BESA). If more than one cycle is received, arrange them in cycle number sequence.  All steps must be accomplished for each cycle. 


(2) Validate all pending transactions against information contained in SABRS.  This reconciliation should be conducted along functional lines (i.e., travel information reconciled against travel reports, material and services documents reconciled against material and services reports, etc.).  Fund status information will be reconciled using status of funds reports, spending transaction reports and memorandum source document files.


b. Perform the reconciliation.  Each transaction that appears on the accounting report must be reconciled.  The following are the steps necessary to complete the reconciliation:


(1) Reconcile all transactions on your PRTDTR1 – Daily Transaction Report.  You will need your pending and posted document files.  To properly work this listing, each new transaction must be reconciled.  To understand how each transaction affects the accounting system, it is important that you understand each Document Identifier Code (DIC).  The following is a list of the most commonly used DICs.  SABRS Spending Process User Manual has a complete listing of all DICs.

	DICs
	EFFECT 

	CMT
	Commitment

	COB
	Commitment and Obligation

	COE
	Commitment, Obligation, and Expense

	DEC
	Data Element Change

	EXP
	Expense

	INT
	Initiation

	OBL
	Obligation

	OEX
	Obligate and Expense

	          B7A
	 Commit, Obligate Expense DSSC Transactions

	FA1
	Liquidation IDB/DSSC Transactions

	DX0
	Liquidation



(a) Beginning with the first transaction, look at the DIC and determine the status of the transaction.  If the transaction is a commitment, obligation, expense, liquidation or a combination, verify the following information:


1.  Document Number


2.  FIP


3.  Quantity


4.  Unit Price


5.  Total Price


(b) Locate the document in the memorandum source document file and make sure the information verified above is identical on the source document.  If the document was in the pending file, move it to the posted file.


(c) If the document is not in the pending files, check the posted files.  If it is found in the posted file, this may be an update, duplicate posting, modification or error.  Research and take corrective action.   

	Transaction
	Corrective Action

	Update
	No Action Required

	Duplicate
	Back out transaction using appropriate SABRS DIC.

	Modification
	No Action Required (Ensure all Source Documentation is on hand)

	Error
	Back out transaction using appropriate SABRS DIC.



(d) If the document is not in the pending or posted file and research indicates that the document belongs to you, get a copy of the document, and file it in the posted file.


(e) If no record is found and it is apparent that the document is not yours, take corrective action.


(f) If the transaction is a liquidation, locate the document in the posted file.  If no expense has been posted in SABRS, induct the expense transaction.  The amount of the expense transaction will be equal to the liquidation amount.  You also must determine if the liquidation amount is a final or partial payment.  If the payment is a partial payment this document will remain in the posted file until completely liquidated.  If the liquidation is a final payment, you need to ensure that all money amounts (commitment, obligation, expense, and liquidation) equal.  If the amounts do not equal, you will need to induct the appropriate transaction to bring all money amounts equal.
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