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About This Procedure

This procedure provides instructions for completing forms used to order goods and
services from vendors and to process payments to vendors through the Purchase Order
System (PRCH). The following information will help you to use this procedure more
effectively and to locate further assistance if needed.

How The Procedure Is Organized

This procedure is divided into several primary sections which are tabbed for easy access
Most primary sections are also divided into subsections. See the Table of Contents for a
complete listing.

Introduction includes general information as follows:

Overview describes the types of purchase orders; forms; prompt payment and time
discount policies; complying with the Debt Collection Improvement Act (DCIA)

of 1996 and Form 1099 reporting; available PRCH systems; criteria for purchase
order closeout to history; and NFC and agency responsibilities.

Reports provide information on PRCH generated periodic reports, letters, and
check enclosure information sent to agencies and vendors.

Completion Instructions for Type 40, 41, 42, 43, 45, and gfurchase orders are
separate into tabbed sections. Each section gives instruction for the completion of the
appropriate Form AD-838, Purchase Order.

Completion Instructions For Amending An AD—-838provides information and
examples on amending orders.

Exhibits include illustrations such as examples of reports.
Appendixescontain reference information, such as code lists or tables.

To keep you informed about new or changed information related to this system, NFC
issues short publications called bulletins or amendments. This procedure and all related
bulletins and amendments are listed in the NFC External Publications Index, issued
semiannually. Also,lBbulletins issued for this procedure will be available on the Internet

at the NFC homepage (www.nfc.usda.gov).

Pages are numbered consecutively at the bottom of each page. If the procedure is
amended, point pages (e.g., 3.2, 3.3, etc.) are used as needed to accommodate addition
pages. All amended pages are marked at the bottom with the amendment number and
date.

If you begin receiving this procedure after it has been amended, you will receive the
publications with all amendments and bulletins. Remove and insert amended pages
according to the accompanying page control chart so that your procedure is current.

About This Procedure V
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What Conventions Are Used

This procedure uses the following visual aids:

m Block specifications are identified ssquired, conditional, optionabr no entry
The size of the block is identified with the number of positions or the maximum
number of positions allowed in the block (e&positionsor 8 positions max.

m For date blocks, “(mm/dd/yyyy)” means that you should enter the date in
month/day/year order, using leading zeroes for single-digit months and days.
Example: Enter January 15, 1998, as 01151998.

m Data that must be entered exactly as shown is printedidhitalics Example:
EnterX in the No box when IRS Form 1099 tax reporting is not requiredior
the Yes box when the seller is subject to IRS Form 1099 tax reporting.

m Emphasized text within a paragraph is printetoid. Example:After ensuring
that the unit price is current, enter the dollar portion of the unit price (up to 6
whole numbers) with a decimal after the dollar amount, and the cents portion (up
to 4 positions).

m Figure, exhibit, and appendix references link figures, exhibits, and appendixes
with the text. These references are printed in a bold font as shown here. Example:
Appendix A provides detailed instructions for using this service.

m References to sections within the procedure are printed in a bold font as shown
here. Example: Se®ho To Contact For Help underAbout This Procedure for more
information.

m Important extra information is identified as a note, caution, or reminder icon in the
left margin. Example:

= This type order cannot be amended because payment is made in advance.
Note

m Optional entries for a block are preceded by a bullet. Example:

e To indicate that an advance payment without a vendor invoice is authorized
enterP in Block 9.

Who To Contact For Help

Vi

For questions about electronic access through PRCH, contact Information Center
personnel a504-255-5230Electronic users for the Purchase Order Online Data Entry

and Inquiry System (PRCHENT) should refer to the instructions found in Title VI,

Chapter 7, Section 1. Data entry users for Rural Development and the Farm Service
Agency (FSA) Personal Computer Purchase Order System (PC-PRCH) should refer to
Title VI, Chapter 7, Section 13. Other agency data entry users for PC—PRCH should refer
to Title VI, Chapter 7, Section 2.

Telephone questions about processing documents, for PRCH should be limited to urgent
matters requiring immediate attention. These questions should be directed to the
Administrative Payments Branch, Purchase Order Sectisddat255-5370or if you

are using a touch-tone telephone, the Purchase Order Inquiry 1564-8255—-4724

About This Procedure
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A

Caution

The Purchase Order Inquiry Line provides a voice response inquiry service using a
touch-tone telephone. This system is available from 6 a.m. to 6 p.m. During normal
working hours (7:45 a.m. — 4:00 p.m., Central Time, Monday through Friday), an inquiry
technician is available for additional assistamgpendix A provides detailed instructions

for using this service.

Inquiries that require lengthy research should be submitted in writing on Form AD-354,
Request For Information, with a copy of any helpful documentation that could assist in
resolving the problem to:

Purchase Order Section
National Finance Center, USDA
P.O. Box 60000

New Orleans, LA 70160-0001

When making a PRCH inquiry, provide the following data on the AD-354, to the voice
response service or to the technician:

m Purchase order number

m Invoice number

m Invoiced amount

m \endor's name and address

m Agency code, accounting station, and unit code (Forest Service (FS) only)
m Date invoice was submitted to NFC for payment processing

m Name, location, and telephone number of caller

Telephone questions that cannot be answered immediately will be researched and
responded to within 5 days of receipt.

Vendors can also use the Purchase Order Inquiry line for payment information by calling
toll free 1-800-421-0323To reduce the number of agency inquiry calls from the

vendor, attach a copy 8ppendix A to the Seller’s part of the AD—838 so the seller can
have access to this toll free number and the invoice response inquiry service. This action
can reduce the agency’s inquiry calls from the vendor.

To provide NFC with facsimile copies of purchase order documents that require
immediate processing, use the fax machine located in the Purchase Order Section at
NFC. These documents can be purchase order obligations, receiving reports, and
invoices.

Documents sent via fax must be signed so that a copy of the authorized signature appea
on the facsimile copy. A cover/transmittal sheet (Transmittal of Information via

Facsimile Machine) should accompany the facsimile documents showing the total
number of documents transmitted, name of agency contact, and telephone number in ca
the documents have to be re-transmitted. The fax numbé#si255-6136If you wish

to confirm receipt of the document, c&04—-255-3159

This fax service should be used only for faxing documents that are immediately needed to
complete the payment process on time and to aid in avoiding or reducing costly interest

About This Procedure Vii
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penalties. Use normal mailing processes for the routine submission of purchase order
obligations, receiving reports, and invoices

For detailed information about inquiry methods for accessing agency data, see Revision
5 of the Inquiry procedure, Title V, Chapter 1.

For questions about this procedure, contact the Directives and Analysis Branch at
504-255-5322

Online Inquiry (PRCHINQ)

Online query of NFC master records through the Purchase Order Remote Inquiry System
(PRCHINQ) is also available. PRCHINQ allows agencies to:

1. View the obligation, amendment, invoice, and accounting details of Types 40, 41,
42, 43, 45, and 60 orders

Review receipt details for Types 40, 43, 45, and, 60 orders
Review cyclic payment details of a Type 42 order

Review the invoice details of Types 40, 41, 42, 43, 45, and 60 orders

a > w DN

Review a list of Type 40 orders that contain invoices held in suspense at NFC for
at least 20 days awaiting a receiving report and at risk for payment of interest
penalties in accordance with the terms of the Prompt Payment Act

6. Review Types 40, 41, 42, 43, and 60 orders that have migrated to history within
the last 6 months

For detailed information on using PRCHINQ, see Title VI, Chapter 7, Section 8. Inquiry
instructions for Rural Development and FSA are in Title VI, Chapter 7, Section 3.

The Purchase Order Inquiry Line is available as a supplement to PRCHINQ or for
agencies that do not have electronic access to NFC recordVH&®&eContact For
Help.)

If your agency does not have the capability to query PRCH records at your location and
is interested in obtaining more information, contact Information Center personnel at
504-255-5230

Viii About This Procedure
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Introduction

Overview

Note

This section provides information on the types of purchase orders; forms; prompt
payment and time discount policies; complying with the Debt Collection Improvement
Act (DCIA) of 1996, Form 1099 reporting, and tax exempt certificates; available
PRCH data entry systems; criteria for purchase order closeout to history; the
responsibilities of NFC, the Office of the Chief Financial Officer (OCFO), and the
agency; and PRCH generated reports and letters.

PRCH is an automated data processing system which provides a complete
procurement system for the purchase of goods and services from commercial or
Government supply sources. PRCH processes payments to vendors in accordance with
the Prompt Payment Act, giving full control to the procurement office to determine not
only the terms of the payment, but also the timeframes.

This procedure provides instructions for procurement offices using PRCH to procure
goods and services from commercial supply sources. It describes the process for
preparing and submitting appropriate ordering forms to the vendor and to NFC for
payment processing. When procuring goods and services, agencies should use this
procedure and the Federal Acquisition Regulation (FAR) requirements.

Before agencies can use PRCH, a General Services Administration (GSA) FEDSTRIP
requisitioner number must be obtained from GSA, Supply Management Division,
Washington, DC 20406. It is also necessary for NFC to assign a fund code applicable
for the accounting classification to be used by the agency. This information is placed

in the appropriate blocks on the AD—-838 by the agency when the order is prepared.

The fund code is used by NFC to identify ordering and receiving offices. Data

captured from PRCH input documents is used to generate reports for agencies to use in
monitoring purchase order activity and to vendors for invoicing requirements.

Using the guidelines in this procedure, PRCH provides agencies with the capability to
prepare a paper AD—838 obligation document and receiving report, or to electronically
enter purchase order obligation and receiving report data from terminals at the agency
location through PC-PRCH, PRCHENT, or through an agency-certified electronic
purchase order system.

Agencies should use a fax to provide NFC with facsimile copies of purchase order
documents that require immediate processing. For more informatiowhsee
Contact For Help underAbout This Procedure .

If immediate processing is not required, paper AD—838 documentation should be sent
to NFC at the following address:

National Finance Center, USDA
P.O. Box 60000
New Orleans, LA 70160-0001

Introduction 1
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Types Of Purchase Orders

Forms

Introduction

There are six types of purchase orders. Each order is assigned a 2-position transaction
type number in the first 2 positions of the purchase order number. The transaction type
can be a 40, 41, 42, 43, 45, or 60. The transaction type is based on the description of

goods or services to be purchased, the pricing conditions, and the method of payment.

Type 40is used to procure goods or services for a fixed cost and quantity with an
anticipated one-time vendor payment.

Type 41is used to procure subscriptions to newspapers, periodicals, and training cost
from vendors.

Type 42is used to procure goods and services for a fixed cost and quantity with
anticipated recurring automatic cyclic or one time lease and other retroactive
payments.

Type 43is used to procure goods and services with fixed or estimated price and
guantity with anticipated one-time or recurring vendor payment and to document the
contractural purchase of goods and services.

Type 45is used for a blanket purchase agreement (BPA). An informal agreement
between the agency and vendor where funds are not obligated until the AD—-838D and
invoice are processed for payment.

Type 60(Rural Development and FSA Only)is used in relation to Rural
Development and FSA program contract payments.

See the completion instructions for each order type for more information.

A transaction type and routing requirement table Ag@endix B ) is included in this
procedure to assist agencies in determining the proper routing method for PRCH
documents. Payments for each type of order is made in accordance with the standards
of the Prompt Payment Act. Payment to a vendor is based on a match of the purchase
order number from the purchase order obligation, receiving report, and vendor’s
invoice, except in those instances when an advance payment is authorized without an
invoice (Type 41 with P in Block 9 and Type 42), or when a payment is authorized
without a receiving report (Type 40 orders for $1,000 or less).

Agencies authorized to use PRCH are required to prepare the forms discussed below in
accordance with the completion instructions in this procedure.

The following forms are used for PRCH documentation.

Form AD-838, Purchase OrderUsed to initiate the procurement of goods and
services from individuals and vendors, and to amend information initially shown on
orders previously issued. This form is available in either 7- or 5-part sets.

When ordering AD-838’s from the Consolidated Forms and Publications Distribution
Center, specify the version of the AD—838 in the Item No. column on Form AD-14,
Request For Supplies, Equipment, Or Service.
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Note

To order the 7-part snap-out set (for use on a regular typewriter), specify AD—838—7.
To order the 7-part pinfeed set (for computer printing), specify AD—838—7P. To order
the 5-part set (for PRCHENT or PC-PRCH user), specify AD-838-5PE. (The
construction of the 5-part set is discussed in the PRCHENT and PC—PRCH
procedures.) Providing the specific form number will enable your order to be
accurately filled.

The 7-part AD—838 consist of the following:

m NFC (white). The original or first part of the form is forwarded to NFC by
agencies that amot PRCHENT or PC—PRCH users.

m Seller’s Original (white). The second part of the form is forwarded to the seller
to confirm the order and to provide billing instructions.

m Receipt Copy 1 and 2 (green). The third and fourth parts of the form are used to
certify receipt, inspection, and acceptance of a partial or complete shipment of
goods or services against a Type 40 order.

m Issuing Office Copy (yellow). The fifth part of the form is the procurement
agency'’s file copy.

m Property Copy (gold). The sixth part of the form is used by the agency in
accordance with the property management guidelines.

m Agency Use Copy (blue). The seventh part of the form is used by the agency
according to internal agency procedures.

Form AD-838A, Partial Receipt Notification Used to certify receipt, inspection,
and acceptance of a partial shipment of goods or services against a Type 40 order.

Use this form when the number of receipt copies of the AD—-838 are not sufficient.

Form AD 838-B, Invoice-Receipt Certification.Used to certify receipt, inspection,
and acceptance/service period end date of the goods or services against a Type 43
order.

Form FmHA 838-B, Invoice-Receipt Certification Used by Rural Development
and FSA to certify receipt, inspection, and acceptance against a Type 60 order.

Form AD-838D, BPA-Invoice-Receipt Certification (2-part form) The original is
used to certify that the items billed were received, inspected, and accepted against a
Type 45 order. The copy is retained for agency files.

Form AD-216-B, Voucher Difference Statement — Administrative Payments
Used by NFC to notify vendors of a payment difference that can not be identified on
the Notice To Check Recipiexhibit 26 ) included with the payment.

Form W-9, Request For Taxpayer Identification Number (TIN) and

Certification. Used by agencies to comply with provisions of the Paperwork
Reduction Act, Privacy Act, and DCIA when securing the payee’s TIN (social security
number (SSN) or employer identification number (EIN)) required in Block 9d,
Taxpayer's Ident. No., on the AD—-838. This form advises the payee of the mandatory
disclosure, authority, purpose, and use of the TIN. An incorrectly reported TIN can
result in an Internal Revenue Service (IRS) penalty.

Introduction 3
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W-9's may be obtained from local IRS offices or may be reproduced by agency offices
using the sample furnished Appendix C .

Seller’s Invoice Used to process payment for goods delivered or services furnished to
the consignee indicated on the AD—838. A proper invoice must be an original, include
the name and remittance address of the vendor, invoice date, payment due date,
purchase order number, description, quantity, unit of measure, unit price, extended
price of supplies delivered or services rendered, and evidence of shipment.

The seller’s original invoice for Type 40 and 41 purchase orders are mailed directly to
NFC at the billing address preprinted on the seller’s original part of the AD—838.

The seller’s original invoice for Type 43, 45, and 60 orders are mailed to the agency
office responsible for receipt certification. To ensure that the vendor mails the invoice
directly to the agency, the procuring office must write/type its billing address on the
seller’s original of the order and cross out NFC’s address. The invoice will then be
sent directly to the agency office responsible for preparing the AD 838-B, AD—-838D,
or FMHA 838-B.

Prompt Payment Of Purchase Orders

Introduction

The Prompt Payment Act requires Federal agencies to pay interest penalities for late
payments to vendors for goods and services, to take discounts only when payments are
made within the discount periods, and to made payments as close as possible to but
not later than the due date. PRCH processes payments to vendors in accordance with
the Prompt Payment Act as described below:

Type 42 These orders pay the vendor automatically in accordance with the start date
shown in Block 14 on the AD—838. It is extremely important that the order be issued

before the payment start date. If the order is issued after the payment start date, late
payment interest penalties are due the vendor.

Types 40, 41, 43, 45, and 6These orders are processed for payment when billed by

the vendor. To control timely processing, the AD—838 obligation, the receiving report,
and the vendor invoice for Types 40 and 41 are date stamped when they are received at
NFC. (Vendor invoices for purchase order Types 43, 45, and 60 must be date stamped
by the agency’s receiving location.) If the agency or NFC neglects to stamp the receipt
date on the invoice, the payment due date is determined by the date of the invoice only
when the invoice date is later than the date the goods or services were received.

Invoices that do not pass extensive NFC computer edits/audits are rejected and must
be corrected and reentered by NFC operations personnel. If the invoice is determined
to be improper (Segeller’s Invoice underForms for proper invoice criteria.), NFC

will return it or notify the vendor within 7 days after receipt at NFC (3 days for meat
and meat food products, and 5 days for perishable agricultural commodities, dairy
products, edible fats or oils, and food products prepared from edible fats or oils). A
dated letter is sent to the vendor explaining the reason the invoice is considered
improper.

If the invoice is rejected due to an invalid purchase order number, a letter is system
generated and sent to the agency (Types 43, 45, and 60) or to the vendor (Types 40
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and 41) for verification of the purchase order number. The vendor is instructed to
verify the order number and, if correct, is asked to contact the ordering office for
verification and then resubmit the invoice with a copy of the order to NFC. If the order
number is correct, the agency is instructed to fax the obligation copy of the AD—838 to
the Purchase Order Section at NFC as discuss&@diTo Contact For Help _ under

About This Procedure .

For invoices that are awaiting receiving reports, NFC notifies the vendor within 7 days
after receipt of the invoice (s&ghibit 24 ). Simultaneously, NFC requests receiving
status from the agency receiving office (Eekibit 15 ). A monthly report is

distributed to the agency accounting station and procurement officeExi#tees ).

These actions are in compliance with the Prompt Payment Act.

Detailed information on the payment of invoices using the standards described in the
Prompt Payment Act can also be found in the Prompt Payment Reference Guide,
Title 1l, Chapter 1, Section 1.

Time Discount Policy And Computation

PRCH captures the discount terms from both the AD—838 and the seller’s invoice, and
makes an analysis to determine whether it is more advantageous to take the cash
discount or pay according to net payment terms, this is a practice tpayrment

targeting. When time discount terms offered by vendors are advantageous,
computation is based on the actual cash balance due the vendor. If a freight charge is
stated as a separate item on the seller’s invoice, the time discount is computed
excluding the freight charge.

The time discount expiration date for each type AD—838 is computed as follows:

Types 40 and 41The discount period begins with the invoice date. If the invoice does
not contain a date, the date the invoice was received at NFC is used.

Type 42 Time discounts are not applicable. The payment for these orders are system
generated using the payment start date shown on the order.

Types 43, 45, and 60The discount period begins with the invoice date. If the invoice
does not contain a date, the date the invoice was received by the agency (date shown in
Block 4 on the AD 838-B and AD—838D, and Block 5 on the FmHA 838-B) is used.

Agencies must immediately submit the AD 838-B, AD—838D, or FmHA 838-B to
NFC with the vendor invoice stapled securely to the back. To avoid expiration of the
time discount prior to payment processing, attach Form AD—780, Discount Notice
(Exhibit 29 ), to the front of the document. This will flag the document to indicate a
time discount has been offered by the vendor and will ensure immediate handling by
NFC.
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Complying With The Debt Collection Improvement Act Of 1996

Note

Introduction

The Debt Collection Improvement Act (DCIA) of 1996 required agencies to (1) collect
the taxpayer identification number (TIN) for all payments made to persons and/or
vendors and to report this number to the Department of the Treasury, and (2) begin
implementation of direct deposit/electronic funds transfer (DD/EFT) payments to new
vendors in 1996 and to all vendors by 1999.

Supplying the TIN. Since January 1, 1998, NFC is requiring agencies to supply the
vendor’s TIN for PRCH. When completing the various AD—838 forms, enter the
seller’s TIN (SSN or EIN, which is assigned by IRS), in the Taxpayer’s Ident.

No. block. Treasury will use the TIN to identify and collect from individuals and
business those delinquent debts owed to the Federal Government.

In addition to the TIN requirements to process transactions through PRCH, agencies
who have implemented the Foundation Financial Information System (FFIS) should
also refer to Title IX, FFIS Manual, for the TIN requirements in FFIS.

It is recommend that agencies provide vendors with a Request for Taxpayer
Identification Number (TIN) and Certification, Form W-9. This IRS form will assist
agencies in obtaining the TIN and in determining if the vendor is subject to IRS 1099
tax reporting. (Semternal Revenue Service (IRS) Form 1099 Tax Reporting  below.) It

also includes a Privacy Act Notice advising the vendor of the mandatory disclosure,
authority, purpose, and use of the TIN. The W-9 can be obtained from local

IRS offices or be reproduced using the samplgpendix C . Do not forward the

W-9 to NFC. Agencies should keep the W-9 for future reference in case the agency
does business with the vendor again

Foreign vendors and intergovernmental paymentadNFC has learned that foreign
vendors and intergovernmental payments may not be required to have a TIN. In order
to process AD—-838’s without a TIN for foreign vendors and intergovernmental
payments, PRCH users must ensure that payment requests sent to NFC, electronically
or by a paper copy, are coded with the appropriate SF-281 code. (A list of SF-281
codes may be found #ppendix D .)

PC—-PRCH. When using PC—PRCH, users will key id@nmyTIN of
98-9898989 in the Taxpayer’s Ident No field. (TéhisnmyTIN can only be

used in conjunction with an SF-281 code for foreign vendors or an
intergovernmental payment.) and the appropriate SF-281 code in the SF-281
Code field on the Purchase Order Obligations—Data Entry screen.

PRCH. When completing a paper copy of an AD—838 (to be mailed to NFC for
processing through PRCH) for a foreign vendor who did not supply a TIN or an
intergovernmental payment, leave Block 9d, Taxpayer’s Iderttlalitk (This

blank TIN block can only be used in conjunction with an SF-281 code for
foreign vendors or an intergovernmental payment.) Enter the appropriate
SF-281 code in Block 5, SF-281.

Agency-developed softwareAgencies that use their own agency-developed
software to transmit to PRCH through a front-end system should revise their
software to ensure that the appropriate SF—281 code is used for foreign vendors
and intergovernmental payments when a TIN is not required.
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A

Caution

NFC will verify the foreign vendor or intergovernmental payment by reviewing the
SF-281 code. If an appropriate SF-281 code was used to indicate a foreign vendor or
an intergovernmental payment, NFC will process the AD—838 without the TIN or with
thedummyTIN (PC-PRCH). If the appropriate SF-281 code was not used, the
AD-838 will reject to suspense.

DD/EFT. Under DCIA, the conversion to DD/EFT will be handled in two phases.

(1) All recipient of Federal payments who became eligible to receive those payments
on or after July 26, 1996, are required by Treasury to receive them electronically
unless the recipient certifies that an account at a financial institution is not available.
(2) Effective January 1, 1999, all Federal payments will be made by DD/EFT unless a
wavier is approved.

In order to meet the current EFT requirements, when contracting for goods or services
with a new vendor, the agency procurement office should obtain necessary banking
information to enroll the vendor in the Vendor Express program. This can be
accomplished by referring to the Vendor Express procedure, Title 1l, Chapter 1,
Section 2.

Treasury issued the proposed EFT rule on September 16, 1997, and plans to issue the
final rule in 1998. This proposed rule includes a list of possible waivers to the EFT
requirement.

Internal Revenue Service Form 1099 Tax Reporting

A

Caution

In addition to DCIA, the TIN is required for the Form 1099-MISC, Miscellaneous
Income, tax reporting process. Agencies must identify which payments require
1099 tax reporting (regardless of the order amount) by placidgianhe appropriate
Yesor No box in Block 9¢, Form 1099, on the AD—-838.

All nonforeign corporation are now subject to IRS 1099 tax reporting. On

August 5, 1997, the Taxpayer Relief Act of 1997, Public Law 105-34, 1022(a), was
enacted. This act added paragraph (3), Payment to Corporations by Federal Executive
Agencies, to Internal Revenue Code Section 6041A, Returns Regarding Payments of
Remuneration for Services and Direct Sales, Subsection (d), Application to
Government Units. This addition made all nonforeign corporations subject to 1099 tax
reporting.

To comply with provisions of the Privacy Act and the Paperwork Reduction Act in
securing the payee’s TIN, procurement offices should provide the vendor with a W-9.
This form will assist agencies in obtaining the TIN and in determining if the vendor is
subject to IRS 1099 tax reporting. On the W-9, the vendor indicates the type of
business entity (e.g., individual/sole proprietor, corporation, or partnership) which will
assist in determining if 1099 tax reporting is required. It also includes a Privacy Act
Notice advising the vendor of the mandatory disclosure, authority, purpose, and use of
the TIN (i.e., to identify the payee for Federal income tax reporting purposes). The
W-9 can be obtained from local IRS offices or be reproduced using the sample in
Appendix C . Do not forward the W-9 to NFC. Agencies should keep the W-9 for
future reference in case the agency does business with the vendor again

The following guidelines and information contained on the W—9 should be used by
procurement offices in determining 1099 tax reporting required by IRS.

Introduction 7
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m IRS requires Form 1099 tax reporting for the following type payments: interest,
rents, royalties, awards, fees, commissions, compensation to individuals who
are not paid by USDA's Payroll/Personnel System, and compensation for
personal services contracts.

m The recipients of payments can be individuals, corporations, trusts, estates,
partnerships, associations, unincorporated companies.

m Form 1099 reportings not required for nonresident aliens, foreign
corporations, and governments (federal, state, city, etc.). Foreign corporations
and nonresidence aliens may be required to complete IRS Form-1042S, U.S.
Source Income Subject to Withholding. (Contact IRS for additional
information.)

m Agencies must indicate when 1099 tax reporting is requegardlessof the
amount of the payment.

NFC is the payer and has the responsibility to compile the total income and submit a
Form 1099 statement of income to the payee and IRS at the end of the calendar year
when the cumulative total of payments exceed $600. (Payees are responsible for
reporting amounts less than $600 on their individual income tax returns.) Agencies
shouldnot prepare a Form 1099.

Correcting 1099 Tax Reporting Information. When a change to the Form 1099 tax
reporting file is required (for example, payment incorrectly reported or error in the
name or address of the Form 1099 recipient), agencies should notify NFC. If payment
has been made to the vendor, submit a written notice to the NFC Purchase Order
Section using Form AD-354, Request For Information. Include a complete
identification of the payment and a complete description of the correction. The payee’s
tax reporting file will be updated accordingly.

If payment has not been made or if a payment(s) has been made but the order is still
active, agencies should submit an amended AD—838 with corrected data. This action
will ensure that future payments are processed correctly.

Tax Exemption Certificates

Introduction

NFC is solely responsible for issuing tax exemption certificates as required by
vendors. The issuance of a Form SF-1094, U.S. Tax Exemption Certificate, is not
required by all vendors and because of varying purchasing conditions are not issued
from PRCH. If a vendor needs a tax exemption certificate, procurement officials
should instruct the vendor to request this information by letter to NFC. The Purchase
Order Section of NFC will respond by forwarding Form NFC—-825, Letter To Vendor
(Exhibit 1 ). This letter serves as a blanket tax exemption certificate for merchandise or
services purchased by an agency from a vendor. If the NFC—-825 is not acceptable by
the vendor, NFC will issue an SF-1094 when specifically requested.
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PRCH Data Entry Systems

To improve the quality and accuracy of transactions, PRCH provides the capability for
agencies to enter purchase order obligation, and Type 40 receiving report data from
terminals at remote locations. This data can be entered through PRCHENT (the online
system), PC—PRCH (the off-line PC system), or an agency-certified electronic
purchase order system. These specialized data entry systems are used by agencies to
edit and submit purchase order data to the mainframe at NFC. This capability gives
agencies additional control and improves the operational efficiency and effectiveness
of data processing. The front-end edits built into these systems reduce the overall
reject rate of documents received by NFC, thereby, lowering processing costs. If your
agency electronically enters purchase order obligation and receiving report data,
PRCHENT instructions can be found in Title VI, Chapter 7, Section 1; PC-PRCH
instructions are in Title VI, Chapter 7, Section 2, and PC—PRCH instructions for Rural
Development and FSA are in Title VI, Chapter 7, Section 13.

If your agency does not have the capability to electronically enter AD—-838 obligation
and receiving report data from terminals at your location and is interested in obtaining
more information, contact Information Center personngDdt-255-5230

Criteria For Purchase Order Closeout To History

All completed purchase orders are retired to a history file. Open purchase orders may
remain aging in an active master file for 2 years. During this period, open orders may
be removed from the active master file by the processing of a complete receiving
report and the order paid out, or a cancellation amend@&hin(the Sub block on

the AD-838). After 2 years and with no recent activity, NFC will deobligate and move
the order to history unless specifically directed otherwise by the procurement office.

Aged purchase order obligations are identified by NFC to agencies on the turnaround
guarterly report PRCH74-10, Orders Undelivered In Excess Of 180 Baisit(19 ),

and the turnaround semiannual report PRCH81-01, Inactive Purchase Orders
(Exhibit 20 ). Orders are closed out and moved to history based on agency response.

= Agency procurement offices have full control over the amount of obligated funds held

Nete jn the aging and inactive purchase orders identified on these reports. When the
determination is made that no further purchasing activity is expected, a completed
receiving report or a cancellation must be submitted to close the order and release
(deobligate) the funds for current and future procurement activity. It is important to
process complete receiving reports or cancellation amendments to deobligate funds in
PRCH, otherwise large amounts of agency funds can be rendered unusable for current
and future procurement purposes.

The following criteria is used by NFC for moving purchase orders to the history file.

Type 40 These orders are moved to history 30 days after a payment has been made
that leaves no undelivered balance. If an undelivered balance remains, the order is
deobligated after 30 days. The actual move to history takes place after 60 days if the
payment was equal to 90 percent or more of the order value, or 120 days if the
payment was less than 90 percent of the order value. Freight on the order without a

Introduction 9



10

Responsibilities

Introduction

Title Il, Chapter 5, Section 1
Purchase Order System (PRCH)

freight payment delays the history move for an additional 60 days. Canceled orders are
deobligated upon receipt of the cancellation amendment and moved to history 30 days
thereatfter.

Type 41.These orders are moved to history 30 days after a payment that leaves no
undelivered balance. If an undelivered balance remains, the order is deobligated after
30 days. The actual move to history takes place after 60 days if the payment was equal
to 90 percent or more of the order value, or 120 days if the payment was less than

90 percent of the order value. Freight on the order without a freight payment delays

the history move for an additional 60 days. Canceled orders are deobligated upon
receipt of the cancellation amendment and moved to history 30 days thereafter.

Type 42 These orders are moved to history 60 days after the entire order value has
been paid or the order has been canceled.

Type 43.These orders are moved to history 30 days after a complete receiving report
and payment leaving no undelivered balance. If an undelivered balance remains after
the payment, the order is deobligated after 30 days. However, the actual move to
history takes place after 90 days when the payment is equal to 90 percent or more of
the order value or, 150 days when the payment is less than 90 percent of the order
value. Freight on the order without a freight payment delays the history move for an
additional 60 days. Canceled orders are deobligated upon receipt of the cancellation
amendment and moved to history 30 days thereafter.

Type 45 These orders are deobligated upon receipt of agency response to PRCHB6
Report 01, Open Blanket Purchase Agreements As Of XX/XX/XXEXibit 7 ),
indicating that the order should be canceled. Canceled orders are moved to history
30 days thereafter.

Type 60.These orders are moved to history upon receipt of written notice from
Rural Development or FSA.

The responsibilities of the primary organizations involved in data processing and
system maintenance for PRCH are as follows:

NFC will:
m Establish and maintain master file records and transaction files for PRCH items.

m Maintain the general ledger, budget cost, and subsidiary records for PRCH
items.

m Establish accounting requirements and provide accounting/management reports
to agencies.

m Perform a manual audit on selected invoices over $1,000 under the statistical
sampling procedures.

m Ensure audit review of invoices for $1,000 or less by using statistical sampling
techniques to require receipt verification from the agency on selected purchase
orders.
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Establish payment due dates consistent with sound cash management practices
and makes payments to vendors in accordance with provisions of the Prompt
Payment Act.

Comply with the requirements of the Debt Collection Improvement Act (DCIA)
of 1996.

Take collection action for payments made in advance of vendor shipment when
the receiving office is unable to obtain delivery (including shortages, damages,
or unacceptably delayed orders).

Analyze the history of collection activities for trends (such as unusual number
of nondelivery of goods or services by specific vendors).

Compile payments for each TIN during the calendar year when the cumulative
total of payments exceeds $600. Issue 1099—MISC to the payee and provide that
information to IRS at the end of the calendar year.

Issue NFC—825Bxhnibit 1 ) to sellers for Blanket Tax Exemption Certificates
when requests are received for authority to issue invoices on a tax exemption
basis.

Provide technical support to agencies.

Secure missing documentation by telephone contact with the agency.
Specifically when an invoice is at risk for the payment of interest penalties.

OCFO, Office of Operations will:

Serve as the liaison for agencies with regard to user requirements for PRCH.
Ensure that PRCH is consistent with FAR regulations.

Coordinate agency requirements with NFC.

The Agency will:

Ensure that procurement officers use the guidelines in this procedure to
eliminate payment delays.

Ensure that the GSA FEDSTRIP requisitioner number office address is current
so that agency reporting will be promptly received. (&gen By Agencies
Who Are Not Receiving Memorandums/Reports __ underReports .)

Implement a PRCH management program to ensure that paper reporting sent to
agencies and reporting available through PRCHINQ are timely monitored, and
missing documentation (i.e., obligation order, amendments, and Type 40
receiving reports over $1,000, and those that are required for $1,000 or less) are
promptly submitted to NFC so that a vendor’s invoice can be paid by the due
date. Attention to these matters avoids late payment interest penalties and time
consuming/costly telephone contact by NFC to secure this information.

Assign responsibility and accountability for all purchases to ensure that they are
in compliance with department, agency, and FAR regulations.

Ensure that the approval level of the representative designated by the agency for
procurement authority is higher than a procurement officer. This is in response
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to the procurement authorization not{Eehibit 16 ) sent to agencies for
verification of a procurement officer’s authority.

m Notify the Purchase Order Section at NFC of corrections, additions, or deletions
to the Procurement Authorization Certification File.

m Ensure that procurement officers userent catalogs when ordering goods to
help reduce the necessitgf amendments increasing the unit price of the item.

= When outdated catalogs are used and the order was not amended to include the
Note extra cost, the amount on the invoice may be over tolerance levels which
necessitates agency contact by NFC prior to payment.

m Establish controls to ensure that items ordered are received based upon
anticipated time goods or services are expected for delivery. If the vendor does
not deliver within the specified time, initiate follow-up action with the vendor.

m Instruct vendors to clearly indicate their remittance address on invoices so that
payments are not misdirected.

m Ensure that PC-PRCH users promptly update the tables when changes are made
to accounting and other codings used on the order.

= Maintain Tables is an operation option on the main menu of PC—PRCH for
Note Access Levels 2, 3, 5, 6, and 7. These tables are used to validate purchase order
data keyed in by users.

m Provide the vendor’s TIN and DD/EFT information in compliance with DCIA.

m ldentify purchase order payments that require 1099-MISC tax reporting, and
ensure that 1099’s are not issued by the agency when payments are made
through NFC.

m Ensure that receiving reports for Type 40 orders of $1,000 or less are not sent to
NFC unless they are required by the agency (CGbateBlock 9), or NFC has
notified the agency that the order was selected by statistical sample as one that
requires a receiving report before or after payment.

m Ensure that receipt documentation is retained by agency offices for Type 40
orders of $1,000 or less as a record of receipt of goods and services, and as a
means of responding to any audit verification. Maintenance of these records and
the use of the existing receiving report forms will depend on the agency policy.

m Retain receipt documentation in accordance with the guidelines published by
GSA in General Records Schedule (GRS)-3.

m Ensure that the billing address on the seller’s original part of the order for
Types 43, 45, and 60 orders is changed to reflect the agency address so that the
invoice is mailed directly to the agency and not to NFC.

m Ensure that the billing address is deleted on the seller’s original part of the order
for Type 41 with & in Block 9, Sub. The P indicates that contact with the
vendor disclosed an invoice will not be forwarded to NFC.

m Ensure that AD 838-B for Type 43, AD-838D for Type 45, and FmHA 838-B
for Type 60 are promptly submitted to NFC to avoid possible interest penalties.

12 Introduction



Title Il, Chapter 5, Section 1

Purchase Order System (PRCH)

Reports

Note

Note

PRCH generates periodic reports, letters, and check enclosure information to agencies
and vendors. To comply with the Prompt Payment Act and to avoid interest penalties,
agencies are requested to promptly respond to NFC requests for additional
documentation prior to processing payment of a vendor’s invoice. A description of the
reports generated from PRCH are as follows:

PRCHA1 Report 01, Rental Purchase Agreements—Type 42 To Be Reestablished
For FY 19XX (Exhibit 2 ). This is an annual report of Type 42 orders on NFC active
files. This report is sent to the procurement office designated on the AD—838 in
Block 8, Order Number (positions 3 through 6), with an instructional cover
memorandum attached to the front of the report. The memorandum includes an
explanation that the report is to be used as a turnaround document listing Type 42
orders that may be automatically reestablished for the next fiscal year.

This report eliminates the preparation of a new order when the same rental continues
into the next fiscal year. The procurement officer records changes and authorizes
reestablishment of the order. The system automatically changes the order number and
accounting data to reflect the new fiscal year.

The key to successful use of the turnaround listing is reserving a block of purchase
order numbers so they are available each year for the exclusive use of facility rentals.
If you cannot reuse the same purchase order number to renew the facility rental, a new
purchase order must be processed.

PRCHA3 Report 01, Rental Purchase Agreements—Type 42 Reestablished For

FYXX (Exhibit 3 .). This is a proof list that reflects all orders reestablished by NFC for
the next fiscal year as authorized by the agency procurement official on the turnaround
document, PRCHA1 Report 01. The procurement office should verify the action taken
by NFC.

PRCHA4 Report 01, Subscriptions To Be RenewefExhibit 4 ). This is a quarterly
report of Type 41 orders on NFC active files. This report is sent to the procurement
office designated on the AD—838 in Block 8, Order Number (positions 3 through 6),
when a subscription approaches expiration. An instructional cover memorandum is
attached to the front of the report. The memorandum includes an explanation that the
report is a turnaround document listing Type 41 orders that will expire within 90 days.
A duplicate listing is attached to each report identifying the receiving office. The
requisitioning office can use this duplicate report as a turnaround sheet to request
receiving office approval before renewing the subscription.

This report eliminates the preparation of a new order when the same order continues
into the next subscription period. The procurement officer records changes and
authorizes reestablishment of the order. The system automatically changes the order
number and the accounting data to reflect the next fiscal year.

The key to successful use of the turnaround listing is reserving a block of purchase
order numbers so they are available each year for the exclusive use of subscriptions. If
you cannot reuse the same purchase order number to renew the subscription, a new
purchase order must be issued.
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PRCHB5 Report 01, Subscriptions Reestablishe(Exhibit 5 ). This is a proof list
that reflects Type 41 orders reestablished by NFC for the quarterly period identified in
PRCHA4 Report 01. The procurement office should verify action taken by NFC.

PRCH Report A7-01, AD-838 Invoices In Suspense Awaiting Receiving Reports
(Exhibit 6 ). This is a listing that identifies invoices for Type 40 orders that remain
unpaid because the receiving report has not been received at NFC. It is distributed
monthly to the agency accounting station designated on the AD-838 in Block 7,
Fund Code, and the procurement office designated on the AD—838 in Block 8,
Order Number (positions 3 through 6). Agencies should immediately review this
report and if delivery has been received, take the appropriate action to timely submit
the receiving information to NFC.

PRCHBG6 Report 01, Open Blanket Purchase Agreements As Of XX/XX/XX

(Exhibit 7 ). This is an annual report of Type 45 BPA's on NFC active files. This report
is sent to the procurement office designated on the AD-838 in Block 8, Order Number
(positions 3 through 6), with an instructional cover memorandum. The memorandum
includes an explanation that the report is to be used as a turnaround document listing
Type 45 orders that may be automatically reestablished or canceled for the next fiscal
year.

This report eliminates the preparation of a new order when the same agreement
continues into the next fiscal year. The procurement officer records changes, and
authorizes reestablishment or cancellation of the order onto the report. It is returned to
NFC so that the authorized changes can be made to the system.

The order number remains the same through the life of the BPA.

PRCHB6 Report 02, Proof List Of Blanket Purchase Agreements As Of

XXIXXIXX  (Exhibit 8 ). This is a proof list that reflects all Type 45 orders

reestablished by NFC for the next fiscal year as authorized by the agency procurement
official on the turnaround document of PRCHB6 Report 01. The procurement office
should verify action taken by NFC.

PRCH10-11, Payment Notification(Exhibit 9 ). This is a letter that notifies the
vendor that a duplicate invoice was received or that the order has been totally paid. All
prior payments made against the order are identified for verification.

PRCH10-12, Payment NotificationExhibit 10 ). This is an instructional

memorandum prepared for a Type 41 purchase order with a P in Block 9, Sub. This
memorandum notifies the procurement office that an invoice was received for an order
that does not require an invoice. When NFC receives the obligation, payment is made
immediately. It also instructs the agency to omit the P in the Sub block when the
vendor will render an invoice. It is generated by the system simultaneously with
PRCH10-11 sent to the vendor.

PRCH10-13, Vendor Invoice No(Exhibit 11 ). This is an instructional letter

notifying the vendor to verify the Type 40 or 41 order number on the invoice because

it does not match an order on the master file at NFC. If the order number shown on the
invoice is correct, the agency should immediately forward a copy of the purchase order
obligation to NFC so that the payment can be processed.
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PRCH10-14, Vendor Invoice No(Exhibit 12 ). This is an instructional memorandum
prepared for Type 43, 45, and 60 purchase orders. This memorandum is sent to the
procurement office designated on the AD—838 in Block 8, Order Number

(positions 3 through 6). It notifies the agency that both receiving report and invoice are
held in suspense pending verification of the order number indicated on the invoice and
Forms AD 838-B, AD-838-D, or FmHA 838-B because it does not match an order
on the master file at NFC. If the order number shown on the invoice is correct, the
agency should immediately forward a copy of the purchase order obligation to NFC so
that the payment can be processed.

PRCH10-15, Vendor Invoice No(Exhibit 13 ). This is a memorandum for a Type 40

or 41 order notifying the agency to verify the order number on the invoice because it
does not match an order on the master file at NFC. This memorandum is generated by
the system simultaneously with PRCH10—&8n(pbit 11 ) and is sent to the agency
procurement office. If the order number shown on the invoice is correct, the agency
should immediately forward a copy of the purchase order obligation to NFC so that the
payment can be processed.

PRCH40-90, Letter To Seller — Discrepancy In Delivery Causing Delayed

Payment (Exhibit 14 ). This is a letter to the vendor generated when a response is
marked on line E of PRCH 40-91. This letter indicates that the consignee has reported
a discrepancy in the delivery of goods or services for a specified order. It advises the
vendor of a delayed payment informing the vendor to contact the procurement office to
resolve the problem so that payment can be released.

PRCH40-91, Invoice Received For PaymetiExhibit 15 ). This is a memorandum

sent to the receiving office designated on the AD—838 in Block 2, Receiving Office

No. This memorandum is run with PRCH 96—@%n{bit 24 ) and requests a receiving
report for a Type 40 order that has been at NFC for 7 days with no record of a
receiving report or other response. It provides instructions to the agency to indicate the
status of the order. If no response to this memorandum is received, a followup notice is
sent to the procurement office designated on the AD—838 in Block 8, Order Number
(positions 3 through 6), every 14 days thereafter.

The receiving/procurement office should take immediate action to identify the
requirements needed to expedite payment. To avoid late payment interest penalties,
immediately enter the partial or complete receiving report through PRCHENT,
PC-PRCH, or an agency-certified electronic purchase order system. Agencies that do
not have access to PRCHENT, PC—PRCH, or an agency-certified electronic purchase
order system should fax to NFC the signed receiving report requiring immediate
processing. The NFC Purchase Order Section’s fax numb8#i255-6136

PRCH43-51, Purchase Order Notice To Procurement Office—Subject:

Verification Of Procurement Or Other Required Authorization (Exhibit 16 ). This

is a notice to the representative designated by the agency asking for verification that
the individual who signed the purchase order has the authority to sign the order to
obligate funds or to procure goods or services. The order identified on the notice is
selected by random sampling. This notice should be completed and returned to NFC
immediately. If the invoice is received, payment will be delayed and subject to costly
interest penalties in accordance with the Prompt Payment Act.
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PRCHA43-54, Subject: Funds Depleted On Purchase Order N(xhibit 17 ). This

is a memorandum to the procurement office designated on the AD—838 in Block 8,
Order Number (position 3 through 6). This memorandum is used to request an
amendment to the order when the initial obligation has been exceeded and the order is
still incomplete.

Report 46-17 (and 93—01 Used By Rural Development And FSA), Proof Of

Purchase Order PaymentgExhibit 18 ). This is a list of paid orders in purchase order
number sequence issued to procurement offices designated on the AD—838 in Block 8,
Order Number (positions 3 through 6). This report summarizes payments made during
a specified week. This list should be used by procurement offices to determine the
validity of payments and to monitor the status of all purchase orders.

PRCH74-10, Subject: Orders Undelivered In Excess Of 180 Day&xhibit 19 ).

This is a list of Type 40 and 41 orders which are partially or totally undelivered for

more than 180 days. Also included are prior year Types 43 and 60 orders which are not
delivered. It is issued quarterly and is prepared in receiving office number and
procurement office sequence. It is a turnaround document sent to the procurement
office designated on the AD—-838 in Block 8, Order Number (positions 3 through 6), to
review and cancel unpaid orders no longer determined valid obligations.

To cancel an open order, the responsible procurement official @Narsthe Cancel
Indicator column of the report, signs the report, and returns the entire report to NFC.
This action eliminates the need to complete an AD—838 to cancel an order. PRCHENT,
PC-PRCH, and agency-certified electronic purchase order system users can cancel
purchase orders listed on this report by entering a cancellation amendment through
their system. In this instance, the report shawitbe returned to NFC. Purchase

orders that were not cancelled will appear again on the next report.

PRCH81-01, Inactive Purchase OrdergExhibit 20 ) This is a semiannual report sent

to the procurement office designated on the AD—838 in Block 8, Order Number
(positions 3 through 6), when an order has been inactive for 2 years and 150 days
(880 days). This report identifies the inactive orders and informs the agency that the
orders will be deobligated and moved to history within 90 days unless the agency
specifically identifies valid obligations. Instructions are provided on the report. If NFC
is not notified to retain the orders within 90 days of the report date, it will be
automatically deobligated and moved to history.

PRCH88-88, 40 Type Purchase Orders With Receiving Report And No Invoice
After 45 Days (Exhibit 21 ). This is a notice sent to the procurement office designated
on the AD-838 in Block 8, Order Number (positions 3 through 6), to assist in the
monitoring of Type 40 orders. The orders listed on this report are supported with a
receiving report and no invoice received after an expiration period of 45 days and no
payment activity for 90 days.

PRCH91-02, Status Of Orders Not Requiring Advance Receiving Reports

(Exhibit 22 ). This is a notice sent to the receiving office designated on the AD—-838 in
Block 2, Receiving Office No., to request receipt status on orders for $1,000 or less.

The orders are selected under postpayment statistical sampling techniques at the end of
the month in which payment was made. If no response is received from the receiving
office within 15 days, a second notice is sent to the procurement office designated on
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the AD-838 in Block 8, Order Number (positions 3 through 6), for response.
Additional notices to the procurement office are issued each 30 days thereafter until a
response is obtained.

PRCH92-01, Subject: Notice Of Receipt RequireExhibit 23 ). This is a
memorandum sent to the procurement office designated on the AD—838 in Block 8,
Order Number (positions 3 through 6), when an order for $1,000 or less has been
identified to require a receiving report prior to payment of a vendor’s invoice or has
been selected as part of the statistical sample procedure which requires a receiving
report prior to payment.

PRCH96-01, Invoice Received For PaymeifExhibit 24 ). This is a letter sent to the
vendor when an invoice becomes 7 days old and the receiving report has not been
received by NFC. This letter is produced from the system simultaneously with
PRCH40-91 Exhibit 15 ).

PRCH124-1, VVendor Letter, RE: Invoice Number XXXXX (Exhibit 25 ). This is a
letter sent to the vendor to provide the reason their invoice remains unpaid.

Notice To Check Recipient Exhibit 26 ). This is a computer-generated check
identification record sent with payment to vendors. This record contains check
identification data including the invoice and purchase order number, and if applicable,
an explanation of differences between the amount claimed on the invoice and the
amount approved for payment (e.g., time discount collected and/or interest penalties
added).

PRCH Report No. 11, Form SF-281, Federal Procurement Data System (FPDS)
Summary Contact Action Report ($25,000 Or LesslHxhibit 27 ). This is a quarterly
summary contract action report of procurement activity for contract actions of $25,000
or less. Data on this report is collected from information entered on the AD—838 in
Block 5, SF-281 This report is sent to the agency procurement office to provide
information that agencies can use to accomplish their SF-281 reporting requirements.
Agencies will implement procedures, as necessary, to supplement the information
furnished on the NFC prepared SF-281 summary with other contract orders not placed
through PRCH.

PRCHBS8 Report 17 (SF-281) Detail Purchase Office Proof Listingekhibit 28 ).

This is a report used in conjunction with PRCH Report No. 11. It is produced quarterly
and contains a detail proof listing of individual purchase order numbers and amounts
of $25,000 or less for each type SF-281 code. It is distributed to the procurement
office for the purpose of verifying information furnished on their orders processed in
PRCH using data furnished on the AD—838 in Block 5, SF-281.

= Reports that are specific to a single agency (for example, Rural Development and

Noe  ESA Type 60 reporting) are not included in this procedure. Those offices should
contact their agency headquarters for guidance.

Introduction 17
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Action By Agencies Who Are Not Receiving Memorandums/Reports

The memorandums/reports that are mailed tadbeiving andprocurement office
locations are addressed to the GSA FEDSTRIP requisitioner number office address.
This is the address that each procurement office obtains from GSA when it is first
established as a procuring office.

If these memorandums/reports are not being received by your agency, verify the
agency address by contacting GSAs Supply Management Divisit08aB05—-797.7

GSA will provide you with a contact point within your agency. That contact point will
submit written notification to GSA to authorize a correction. Agencies do not need to
advise NFC of this address change as GSA will notify NFC of changes to this file via
magnetic tape.

Agencyaccounting stationsthat are not receivinBRCH Report A7—01should
verify their address with NFC by calling the Purchase Order SectkfvaR55-4724
If a correction is necessary, send a written notice to:

Payroll Accounting Section
National Finance Center, USDA
P.O. Box 29310

New Orleans, LA 70129-0001

= In addition to the memorandums/reports generated by PRCH, the Purchase Order

Nore  Section at NFC makes individual telephone contact with agencies to secure missing
receipt documentation when an invoice is at risk for the payment of interest penalties.
This action is time consuming and costly; therefore, agencies are asked to ensure that
receiving documentation is forwarded to NFC timely so that invoices can be paid by
the due date.

Action By Agencies After The Memorandums/Reports Are Reviewed

After the memorandums/reports are reviewed by the appropriate agency office,
immediate action should be taken by that office to identify the documentation that is
needed to process the payment to the vendor. If delivery was received, or if the invoice
remains unpaid because the receiving report was not received at NFC, immediately
enter the partial or complete receiving report or the purchase order, as appropriate,
through PRCHENT, PC—PRCH, or the agency-certified electronic purchase order
system. Agencies that do not have access to PRCHENT, PC—PRCH, or an
agency-certified electronic purchase order system should fax the AD—838 and/or
receiving report (AD—838-7P, Receipt Copy) to the Purchase Order Section at NFC
for immediate processing. The fax numbeb(g—-255—-6136If fax confirmation is
necessary, caB04—255-3159

18 Introduction
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Type 40 Completion Instructions

This section provides specific instructions for completing an AD—838, a receipt copy
of the AD—838, and an AD—838A. This section also includes additional information
for Type 40 orders such as examples of additional action codes for Block 13, orders
marked to require a receiving report, multi-agency procurement, foreign vendor
procurement, etc.

Type 40 Completion Instructions For An AD—-838, Purchase Order

A

Caution

To procure goods or services for a fixed cost and quantity with an anticipated one-time
vendor payment, prepare a Type 40 AD—838ufe 1) using the guidelines described
below.

(1) Agency procurement offices are reminded to timely submit to NFC the receiving
reports for Type 40 purchase orders over $1,000. $peel0 Orders Over $1,000

And Orders For $1,000 Or Less Marked To Require A Receiving Report under

Additional Information For Type 40 Orders  for more information.)

(2) To indicate a difference between the zero and alpha O used in alphanumeric blocks,
slash the zeros and unslash alpha O’s.

The following instructions correspond to the block numbers indicated on the AD—838.
Complete the blocks as follows:

®

For Agency Use Only Enter the requisitioner identification or other data required by your agency.
Optional, alphanumesric, This information will not print on the Seller’s original.

20 positions max.

Page No.
Required, numeric

Enter the page number and total pages in the order (1 of 4, 2 of 4, etc.).

Receiving Office No. Enter the last four positions of the GSA FEDSTRIP requisitioner number
Required, alphanumeric of the office responsible for answering inquiries concerning receipt of the

7 positions max.

order.Do notinclude the first two positions of that number.

If two or more offices will be forwarding receiving reports directly to

NFC for goods and services, enli¢rin the 5th position followed by

two digits representing the number of receiving offices involved. For
example, XXXXMO02 indicates two receiving offices. The

requisitioner office is contacted for answers regarding shipment. Also
enter the multiple consignee names, addresses, and telephone numbers
in Block 14, Description, as illustrated afidure 1).

Do not enteM when the procurement office desires to submit a
consolidated receiving report to NFC and multiple offices are to
receive the items.

Type 40 Completion Instructions 19
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FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
PURCHASE ORDER
1 PAGE NO. |2 RECEIVING 3 CONTRACT NUMBER 4 ORDERDATE |5SF-281]6 UNIT |7 FUND |8 ORDER NUMBER 9 SUB.
OFFICE NO. CODE CODE
1o 1 | XXXXM02 oM 11/01/1996 EP NC | 40-XXXX-7-1
9a TYPE PURCHASE (Check one) 9b SELLER'S IDENT. NO. 9c FORM 1099 9d TAXPAYER'S IDENT. NO.
x | PURCHASE ORDER DELIVERY ORDER 12-3456789 x | NO YES P> | 12-3456789
10 TO: (Seller’s Name, Address, City, State, Zip Code, and Phone No.) 11 Consignee, Address, Zip Code, and Place of Inspection and Acceptance
Sample, Inc. SHIP USDA, National Finance Center
25 West Ave. T 13800 Old Gentilly Rd.
VXP 123456789 ’ New Orleans, LA 70129-2238
Anywhere, IL 60647-0123
312-227-XXXX PHONE Check g, Er5 P ‘ COMM)‘
—221(—. (A/C & No.) 504—-255-XXXX One
UNE | AGT 14 BUBGET | ACC 7 UNIT 19 20
ITEM | GODE DESCRIPTION OBJECT | LINE| QUANTITY | <ol UNIT PRICE AMOUNT
01 Lamp, Projector, ELH #5120 2670 | X 10 EA 12.3415 123 | 42
02 ST-1321, Antenna 2670 | X 10 EA 50.00 500 | 00
03 TEKA-40, Cable 2670 | X 10 EA 30.00 300 | 00
04 2140H, Battery 2670 | 04 10 EA 25.00 250 | 00
Ship 5 of each line item to:
USDA, National Finance Center
4432 Poche Court West
New Orleans, LA 70129-2238
AND
Ship 5 of each line item to:
USDA, National Finance Center
13800 Old Gentilly Rd.
New Orleans, LA 70129-2238
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS | 224 TYPEE(%_MMODITY/ 25
Destination 2% 10 days net 30 PAMENT g Sub-Total P> 1173 | 42
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/28/1997 0 TOTAL ’ 1173 | 42
AZCSC 29 ACCOUNTING CLASSIFICATION a0 a1
LINE A B c D E DISTRIBUTION AMOUNT
-2 5 10 5 3 4 17— 4—T17 2 2
01 XXXXXXXX 25% 230 |86
02 XXXXXXXX 25% 230 |85
03 XXXXXXXX 50% 461 |71
04 XXXXXXXX 250 |00
31a ISSUING OFFICE NAME AND ADDRESS 31b ORDERED BY (Name and Title)
. . Jane Smith, Procurement Officer
USDA, National Finance Center 31c COMMERCIAL PHONE (Arca Code and Number) 31d FTS PHONE NO.
P.O. Box 60000 504-255-XXXX
New Orleans, LA 70160-0001
31e AUTHORIZED SIGNATURE

FORM AD—-838—7 (Rev. 7/90
NFC (Rev. 71%0)

Figure 1. Form AD-838 (Type 40) (sample)
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Reminder

Contract Number
Required, alphanumeric
20 positions max.

Order Date
Required, numeric
8 positions

SF-281
Required, alphanumeric
2 positions

Unit Code
Conditional, numeric
2 positions

Fund Code
Required, alphanumeric
2 positions

Order Number
Required, alphanumeric
12 positions max.

Sub.
Conditional, alphanumeric
2 positions max.

To promptly receive reporting that is generated by PRCH, it is important
that the requisitioner office address be current. Changes must be submitted
in writing by the agency contact point through the GSA, Supply
Management Division, Washington, DC 20406. Agencies can verify their
address by calling03—305-797.7(SeeReports, Action By Agencies Who

Are Not Receiving Memorandums/Reports _ underintroduction for details.)

Enter a contract number @M for open market. If a combination of both,
the higher dollar amount governs.

Enter the date (mm/dd/yyyy) the order was placed with the vendor and not
the date the order was prepared. The current date must not be exceeded and
must be in the fiscal year indicated in the order number.

Enter the appropriate SF—281 codependix D ) to identify the method of
procurement and type of business. (Data in this block permits NFC to
collect the information needed to provide quarterly SF—281 reporting
(Exhibits 27 and28) of procurement activity for agencies to submit to
FPDC.)

Used by Forest Service (FS) only. If not FS, skip this block. If FS, enter
the unit code.

Enter the NFC assigned fund code applicable for the accounting
classification in Block 28.

Enter the purchase order number as follows:
The 2-digitpurchase order typebeginning with 40.

The 4-positionlGSA FEDSTRIP requisitioner number of the office
responsible for placing the order.

The 1-digitfiscal year.

The agency-uniqueontrol number (5 positions may.for the

respective ordering office, usually beginning with number one for the
first purchase order of the fiscal year. (It is not necessary to enter
leading (left) zeros.)

Enter the 1- or 2-position amendment number or special condition code.
(SeeAppendix E_for amendment criteria and sub identifiers, apéekcial

Sub Codes That Can Be Used On Type 40 Orders For $1,000 Or Less

listed below.)

Special Sub Codes That Can Be Used On Type 40 Orders For $1,000
Or Less. By using the following special codes in the Sub block, the
procurement office can identify Type 40 orders of $1,000 or less that
should not be paid without a receiving report. For orders identified with
these codes, NFC will require a receiving report prior to payment of a
vendors invoice.

Type 40 Completion Instructions 21
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To withhold payment until NFC receives the receiving report diter
in Block 9. This code is used when a receiving report is essential on
the initial purchase order.

A Initial orders of over $1,000 that are decreased by amendment to
Caution $1,000 or less without the use of the sub code R will continue to
require the usual receiving report to NFC prior to payment.

To withhold payment until NFC receives the receiving report after the
initial order has been sent to NFC for obligation and before payment
is made to the vendor ented in Block 9. This code is used when the
procurement office subsequently determines that a receiving report is
essential. (The 1 indicates that this is the first amendment to the

order.)
/\ This code can only be used after the initial order has been sent to NFC
Caution for obligation and before payment is made to the vendor.

To withhold payment until NFC receives the receiving report and
direct application of the lower tolerance amount to the order value
enterRT in Block 9. (The lower tolerance allows $15 more than the
total value of the order (excluding freight) plus an additional payment
of $15 when the freight charges invoiced for the order exceed the
obligated estimated freight.) This code is used to amend an order
when the procurement office subsequently determines that a receiving
report is essential. It can only be used after the initial order has been
sent to NFC for obligation and before payment is made to the vendor.

To remove sub codd®, R1, or RT, the entire order must be canceled
Warning and reissued under a new order number.

To pay within the lower tolerance amount of $15 more than the total
value of the order (excluding freight) when billed for more than the
total value of the order ent@f in Block 9. An additional $15 is
allowed when the accumulated freight charges invoiced for the order
exceed the obligated estimated freight. (For more information see
Tolerance Criteria  after Block 27.)

Type Purchase EnterX in the purchase order box when the order involves a purchase order
’l"zgg’l;;% alphanumeric or enterX in the delivery order box when the purchase covers a delivery
order.

A purchase orderis an offer by the Government to buy goods or
services upon specified terms and conditions using simplified
acquisition procedures.

A delivery order is an order for goods or services placed against an
established contract or with Government sources of supply.

Seller’s Ident. No. Enter the vendor’s TIN. Valid formats for the TIN are the EIN (formatted
() QRZZL;'I;%%S”U’"EHC 00-0000000) or the SSN (formatted as 000—00-0000).
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Form 1099
Required, aphanumeric
1 position

A\

Caution

Taxpayer's Ident. No.
Required, numeric

9 positions

Note

To: Seller's Name,
Address, City, State, ZIP
Code, and Phone No.

Required, alphanumeric

t

Reminder

Ship to: Consignee,
Address, ZIP Code, and
Place of Inspection and
Acceptance

Required, alphanumeric

Phone (A/C & No.)
Required, numeric
10 positions.

EnterX in the No box when IRS Form 1099 tax reporting is not required or
enterX in the Yes box when the seller is subject to IRS Form 1099 tax
reporting.

All nonforeign corporations are now subject to IRS 1099 tax reporting.
(For more information concerning the 1099 tax reporting process, see
Overview, Internal Revenue Service (IRS) Form 1099 Tax Reporting under
Introduction .)

Enter the seller’s TIN. Valid formats for the TIN are the EIN (formatted
00-0000000) or the SSN (formatted as 000—00-0000).

The TIN is required for DCIA compliance and 1099 tax reporting.
However, foreign vendors and intergovernmental payments may not be
required to have a TIN. In these cases, leave this block blank and be sure to
enter an appropriate foreign vendor or intergovernmental code in Block 5,
SF-281. (Se@verview , Complying With The Debt Collection

Improvement Act of 1996  underintroduction for more information.)

On thefirst line enter the seller/vendor nand# (positions max. On the
secondline enter the street address or post office box nun32epdsitions
max). On thethird line enter apadditional address data need2d
positions may. If the vendor has been enrolled in Vendor Express, enter
the 9-digit Vendor Express ID number on the third line (for example,
VXPXXXXXXXXX). On the fourth line enter the name of the city

(20 positions may. the state abbreviatio2 fosition$, and the ZIP Code

(9 positions max. On thefifth line enter the area code and telephone
number(10 positions)f the vendor.

DCIA requires vendors to receive payments electronically unless the
vendor certifies that an account at a financial institution is not available.
When contracting for goods or services with a new vendor, the agency is
required to obtain necessary banking information for enrollment in the
Vendor Express program. Starting January 1, 1999, all Federal payments
will be made by DD/EFT unless a wavier is approved. Agencies should
refer to the Vlendor Express procedure (Title I, Chapter 1, Section 2) for
more information. Agencies can also contact the NFC Administrative
Payments Branch, Miscellaneous Payments Secti&4a255—-464Tor
information concerning Vendor Express and to obtain the Vendor
Enroliment Package required for implementation. Vendors can contact this
section by calling toll-freé—800-421-0323

On thefirst line enter the name of the agen8y positions maxthat will
receive and inspect the order. On seeondline enter the street address
(32 positions maxwhere delivery is required. On thi@rd line enter any
additional address data need88d positions may. On thefourth line
enter the name of the citg@ positions ma, the state abbreviation

(2 positiong, and the ZIP Cod€ positions max.

Enter the telephone number of the consignee. If a commercial number,
enterX in the Comm. box.
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Line ltem
Required, numeric
2 positions

Act Code

Conditional, alphanumeric

1 position

Description
Required, alphanumeric

i

Reminder

Budget Object
Required, numeric
4 positions

Acc Line
Required, alphanumeric
2 positions

JAN

Caution

Quantity
Required, numeric
8 positions max.

Unit Issue

Required, alphanumeric

24

3 positions max.

Unit Price
Required, numeric
10 positions max.

Amount
Required, numeric
8 positions max.

This Purchase Order

a) Negotiated Pursuant to
Authority of 41 USC 252(c).

No entry [@

Note

F.O.B. Point
Required, alphanumeric
11 positions max.

Type 40 Completion Instructions
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Enter the line item number beginning with through99.

Enter the action codegpendix F ) that identifies amounts that are added to
or deducted from the sub-total in Block 25. (For examplesEseeng

Action Codes In Block 13 underAdditional Information For Type 40

Orders .)

Enter a complete description of articles including stock or catalog number
or description of services, and, if required, special information to the
vendor.

If M was included in the 5th position of the Receiving Office No., Blqck 2
enter the multiple consignee names, addresses, and telephone numbers as
illustrated orFigure 1 .

Enter the object classification code that define items related to Block 14.
(See Title V, Chapter 3, Budget Object Classification Codes, for a reference
list of these codes.)

Enter the accounting line number (Block 28) that the line item (Block 12)
will be charged or entef when the accounting will be distributed. Be sure
to enter accounting data in Blocks 28 &%d If you entereX, include
distribution in Block 30.

Do not exceed 99 accounting lines for each order.

Enter the whole numbeb (positions may, a decimal, and then the decimal
part @ positions may. (For example, a quantity of 50 1/4 dozers0=25)

Enter the unit of measurement (e@Z, EA, JOB, PK, LOT, YRetc.).

After ensuring that the unit price is current, enter the dollar portion of the
unit price 6 positions may, a decimal, and the cents portion
(4 positions max

Enter the amount of the extended value of the line item (quarttigy unit
price). Round off to 2 decimal places.

Skip this block.

Blocks 21through 31e.If the order contains more than one page, cut off
these blocks on all pages except the last page. The data for these blocks
should be indicated only on the last page of the order.

Enter the shipping terms in accordance with the terms of the contract or
purchase action. Enteestinationwhen the vendor agrees to pay the
transportation cost. Enterigin when the agency agrees to pay the
transportation cost.
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Discount And/Or Net
Payment Terms
Required, alphanumeric

A

Caution

Type Commodity/Payment
Code

Required, alphanumeric

1 position

=

Note

Deliver to F.O.B. Point On
Or Before (Date)
Required, numeric

8 positions

Ship Via
Conditional, alphanumeric
22 positions max.

Sub-Total
Required, numeric
9 positions max.

=

Note

Estimated Freight
Conditional, numeric
7 positions max.

A

Caution

Total
Required, numeric
9 positions max.

Enter the exact terms of the time discount using decimals instead of
fractions and net payment terms (for exampté, 10 days net 3@r 1.5%

12 days net 20or if no time discount is offered, enter the payment terms
(e.g.,net 20, 30, 45, etc.).

When applicable, be sure the Type Commodity/Payment Code, Block 22a,
agrees with the net payment terms in this block. Enter 7 for Code M, 10 for
Codes D or P, 14 for Code C, or 30 and over for Code O.

EnterM, D, P, C, O,or X. (SeeAppendix G _for a description and the
proper use of these codes.)

A separate order must be issued for each different code. Also, when
applicable, be sure the net payment terms in Block 22 indicate 7 for
Code M, 10 for Codes D or P, 14 for Code C, or 30 and over for Code O.

Enter the datenfm/dd/yyyythat the delivery is expected or the date of
completion of services.

When Block 21 showsrigin, enter method of shipment (e.garcel post
air mail, motor freight, railway expresshandling charges or postagég. If
Block 21 showslestination skip this block.

Enter the cumulative total of all line items for the entire order.

This is the total that appears on the Seller’s Original.

Enter the estimated freight charge when the agency agrees to pay the
transportation charge. If no charge is payable, éntenone.

(1) Do not charge freight to a line item through the use of Action Code F
(freight) in Block 13 and show an amount in estimated freight (Block 26)
on the same order (SEgure 7).

(2) In accordance with FAR, if the transportation charge will be in excess
of $100, the vendor should be advised that a receipted freight or waybill is
required prior to payment. Also, in accordance with a comptroller general
decision, a $15 freight tolerance in addition to any freight amount indicated
on the order can be paid. NFC will prorate the estimated freight amount
over the accounting classification and will include this in the obligation
data that is reported back to the agency accounting stations. Postage and
handling charges should be considered freight.

Enter the total for all items (sub-total plus estimated freight) on the last
page of the order.
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Acc Line
Required, numeric
2 positions

Accounting Classification
Required, alphanumeric
27 positions max.

Distribution
Conditional, numeric
2 positions

Amount
Conditional, numeric
9 positions max.

Type 40 Completion Instructions
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Tolerance Criteria. To avoid payment delays to vendors and costly and
time-consuming telephone calls made by NFC to agencies, the following
tolerancecriteria was developed to pay Type 40 purchase order invoices
that exceed the total value of the order:

Orders that indicate a total value of $165 are paid up to an additional
amount of $25 (excluding freight) more than its total value.

Orders greater than $165 are paid up to an additional 15 percent, not
to exceed $50 (excluding freight), more than its total value. Another
$15 is allowed when the accumulated freight charges invoiced for the
order were not obligated (i.e., no estimated freight is indicated in
Block 13 orBlock 26 of the AD—838). Another $50 will be allowed
when the accumulated freight charges invoiced for the order were
obligated (i.e., freight as shown in Block @B8Block 260f the

AD-838).

As previously explained undepecial Sub Codes That Can Be Used

in Type 40 Orders for $1,000 or Less , if procurement officials do not
want these tolerance limits applied to an order, the AD—838 should be
codedTT in Block 9, Sub. Whed T is indicated in Block 9, payment
will be made in the tolerance amount of $15 more than the total value
of the order (excluding freight). An additional $15 will be allowed
when the accumulated freight charges invoiced for the order exceed
the obligated estimated freight. Coti€in Block 9 can only be used

on the initial order. Once the code is used, it cannot be changed. To
remove CoddT, the order must be canceled and if otherwise valid,
reissued under a new order number.

As previously explained undepecial Sub Codes That Can Be Used

in Type 40 Orders for $1.000 or Less , an order of $1,000 or less
markedRT in Block 9, Sub, directs NFC to require a receiving report
prior to payment and apply to the order value the lower tolerance
amount.

Enter the accounting line number (Block 16) that corresponds to the
accounting line (Block 28). X is indicated irBlock 16, at least 2 lines of
accounting data must be entered. Each accounting line number is
consecutively numbered and unique ranging fédnthrough99.

Enter the agency assigned management or accounting classification code.
Each accounting line recorded in Block 16 must be supported by an
accounting classification code in this block.

Enter the percentage (whole numbers) of distribution for each line of
accounting. The percentages must total 100 percent. (This block is also
used to identify multi-agency procurement (Se@re 30).

Enter amount applicable to each accounting line. The data shown in this
block is for agency or NFC convenience in checking accounting line
charges.
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Issuing Office Name and
Address
Required, alphanumeric

Ordered By (Name and

G1D) Title)

Required, alphanumeric

A

Caution

Commercial Phone (Area
Code and Number)
Required, numeric

10 positions

FTS Phone No.

No entry

Authorized Signature
Required

On thefirst line enter the issuing office nanm@4(positions may. On the
secondline enter the street address or post office box nun3depdsitions
max). On thethird line enter any additional address data needed

(32 positions ma¥. On thefourth line enter the name of the cit®(Q
positions may, the state abbreviatio positiong, and the ZIP Codeéd(
positions may.

Enter the name2b positions maxand title 25 positions max.9f the
procurement official authorized to sign the order.

Only individuals with properly delegated procurement authority should
sign the order. If required, NFC will contact this person about the order.

Enter the telephone number of the official named in Block 31b. This
information may be used by the vendor and NFC.

Skip this block.

Signature of the official named in Block 31b.

Mailing Instructions. Forward the Seller’s Original part of the order to the seller. If
you are not a user of PC—PRCH, PRCHENT, or an agency-certified purchase order
electronic system, forward the NFC original part of the AD—838 to:

National Finance Center, USDA
P.O. Box 60000
New Orleans, LA 70160-0001

Documents that need to be processed immediately for agencies that do not have access
to PRCHENT, PC—PRCH, or an agency-certified electronic purchase order system
should fax the appropriately signed AD-838 and/or receiving report (AD—-838—-7P,
Receipt Copy) for immediate processing to the Purchase Order Section at NFC. The

fax number i504-255-6136
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Additional Information For Type 40 Orders

This section provides instructions and examples of additional action codes for
Block 13; orders marked to require a receiving report; multi-agency procurement;
foreign vendor procurement; IRS notice of levy on wages, salary, and other income;
and assignment of claims.

Entering Action Codes In Block 13

Following are examples of the Type 40 AD—838 using the action codes listed in
Appendix F .

Action Code C, Credit Associated With A Line Item(Eigure 2). In this example,

Action Code C is associated with line item 03 and is identified by that same line item
number in Block 12. It carries the same budget object and account line as the
associated line item. In this case, it is not necessary to reenter the budget object in
Block 15 and accounting line in Block 16.

Action Code C, Credit Not Associated With A Line Item And Having Unique
Accounting (Figure 3). In this example, Action Code C is not associated with a line
item. In this case, do not enter a line item in Block 12. Enter a budget object in
Block 15 and accounting line in Block 16.

Action Code C, Credit Not Associated With A Line Item And Prorated(Figure 4 ).

In this example, Action Code C is independent of line items. In this case, do not enter
a line item in Block 12, a budget object in Block 15, or an accounting line in

Block 16. This credit will be prorated over the accounting classification and budget
object codes.

12 13
LINE| ACT
ITEM| CODE
01

02

03

03 C

14 15 16 18
DESCRIPTION BUDGET | ACC 17 UNIT 19 20
OBJECT | LINE | QUANTITY | ISSUE UNIT PRICE AMOUNT
Forma—Sol Detergent (75 Ib. drum) 2629 01 1 EA 35.00 35 |00
Spindle Rack Headers 3110 01 1 EA 245.00 245/ 00
Glassware Basket — multi-purpose 2629 01 3 EA 35.00 105| 00

Credit for 1 previously shipped defective basket

20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)(

).

00

21 F.O.B. POINT
Origin

Net 30

22 DISCOUNT AND/OR NET PAYMENT TERMS

22a TYPE COMMODITY/
PAYMENT '
CODE

25
Sub-Total ’

350

00

23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date)| o4 gHip VIA

02/26/1997

Railway Express

26 ESTIMATED FREIGHT
18.00

TOTAL ’ 7

368

00

28

Figure 2. Action Code C, Credit Associated With A Line Item
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13 14 15 16 17 18 19 20
12 | ACT DESCRIPTION BUDGET | ACC| quanTiTy | UNIT UNIT PRICE AMOUNT
LINE | CODE SCRIPTIO oBJECT | Ling| Y ISSUE
ITEM
01 357535, Micro Tissue Grinder 2629 01 1 cs 375.00 375| 00
C 2626 02 -35 (00
Credit due for 1 defective PX 570, Potassium
Phosphate Reagent
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  [22a TYPE COMMODITY/ 25
A PAYMENT - ’
Destination 2% 10 Days Net 20 CODE ’ 0 Sub-Total 340! 00
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date) 24 SHIP VIA 26 ESTIMATED FREIGHT 7]
02/26/1997 0 TOTAL ’ 340| 00
Figure 3. Action Code C, Credit Not Associated With A Line Item And Having Unique
Accounting (sample)
12 13 14 15 16 17 18 19 20
LINE| ACT BUDGET | ACC UNIT UNIT PRICE AMOUNT
ITEM| CODE DESCRIPTION OBJECT | LINE QUANTITY ISSUE
01 117-655, Contrad Detergent 2629 01 1 EA 35.00 35| 00
02 CMS#389-981, Refrigerator 3122 02 1 EA 1200.00 1200| 00
C Credit due for 1 defective Glassware —15/ 00
Basket previously shipped.
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  |22a TYPE COMMODITY/ 2
A PAYMENT -
Destination 2% 10 Days Net 20 CODE » o Sub-Total ’ 1220| 00
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date) | 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 0 TOTAL ’ 1220 00

Figure 4. Action Code C, Credit Not Associated With A Line Item And Prorated

(sample)

Action Code N, Nonmerchandise Cost, Action Code D, Line Item Discount, And
Estimated Freight (Eigure 5). In this example, Action Code N is associated with

line item 01 and Action Code D is associated with line item 02. These codes are
identified by that same line item number in Block 12. In this case, they must carry the
same budget object in Block 15 and the same accounting line in Block 16. It is not

necessary to duplicate this information.
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Enter estimated freight charges in Block 26 but do not include in the subtotal. These
charges are added to the total and automatically prorated over the accounting
classification and budget object codes. The distribution in Block 30 must total

100 percent.

Action Code E, Federal Excise TaXFigure 6). In this example, Action Code E is
associated with the line item 01 and is identified by that same line item number in
Block 12. In this case, it must carry the same budget object in Block 15 and same
accounting line in Block 16. It is not necessary to reenter this information.

12 13 14 15 16 17 18 19 20
LINE| ACT BUDGET | ACC UNIT UNIT PRICE AMOUNT
ITEM| CODE DESCRIPTION oBJeCT | Lng| QUANTTY | \ssue
01 117-655, Contrad Detergent 2629 X 1 EA 35.00 35 |00

Handling Inside Deli

01 N andling Inside Delivery 20 0o
02 CMS#389-918, Refrigerator 3122 X 1 EA 1200.00 1200 |00
02 D Less 10% Discount -120|00
03 Multi — purpose Glassware Basket 2629 03 3 EA 35.00 105| 00
04 Glassware Basket—Open 3122 03 1 EA 50.00 50| 00

20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  [22a TYPE COMMODITY/ 25|
Origin 2% 10 Days Net 20 E’g[ﬁ"EENT o Sub-Total ’ 1290 | 00
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Datc)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 Railway Express 150.00 TOTAL ’ 1440 | 00
Figure 5. Action Code N, Nonmerchandise Cost, Action Code D, Line Item Discount,
And Estimated Freight (sample)
LIEE A103T 14 BUE)%ET A1CGC 17 U1N8IT . 2
UNIT PRICE AMOUNT
ITEM| CODE DESCRIPTION oBJECT | LiNg| QUANTTY | \ssue
Tires, size 7.00-16, 6 pl 2531 o1 2 EA
01 Py 44.17 88 |34
01 E Federal Excise Tax 6 |14
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  |22a TYPE COMMODITY/ ’ 25
- PAYMENT ub-Total 94 |48
Destination 2% 10 Days Net 20 CODE » o Sub-Total
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date} 24 SHIP VIA 26 ESTIMATED FREIGHT 271
02/26/1997 0 TOTAL ’ 94 | 48
Figure 6. Action Code E, Federal Excise Tax ( sample)
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Action Code F, Freight Associated With A Line Item(FEigure 7). In this example,

Action Code F is associated with line item 01 and is identified by the same line item
number in Block 12. In this case, this action code must carry the same budget object in
Block 15 and same account line in Block 16. It is not necessary to reenter this
information.

Action Code N, Supplies With Nonmerchandise ChargéFigure 8). In this

example, Action Code N is not associated with a line item. Do not enter a line item in
Block 12. In this case, the action code is without assignment of a budget object and/or
accounting line. The charge is automatically prorated over the budget object and
accounting classification codes.

Action Code T, Trade-In Allowance, And Action Code N, Nonmerchandise Cost
(Figure 9). In this example, Action Code T is associated with line item 01 and is
identified by the same line item number in Block 12. This line item must be the result
of a trade-in of capitalized equipment. Use the same budget object in Block 15 and
same accounting line in Block 16. It is not necessary to reenter this information.

Also in this example, Action Code T is associated with line item 02 and is identified
by that same line item number in Block 12. In this case, the trade-in carries its own
budget object in Block 15 and accounting line in Block 16 (different from the
associated capitalized equipment). Completion of Blocks 18 and 19 are optional.

In this example, Action Code N is not associated with a line item. In this case, do not
enter a line item in Block 12, a budget object in Block 15, or an accounting line in
Block 16. Charges will be automatically prorated between line items.

12 13 14 15 16 17 18 19 20
LINE| ACT BUDGET | ACC UNIT UNIT PRICE AMOUNT
ITEM| CODE DESCRIPTION OBJECT | LINE QUANTITY ISSUE

01 Model 110A Solvent Delivery Pump 3122 01 1 EA 2730.00 2730 | 00

o1 F Freight 100 |00
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).

21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  |22a TYPE COMMODITY/ 25 2830 |00
A PAYMENT S
, ub-Total P

Destination 2% 10 Days Net 20 CODE ’ 0
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date) | 24 SHIP VIA 26 ESTIMATED FREIGHT 27 2830 | 00
02/26/1997 0 TOTAL ’

Figure 7. Action Code F, Freight Associated With A Line ltem (sample)
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12 13 14 15 16 17 18 19 20
LINE| ACT BUDGET | ACC UNIT UNIT PRICE AMOUNT
ITEM| CODE DESCRIPTION oBJECT | LNg| QUANTTY | 1ssuE
01 Envelopes, Style 49, Printed 2400 | 01| 5 M 9:20 46 | 00

(Sample attached)
02 . 2400 02| 25 M 12.63 315| 75
Envelopes, Style 49, Printed
(Sample attached)
N Plate Charge 40 | 00
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  [22a TYPE COMMODITY/ ’ 25
- PAYMENT
ub-Total
Destination Net 30 cope PO Sub-Total 401 |75
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 0 TOTAL ’ 40175

Figure 8. Action Code N, Supplies With Nonmerchandise Charge (sample)

12 13 14 15 16 17 18 19 20

01 Model 301-530 Horizontal 3122 01 3 EA 2680.00 8040 | 00
Laminar Airflow Console

01| T Less Trade-in of 2 Consoles 2 EA 100.00 -200 | 00

02 Model 301-538 Horizontal 3122 01 1 EA 2200.00 2200 | 00

Laminar Airflow Console

02| T Less Trade-in of 1 Console 3122 02 -100 | 00
N Set-Up Charge 200 | 00
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 FO.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS ~ |22a TYPE COMMODITY/ 25
Destination 2% 10 days Net 20 g’gg/:zENT p o Sub-Total ’ 10,140, 00
24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 0 TOTAL ’ 10,140 00

Figure 9. Action Code T, Trade-In Allowance, And Action Code N, Nonmerchandise
Cost (sample)

Action Code T, Trade-In Allowance And Action Code V, Volume Discount
(Figure 10). In this example, Action Code T is associated with line item 01 and is
identified by that same line item in Block 12. In this case, it is not necessary to
duplicate information in Blocks 15 and 16.

Also in this example, Action Code V is independent of line items. In this case, do not
enter a line item in Block 12, a budget object in Block 15, or an accounting line in
Block 16. The discount is prorated over the budget object and accounting classification
codes.
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12 13

LINE | ACT DESCRIPTION BUDGET | ACC QUANTITY UNIT UNIT PRICE AMOUNT

ITEM| CODE OBJECT | LINE ISSUE

01 Typewriter, IBM Selectric Typewriter 3125 | o1 01 EA 670.00 670 | 00

o1 T Less Trade-in of 3 IBM Model 32 -150 | 00

02 Calculator, Tl 2500 3125 | 01 20 EA 50.00 1000 | 00
\ Less 5% Discount -76 |00

20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)(

).

21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS _ |22a TYPE COMMODITY/ 25
Destination EA(SYSAEENT ’ 0 Sub-Total ’ 1444 | 00
23 DELIVER TO F.0.B. POINT ON OR BEFORE (Date)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 0 TOTAL | 2 1444 00
Figure 10. Action Code T, Trade-In Allowance, And Action Code V, Volume Discount
(sample)
UNE| AGT 14 BUDGET | ACC 17 uNIT 9 2
ITEM| CODE DESCRIPTION OBJECT | LINE| QUANTITY | SsiE UNIT PRICE AMOUNT
01 Model No. 910-V, Fume-Gard 3122 01 1 EA 600.00 600 |00
02 Model No. 906, Filter 2629 | 01 5 EA 25.00 125 {00
03 Model No. 977, Filter 2629 | 01 1 EA 20.00 20 | 00
\% Less 5% Discount _37|25
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS _ |22a TYPE COMMODITY/ 25
Destination Net 30 g’g@’éENT po Sub-Total ’ 707175
23 DELIVER TO F.0.B. POINT ON OR BEFORE (Date)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
02/26/1997 0 TOTAL > 707 175
Figure 11. Action Code V, Volume Discount, For The Purchase Of Goods (sample)

Action Code V, Volume Discount, For The Purchase Of Goodgigure 11). In this
example, Action Code V is independent of line items. In this case, do not enter a line
item in Block 12, a budget object in Block 15, or an accounting line in Block 16. The
discount is automatically prorated over the budget objects and accounting
classification codes.

Type 40 Orders Over $1,000 And Orders For $1,000 Or Less Marked To Require A
Receiving Report

Type 40 orders over $1,000 and those orders for $1,000 or less marked to require a
receiving report will be processed for payment as soon as the vendor’s invoice and
agency'’s receiving report are received at NEiQufe 12, 13, or 14 ). As soon as the
goods or services for a Type 40 order are delivered to an agency shipping point, the
receiving official should immediately certify that the items were received, inspected,
and accepted. The receiving report should immediately be mailed or transmitted
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electronically to NFC for payment processing. Late payment interest penalties, in
accordance with the terms of the Prompt Payment Act, may apply when payments of
vendor invoices are delayed pending NFC'’s receipt of purchase order receiving
reports.

Agencies are requested to use online inquiry and reports generated by PRCH to
monitor purchase order receiving report activity. PRCH provides agencies with the
capability to monitor purchase order records using PRCHINQ, Option 22, Critical
Invoice Suspense Inquiry. This option allows agencies to review a list of Type 40
purchase invoice orders that are held in suspense for at least 20 days awaiting a
receiving report and are at risk for payment of interest penalties. For more information
on PRCHINQ se@nline Inquiry underAbout This Procedure .

Type 40 Orders For $1,000 Or Less Not Requiring Advance Receiving Reports

o

Reminder

Type 40 orders for $1,000 or less do not require a receiving report prior to payment
unless specified by the agency or the order is selected for statistical sample to require a
receipt.

To realize savings resulting from (1) reduction of interest penalties, (2) capturing
prompt payment discounts, (3) reduction of costs associated with reduced paper flow,
and (4) handling a reduced number of vendor inquiries, agencies are not required to
submit receiving reports to NFC prior to payment for Type 40 orders having a fixed
cost, fixed quantity, anticipated one-time payment, and a dollar value of not more than
$1,000.

Agency procurement or receiving locations will ensure that goods or services are
received as ordered. NFC will perform extensive computer edits and audits on both the
obligating order and the vendor’s invoice. NFC will provide payment reports to assist
agencies in monitoring Type 40 orders that do not require submission of a receiving
report to NFC.

Additional controls used by NFC include the use of statistical sampling techniques to
identify specific Type 40 orders of $1,000 or less that will require a receipt prior to
payment. These selected orders are identified when the obligation is processed. The
affected orders are reported on PRCH92-E3hikit 23 ). Other controls are a

postpayment verification on the status of certain orders selected by statistical sampling
(Exhibit 22 ) and a prepayment verification of procurement authorization on orders
selected by random sampling applicable to all purchase orders regardless of the dollar
value of the ordergxhibit 16 ).

Agencies have full control to exclude any vendor from payment under this procedure
by using special sub codBs R1, or RT. (These codes are discussed under Block 9,
Sub.) They can be used when dealing with an unknown vendor or when procuring
items that require visual inspection prior to acceptance of delivery. Orders that are
coded in this manner will require a perfect match of line item numbers from vendor’s
invoice, obligation document, and receiving report prior to payment.
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Multi-Agency Procurement (Type 40)

To prorate the cost of an item to one or more agengig@sd 12 ), the procuring
agency will:

m Enter the assigned fund code of the office preparing the form in Block 7,
Fund Code.

m Records the item as a separate entry for each agency sharing the cost of the

order and enters the exact amount assessed to each agency in Block 20,
Amount.

m ldentifies each agency sharing the cost by entering the applicable accounting

line in Block 28, accounting classification in Block 29, and agency code
enclosed by parenthesis in Block 30, Distribution.

= Do not enter the agency code of the procuring agency or the accounting
Note distribution percentage in Block 30.
UNE | AcT 14 BUBGET | ACC] qual UNIT 19 20
e | dohe DESCRIPTION oBect | g auanmity| GNIE | uNIT PRICE AMOUNT
01 Envelopes, sulphate, printed, style 49, #81 2400 | 01 10 M 7.52 7520
02 Envelopes, sulphate, printed, style 84, #129 2400 | 01 25 M 12.63 315|75
03 Envelopes, sulphate, printed, style 84, #177 2400 | 02 25 M 19.23 480|75
04 Envelopes, sulphate, printed, style 95, #189 2400 | 02 2 M 19.57 39|14
05 Envelopes, sulphate, printed, style 95, #189 2400 | 03 2 M 19.57 39|14
06 Envelopes, sulphate, printed, style 95, #189 2400 | 01 1 M 19.57 19|57
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(c)( ).
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS  |22a TYPE COMMODITY/ 25
Destination 2% 10 days net 30 PAMENT p o Sub-Total P> 969 [55
23 DELIVER TO F.0.B. POINT ON OR BEFORE (Date)| 24 SHIP VIA 26 ESTIMATED FREIGHT 27
04/23/1997 TOTAL | 4
0 969 155
2. | 29 ACCOUNTING CLASSIFICATION 30 a1
LINE A B c D E DISTRIBUTION AMOUNT
-2 5 10 5 3 4 1 4 172 2
01 XXXXX XXXXX (30)
02 XXXXX XXXXX
03 X| XXXX | X (36)
Figure 12. Form AD-838 (Multi-Agency Procurement)  (sample)

Foreign Vendor Procurements To Be Paid In Foreign Currency (Type 40)

Foreign currency payments can only be processed through use of Types 40 and 41
purchase orders. Type 40 orders issued to foreign vendors must be in U.S. dollars for
obligation purposes even if the U.S. dollar amount must be estimated. PRCH obligates
and records U.S. dollars only.

EnterU in Block 5, SF—281, on the AD—-838 to indicate the procurement source is
from a foreign vendor. This code flags the order and alerts NFC to expect a foreign

remittance address on the applicable order.
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When agencies purchase from a foreign vendor, the agency should:

m Ensure that the invoice will be submitted to NFC when foreign currency
payments are required. Inform the vendor that the invoice should specify the
currency that the vendor will accept in payment of the invoice.

m Advise the vendor to verify that the country is part of the remittance address on
the invoice. If a foreign vendor requests payment be made to a bank in a country
other than their own, the specific country in which the bank is located should be
shown as the remittance address on the invoice.

m Negotiate with the vendor to add 20 days to the payment period for foreign
currency payment to vendors abroad. This additional time will enable NFC to
use foreign disbursing facilities provided by U.S. Disbursing Officers, and
permit NFC to target payment within the timeframes established by the Prompt
Payment Act. (Ref: Treasury Fiscal Requirements Manual, Volume 1,
Paragraph 2075.40.)

IRS Notice Of Levy On Wages, Salary, And Other Income (Forms 668—W/(c), 668-A,

et al.) (Type 40)

Note

Upon receipt of the notice of levy from IRS, the agency should immediately telephone
NFC at504—255-54640 notify NFC's certifying officer of the pending notice of levy.

If the notice of levy is sent directly to NFC by IRS, NFC will return it to IRS for
submission to the applicable agency.

Agencies should process the notice of levy as follows:
m Record the purchase order number(s) on the notice of levy.

m Forward the notice of levy to NFC by memorandum for processing. The
memorandum should include the name and address of the contractor/vendor and
the purchase order number(s). Address the memorandum to:

National Finance Center, USDA
Certification and Disbursement Section
P.O. Box 60963

New Orleans, LA 70160-0963

m Retain a copy of the notice of levy in a pending file as a reminder to notify NFC
of the purchase order number if additional procurements are made from that
contractor/vendor.

Assignment Of Claims (Type 40)

An assignment of claims for money due or to become due under a purchase order can
only be received from a bank, trust company, or other financing institution, including
any Federal lending agency.

The assignment of claims documentation should consist of four original signed copies
of the notice, together with one true copy of the instrument of assignment.

Upon receipt of a notice of assignment, the agency will immediately telephone NFC at
504—-255-54640 notify the certifying officer of the pending assignment.
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A\

Caution

When the assignment obligation is satisfied, the release of assignment must be
received by NFC from the financing institution so that the notice of assignment record
can be removed from the assigned purchase order(s). Further payments will then be
sent to the payee that was initially shown on the order.

(1) The Certification and Disbursement Section (C&DS) will not accept photostatic
(including faxed) copies of this documentation. Only originals or photostatic copies
that have the original stamp of a certified true duplicate will be processed.

(2) If a change of assignment to another financial institution is necessary, a release of
assignment from the previous financial institution must be processed by C&DS before
the re-assignment can be processed.

(3) Since liability for payments begins with receipt of acknowledgement, agency
procurement officials should not sign or acknowledge the assignment documentation
that pertains to Type 40, 41, 43, 45, and 60 orders. The assigned documentation for
these orders will be examined and acknowledged by NFC.

Agencies are to process the notice of assignment as follows:
m Record the purchase order number(s) on the assignment.

m Retain one copy of the assignment and forward the other three copies and the
notarized copy to the address below for review and acknowledgement by NFC’s
certifying officer:

National Finance Center, USDA
Certification and Disbursement Section
P.O. Box 61700

New Orleans, LA 70160-0963

Type 40 Completion Instructions For An AD—-838, Receipt Copy

A

Caution

Note

To notify NFC that delivery was received and accepted on a Type 40 order, use the
green Receipt Copy 1 and Receipt Copy 2 (third and fourth part of the AD—838).
(Figure 13 is an example of a partial type shipment aigdre 14 is an example of a
complete type shipment.) Use Form AD—83&#yd(re 15) if more than two receiving
reports are needed. (SB@e 40 Completion Instructions For An AD-838A, Partial

Receipt Notification ~ for more information.)

Payment of vendor invoices are delayed and late payment interest penalties may apply
when receiving reports are not sent to NFC immediately upon receipt of delivery
(including inspection and acceptance) to the agency'’s shipping poinDifee

Inquiry underAbout This Procedure , andReports underintroduction for more

information.)

The following instructions correspond to the block numbers indicated on Receipt
Copy, AD-838.

Blocks 1 through 12 and 14 through 31e shown on the Receipt Copy are completed
when the AD-838 is initiated. (S&gpe 40 Completion Instructions For An AD-838
for information on these blocks.)
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FOR AGENCY USE ONLY

UNITED STATES DEPARTMENT OF AGRICULTURE

PURCHASE ORDER

1 PAGE NO. 2 RECEIVING
OFFICE NO.
1 or 1 | XXXX

3 CONTRACT NUMBER ]l ORDER DATE 5 SF—281 |6 UNIT 7 FUND |8 ORDER NUMBER 9 SuUB.
oM 02/01/19971 EP NC| 40-XXXX-7-2
s TYPE PURCHASE (Check one}
X [purchase orpeR DELIVERY ORDER
10 TO: (Seller's Name, Address, City, State, Zip Code, and Phone No.) 11 Consignee, Address, Zip Code, lnd Place uf_ Inspection and Acceptance
Sample, Inc. sHip USDA, National Finance Center
25 West Ave. TO 13800 Old Gentilly Rd
VXP123456789 » New Orleans, La. 70129-2238.
eeny 504255 XXXX  “expb mp] [ comp] |
Anywhere, IL 60647-0123 Aane 504255 =
12 13 14 15 16 7 18 19 20
LINE | QUANT DESCRIPTION BUDGET | ACC OQUANTITY | UNIT UNIT PRICE AMOUNT
m RECD. OBJECT LINE ISSUE .
01 5 Envelopes, Style 49, Printed 2400 | O1 5 M 9.20 46: 00
(Sample attached) :
1
1
02 Envelopes, Style 49, Printed 2400 { 02 25 M 12.63 315: 75
(Sample attached) I
:
b
Plate Charge 40, 00
'
|
1
I
1
I
I
I
I
I
I
I
|
1
|
1
1
1
1
1
1
1
)
i
1
]
I
:
I
200 THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(cK ) !
21 F.O.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS 2a mWI 25 |
Destination 2% 10 days Net 30 coep ( Sub-Total p 40175
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date) 24 SHIP VIA 26 ESTIMATED FREIGHT 27 |
02/28/1997 0 TOTAL P 401, 75
FORWARD TO: U.S. DEPARTMENT OF AGRICULTURE, National Finance Center, P.O. Box 60,000, New Orleans, LA 70160
:,gg A B [ D E DISTRIBUTION AMOUNT
5 T L3 (Y1 4711712 T
01 | XXXXX XXXXX ; ; o ;
02 | XXXXX XXXXX 1 " Vo |
|
i i U i
| t 1 l 1
| 1 1 ! 1
| t | ] 1
| i H i 1
I ' ] | 1
| ) Hl i 1
| ¥ 1 ' 1
| 1 i 1 1
I certify that articles and/or services annotated sbove have been received, 37b OROERED BY (Name aad Tith)
inspected and accepied as complying with this order. Mary Sm|th, Purchasing Agent
32 SIGNATURE AND TITLE 31c COMMERGIAL PHONE (Area Code aad Number) 379 FTS PHONE NO
415-486—1222
33 RECEIPT DATE 34 TYPE SHIPMT k] RECEI\EII?IA(?CD:FI’(‘:E) FTS |COMM | 31 AUTHORIZED SIGNATURE
PHON o.
02/27/1997 P 202-449-2121 l l

(SEE COMPLETION INSTRUCTIONS ON REVERSE)

FORM AD — 838 (REV. 3/84)

Figure 13. Form AD-838, Receipt Copy 1 (Partial Shipment Received)
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