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INTRODUCTION

The National Finance Center (NFC) is the Department of Agriculture
agent responsible for the payment of General Services Administration
(GSA) Self-Service Store purchases made by Agricultural Stabilization
and Conservation Service (except county offices) and all agencies
under USDA's Central Accounting System.

This procedure provides those agencies with supplemental instruc-
tions to the GSA Supply Catalog and furnishes information on the
Department's centralized system for payment of Self-Service Store
purchases of supplies and equipment.

RESPONSIBILITIES
A.  NFC will:

1. Establish a master file for Self-Service Store accounts
based on Forms AD-633, Multiuse Standard Requisitioning/
Issue System Document, received from participating
agencies.

2. Process paid billing statement tapes from GSA identifying
Self-Service Store purchases which have been charged to
established accounts.

3. Report necessary agency accounting data relating to paid
Self-Service Store charges.

B. Agency Offices will:
1. Apply for Self-Service Store plates directly to GSA.

2. Submit Form AD-633 to the NFC to establish a Self-Service
Store account or to change or delete an existing account.

3. Provide, as required, corrective accounting report
information to the NFC.

FORMS

A. GSA Form 1947, Application for Retail Services Shopping Plate
This application is to be completed and submitted to GSA to
request a Retail Service Shopping Plate. (See Exhibit 1.)

The forms are available at GSA Self-Service Stores or from
regional Customer Service Representatives.
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The plate issued by GSA will be automatically assigned a
unique seven-digit customer account number. In addition, when
applying for a plate, a procurement office has the option of
assigning a four-digit agency Internal Code. The designation
of these codes is controlled by the agency office and may be
used to allow more flexibility in applying accounting to store
purchases. The code may be numeric, alphabetical, or a
combination of both (except the letter "0" or the number "0").
If more than one code is to be used, 1ist each in Section IV,
Supplementary Information. Instructions for completion are
printed on the reverse of the form.

B. = GSA Form 1948, Retail Services Shopping Plate

This is the charge plate to be used by shoppers when making
purchases at GSA Self-Service Stores. (See Exhibit 2.)

€. Form AD-633, Multiuse Standard Requisitioning/Issue Systems
Document

After an office has received its charge plate from GSA, an
AD-633 should be submitted to the NFC to establish the account
for payment of charges made with that plate. (See Exhibit 3.)
An AD-633 must also be submitted to change or delete an
existing account. (See Exhibits 4 and 5.)

REPORTS

Reporting under the Central Accounting System has been individually
determined based on the particular agency's accounting requirements.

Object Class 2680 will automatically be assigned since most Se]fj
Service Store purchases are noncapitalized items. Should an office

"purchase capitalized property, the NFC should be notified by

memorandum, Attention: Reconciliation and Control Branch, of thg
purchase and the correct object class. NFC will make an accounting
adjustment to correct the object class.

INQUIRIES

Inguiries concerning lost or misplaced cards should be reported by

, telephone to the GSA regional office that issued the plate. ATl

negotiations for merchandise returns or other credit for an account
must be handled directly with the GSA Self-Service Store involved.
If a credit is authorized, GSA will notify the NFC through its
regular billing statement of the approved credit.
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A11 inquiries related to the processing and payment of Self-Service
Store charges should be directed to the NFC Inguiry Section. The
requestor should be able to provide the requisitioner number,
calendar date of the purchase, and the ticket number.

Routine reguests or inquiries requiring lengthy research should be
submitted on Form AD-354, Request for Special Information, to:

National Finance Center
Inquiry Section

P.0. Box 60000

New Orleans, LA 70160

Telephone inquires should be limited to urgent matters requiring
immediate attention or discussion. Questions that cannot be
answered immediately will be researched and responded to on the
next business day. The phone number for the Inquiry Section is
(FTS) 680-5370 or (Commercial) 504-255-5370.
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GSA FORM 1947, APPLICATION FOR RETAIL
SERVICES SHOPPING PLATE
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GSA FORM 1948 (REV. 1-76), RETAIL
SERVICES SHOPPING PLATE

"RETAIL SEBVICES SHOPPING PLAT
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COMPLETION INSTRUCTIONS, FORM AD-633
TO ESTABLISH A NEW ACCOUNT

Document Identification
Enter "STO" to establish each new account.

Enter your GSA-assigned FEDSTRIP Activity Address Code
("requisitioner number"). (6 positions)

Enter the agency Internal Code from the charge plate.

If an agency Internal Code was not assigned, enter the
last four digits of the GSA-assigned Customer Account

Number from the charge plate.

Enter your NFC-assigned fund code. (2 positions)
Enter your USDA-assigned agency code. (2 positions)
Enter Unit Code. {Forest Service use oy1y)
Accounting Classification

Enter your accounting classification or management codes
on these lines. For most agencies, only one line of
accounting will be used. However, up to three lines may
be used for each account established.

Leave blank if only one line of accounting classification
or management code is entered. If more than one line of
accounting classification or management code is used,
show the percentage of distribution for each line of
accounting. Use whole percentages only. The distri-
bution percentage must total 100 percent when more than
one line of accounting is entered.

Enter telephone number and signature of person to be
contacted concerning any questions about the completed
form.
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AD-633, TO ESTABLISH A NEW ACCOUNT
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COMPLETION INSTRUCTIONS, FORM AD-633

TO CHANGE ACCOUNTING DATA FOR AN EXISTING ACCOUNT

Document Identification

Enter "STX" to change accounting data for an existing
Self-Service Store account. Requisitioner number (;) and
GSA-assigned Customer Account Number or agency-assigned
Internal Code gf) must be the same as the existing

account. Compi€tion of fields (:) through (:) is required.

Enter your GSA-ass1gned FEDSTRIP Activity Address Code
("requisitioner number"). (6 positions)

Enter the agency Internal Code from the charge plate.
If an agency Internal Code was not assigned, enter the
last four digits of the GSA-assigned Customer Account
Number from the charge plate.

Enter your NFC-assigned fund code. (2 positions)
Enter your USDA-assigned agency code. (2 positions)
Enter Unit Code. (Forest Service use only)

Accounting Classification

Enter the new accounting classification or management

codes on these lines. For most agencies, only one line
of accounting will be used. However, up to three lines
may be used for each account established.

Leave blank if only one line of accounting classification
or management code is entered. If more than one line of
accounting classification or management code is used,

show the percentage of distribution for each Tine of
accounting. Use whole percentages only. The distribution
percentage must total 100 percent when more than one line
of accounting is entered,

Enter telephone number and signature of person to be
contacted concerning any questions about the completed
form.



VOUCHER AWD INVOICE PAYMENTS MANUAL

GENERAL SERVICES ADMINISTRATION
PAYMENT TRANSACTIONS
SELF-SERVICE STORE PURCHASES

CHAPTER 4
EXHIBIT 4
PAGE 3 OF 3
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COMPLETION INSTRUCTIONS, FORM AD-633
TO DELETE AN EXISTING ACCOUNT
Document Identification

Enter "STD" to delete an exjsting Self-Service Store
account. Complete fields through @

Enter your GSA-assigned FEDSTRIP Activity Address Code
("requisitioner number"). (6 positions)

Enter the agency Internal Code from the charge plate.
If an agency Internal Code was not assigned, enter the
last four digits of the GSA assigned Customer Account
Number from the charge plate.

Enter your NFC-assigned fund code. (2 positions)
Enter your USDA-assigned agency code. (2 positiens)

Enter Unit Code.  (Forest Service use only)
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USDA AGENCY CODES

CODE AGENCY NAME ABBR.
01 Office of the Secretary SEC
02 Agricultural Marketing Service AMS
05 Agricultural Stabilization and Conservation Service ASCS
07 Farmers Home Administration FmHA
08 Federal Crop Insurance Corporation FCIC
10 Foreign Agricultural Service FAS
11 Forest Service FS
13 O0ffice of Governmental and Public Affairs GPA
14 O0ffice of the General Counsel 0GC
15 Rural Electrification Administration REA
16 Soil Conservation Service SCs
21 0ffice of the General Sales Manager 0GSM
23 0ffice of Inspector General 0lG
30 Food and Nutrition Service FNS
34 Animal and Plant Health Inspection Service APHIS
36 Federal Grain Inspection Service FGIS
37 Food Safety and Quality Service FsQs
38 World Food and Agricultural Outlook and Situation Board WFAQSB
40 Science and Education Administration SEA
41 Economics, Statistics, and Cooperatives Service ESCS
42 Office of Budget,Planning and Evaluation OBPE
43 O0ffice of International Cooperation and Development 0ICD
45 Office of Transportation oT
72 O0ffice of Safety and Health Management OSHM
73 Management Staff MS
74 0ffice of Small and Disadvantaged Business Utilization 0sDBU
92 Office of Administrative Law Judges 0ALJ
95 Office of Equal Opportunity OEO
96 Office of Personnel op
97 Office of Operations and Finance 0&F

This table of Agency Code and Name and Abbreviation designations is
current as of 09/24/79.
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