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19 Payments

This chapter describes the hierarchy and payment methods used when making payments. This chapter also contains
the requirements, responsibilities, and procedures for making payments locally and by Accounting Services. This
chapter includes the following subchapters:

Preferred Payment Methods19—3  Preferred Payment MethodsPreferred Payment Methods

See part 2-4.7 for the separation of duties guidelines.

19-1.6 Non-Goods and Non-Services

PS Form 2551, Non-Goods and Non-Services Payment Authorization, is the method of payment for non-goods and
non-services. such as Tort claims, OSHA fines, HB202 reimbursements, OWCP and other third-party payments.

The procedure for paying for non-goods and non-services are as follows:

a. Use PS Form 2551 to certify and authorize payment only when other preferred payment methods are not possible.

b. To prevent a delayed payment, ensure that PS Form 2551 is correctly completed and signed by the certifying
official.

c. Upon receipt of the payment request (invoice or other supporting documentation), immediately complete and
submit PS Form 2551 and the original supporting documentation, such as an invoice (not a statement) using the el WS
OnLine Forms application at https:/olf.usps.gov/OLF/ . Submit one PS Form 2551 for each payment to be processed.
The payables system records the payments for each invoice separately in order to prevent duplicate payments.

Additional information on submission of forms can be found on the elWS OnLine Forms Toolkit webpage at
http://blue.usps.gov/accounting/eiws/eiwsforms.htm

492 Documenting PaymentsDecummentingPaymentsPayment Reguirements

Documenting Payments19-2 19-3 _ Supplier Check Problem ResolutionSupplier-CheeckProblem-
ResolutionE e P
19-3  Supplier Check Problem Resolution19-4 Prompt Payment ActPrompt Payment-ActSupplier
CheckProblem Resolution )

Prompt Payment Actd9-5 1099-Reportable Vendor Payments1999-Reportable Vendor
PaymentsPrompt Payment-Act

1099-Reportable Vendor Payments19-6 Quick Reference Payment TableQuick Reference-
Payment Tables1099-Repertable Vendor Payments
197 Ouick Reference Payment Tables

There are account identifier codes (AICs) used throughout this chapter. Refer to_Appendix A, Account Identifier
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19-1 Field Accounting Procedures

Code/General Ledger Account Crosswalk, for the titles and descriptions of AICs that are currently in use.

Note:

19-1 Preferred Payment Methods

19-1.1 Hierarchy

The preferred method for paying-a recurring Postal Service expenses is through electronic funds transfer (EFT)._

If EFT payment is not available or practical, field units should use the payment methods listed below in order of
priority.

The preferred methods for payment of local purchases;—areinpreferential-ordersare- as follows:

1) In-house excess material including eBuyPlus Excess Items Catalog.

H2)eBuyPlus2eBuy — On catalog (EFT).
2)3) National/Area Contracts SwartPay-purchase-eard:

4) Purchase eCard.

3)5)/Purchase eCard eChecks (Extended lead time and approval required for check book issuance).tnveice-

46)Non-Recurring Local Payments.

a. Cash for a pemergeney-one-time-purchase or expenseexpense, not to exceed $35.
b. No-fee money order for a nonrecurrmg purchase within the limitations of Postal Servnce policies

and procedures.-an-emerg

At field units, avoid cash payments. Pay in cash only in an emergency, except for locations with approved imprest

funds.

Note: Use only one of the above methods to prevent duplication.
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19-1.2 _eBuyPlus 2-Goods and Services (except Personal Service Contractors)

eBuyPlus2 is the preferred method for order placement after in-house excess resources have been checked. eBuyPlus
2Z-is mandatory for all employees with intranet access.eBwy

e eBuyPlus Zallows users to order online from national mandatory and priority source contracts with order
status checking, reconciliation, reporting, and electronic payment capabilities.

e  Users-ef-the-eBuyPlus2 includes the ability to electronicallyeBuysystera-ean certify payment for utility
paysentsforinvoices. except telecommunications -inveiees-electronicatly- (Ulilities are electricity, natural
gas, oil, metered fuel, water, and garbage and sewer services.) Telecommunications are paid through a
national contract.

OTe-ebtain access to eBuyPlus 2request-through eAccess. Fo-useeBuyPlus2eBuytype-http-tlabuyPlus 2 Error!
Hyperlink reference not valid.-in-yourwNeb-browser’s-address-bar—

For eBuyPlus2eBwy Help-Desk-assistance, please-contact the National Material Customer Service CenterTopekatielp

Desk at [-800-332-0317-eall-800-877-7435, and follow the prompts. Fe-reset-a-password-dial-the same numberand-
Follovediepromate

Note: Do not record purchases made through eBuyPlus2eBwy on the unit’s PS Form 1412, Daily Financial Report.
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19-1 Field Accounting Procedures

19-1.3  —— SmartPay-Purchase-CardNational / Area Contracts

National: or area contracts or agreements are available service-wide or to specific geographical areas submitinveices
for Headquarters and/or field customer use.

e The availability of national/area contracts for specific supplies and/or services (i.e. snow removal) can be
verified by contacting the Purchasing Shared Services Center (PSSC) at
hitps://uspshelp.custhelp.com/app/home_pssc

» __ Multiple orders can be placed against these contracts and agreements, and these orders are not considered
spliteBwy purchases regardless ofte the SHCHfer-payment method used as long as they do not exceed the
ordering limits in the governing contract or agreement.

19-1.4 SmartPay Purchase Card/Purehase-Card-Checks.

For information regarding purchase card payments, see-Handbook AS-709 Handbook AS-709, Purchase Card Local

Buying Policies and Procedures.
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19-1 Field Accounting Procedures

5 Error! Hyperlink reference not val-

id.Errort Hyperlinlcreference not-valid-Errort Hyperlink referenee not-val-

id:Error! Hyperlink reference not valid. Errorl Hyperlinkreference not-val-
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-Local Payments

A local_-payments may be issuedare-limited-to-inveices-of$1:000500-erlessfora for a non-recurring-ene-tinre—_
local purchase emergeney-payment-to a vendessupplier that is not in eBuyPlusZeBuy and that-does not accept the
SmartPay-pPurchasepurchase card/Purchase card checks. All purchases of goods and services, regardless of payment
type, require an approved eBuyPlus requisition.

Exception: Single Drawer Accountability (SDA) offices are not allowed to issue no-fee money orders. The
Administrative Post Office that the SDA is assigned to must process all-one-time local payments-emereeney-expenses.

Follow these steps for all local payments:

a.Obtain funding approval for local purchases using-in eBuyPlus. Use of no-fee money orders as the selected

payment method in eBuyPlus bulk funding approvals with recurring payments should be avoided.
ab. Record cash or no-fee money order payments on PS Form 1412. Use the AIC Crosswalk in Appendix

Ahttpsitblueusps soviaccounting/ s/ HEC-GLACrosswallexls— to identify the correct AIC.
= Cash payments may not exceed $3525.

= No-fee money order for a one-time local purchase wnthm the ]llTlitat]OHS of USPS policies and
procedures.pa ]
WMGM%ThG fec for the no~fee money order is— renorted in AIC 586 ~All-units-
usinge rReason cCode 29.

e:c. b- —To ensure consistency in the invoice certification process, use the following certification stamp format:
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19-1 Field Accounting Procedures

| certify that the goods or services described have been received and that the invoice
is correct and proper for payment.
Signature
Printed or typed name and title
( ) . 11
Phone number Date of certification
Postal Facility Finance number
/ /
CIP asset number Date goods or services received
Order or Contract number GL Account number
$

TIN (EIN or SSN) Invoice Amount

/ ! / /
Invoice Date Invoice Received Date

__ File the invoice, approved BuyPlus;leB»uy requisition. —eFPS—FefmJASJ—(#—eE-H-y—h—HeHma%}ie} and proof of
payment locally as supporting documentation_-for the PS Form 1412 entries. —Eleetronically-retain-purchase-card-
documentation-whenpossible—

5 e ion-of disties suidesuidelines.

Payments for services (or a combination of services and supplies), greater than $600 in a calendar yearregardless-of-
amount, are 1099-reportable. If 1099-reportable, do the following:

a. Complete PS Form 8231, Vendor Payment 1099 Reporting Form, describing the services and submit usingte the
elWS OnLine Forms application at htps.//olfusps. gov/OLF/SIE the day that the payment is made._

b. Keep a copy of PS Form 8231 and supporting documentation for 120 days from the end of the month in which
the form was submitted.te-the-SIC-

See subchapter _ 1099-Reportable Vendor Paymentst9-619-6 for additional information.

19-1.5.1 TemporaryTemperary Cash Payments

The procedure for making a local cash purchase is as follows:

a. The manager or a designated employee documents the amount and reason for a temporary cash payment on a
routing slip (buck slip), PSIN # 013, and gives this routing slip to the requesting employee. The temporary cash
payment must not exceed $325.

b. The requesting employee presents the routing slip to a retailretait associate (RA).
c. The RA issues the temporary cash advance and retainsre-tains the routing slip in the cash drawer.

d. When the requesting employee presents the original sales receipt (and change, if applicable) for items purchased to
the RA, the RA must return the routing slip to the requesting employee.

e. The RA records the payment in the appropriate AIC on PS Form 1412,
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f. The RA submits the original sales receipt as supporting documentation for the entry on PS Form 1412.

g. The closeout employee maintains the original sales receipt with the approved eBuyPlus2eBuy requisition (or
PS Form 7381, if eBuyPlus2ZeBus is not available) as supporting documentation for the unit’s PS Form 1412,

h. The temporary cash advance transaction for cash purposes must be completed and settled by close of business the
same day.

See part 2-4.7 for the separation of duties guidelines.

19-1.6 Non-Goods and Non-Services

PS Form 2551, Non-Goods and Non-Services Payment Authorization, t is the method of pavment for non-goods and
non-services, such as Tort claims, OSHA fines, HB202 reimbursements, OWCP and other third-party payments.

The procedure for paying for non-goods and non-services are as follows:

a. Use PS Form 2551 to certify and authorize payment only when other preferred pavment methods are not possible.

b. To prevent a delayed payment, ensure that PS Form 2551 is correctly completed and signed by the certifving
official.

c.= Upon receipt of the payment request (invoice or other supporting documentation), immediately complete and
eleetronieally-submit PS Form 2551 and the original supporting documentation, such as an invoice (not a statement)
threughusing the el WS OnLine Forms application at Attps://olf usps.gov/OLF/ . Submit one PS Form 2551 for each
payment to be processed. The payables system records the payments for each invoice separately in order to prevent
duplicate payments.

AdditionalEurther information on submission of forms can be found on the elWS OnLline Forms Toolkit webpage at
htip://blue. usps.gov/accounting/eiws/eiwsforms. him

-

ettt gt
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19-1 Field Accounting Procedures

K] O g K 5 a2 H ¥
FError! Hyperlink reference not valid Error! Hyperlink reference not
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Payments

1921 32 SeepartsPaymentProcessTable:

Recurring Payments

Recurring payments are payments that remain the same on an ongoing basis, such as contract cleaners and monthly
landscaping charges.

For recurring payments that fall within local buying limits and policies included within Administrative Support
Marnual (ASM) 72 or-HandbeelkAS-709 Handbook AS 709 payments may be made locally via the SmartPay-
pPurchasepurehase card or —PSFerm-8230Purchase card checks.

merchants consider whethel estabhshmg a contract would be more beneficial to the Postal Service and contact
Purchasing Suppori.
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19-1 Field Accounting Procedures

TFhe-direct URL-forthe guidelines-is——hError! Hyperlink reference not valid. Error! Hyperlink-referencanot

19223 33 Advance Payments

Advance payments for goods or services are acceptable when justified and permitted. Examples include facility
rentals, magazine subscriptions, tuitions, software maintenance, and booth space at conventions.

MI FM 610-2010-203206320031, Advance Payments, describes the circumstances in which the Postal Service pays
in advance for products and services. MI FM-610-2010-20320032003-1 is available on the Postal Service Intranet.
a. Go to hitp.//blue.usps.govError! Hyperlink reference not valid..
b. Under “Essential Links,” click PoficyNet.
c. Click the Mls tab.

The direct URL for the M1 is; hiips://blue.usps.gov/cpim/fip/manage/fin610102.pdf

—519-3  Supplier Check Problem Resolution

19-3.1 Overview

If a check issued to a supplier by Accounting Services-in-SanMatee was destroyed, damaged, misplaced, lost or
stolen, or not received, the supplier may request a Stop Pay form through the local field unit. The Postal Service will
issue a new check. Suppliers can use the same form to obtain a photocopy of a cashed or canceled check.

To obtain a copy of the Supplier Check Stop Payment — Supplier Check Photocopy Request Form or to view the
Frequently Asked Questions, go to:

hitp://blue. usps. gov/wps/portal/accounting/processes/acctspayable/supplierstoppay.

See Appendix €B, Exhibit E3+B-5 for a copy of the Supplier Check Stop Payment — Supplier Check Photocopy
Request Form.

19-3.2 Stop Pay Request

The procedure for a stop payment or photocopy of a check is as follows:
a. The supplier requests, in writing, a stop payment or a photocopy of a check.

b. Upon receipt of this request, a field unit employee submits the completed Supplier Check Stop Payment — Supplier
Check Photocopy Request Form and supporting documentation to Accounting Services.

Choose one of the following submission methods:

14 Handbook F-101, October 2020
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E-mail to SMASC Check Copy. Type “Stop Pay or Photo Copy Request” in the subject line.
Fax to 650-577-6077.
Mail to:

STOP PAYMENT DESK (ACCOUNTING)
ACCOUNTING SERVICES, SAN MATEO
2700 CAMPUS DR

SAN MATEO CA 94497-9441

Exception: Postal Service employees may submit a stop payment of a check for reasons such as erroneous payments,
wrong supplier payments, or other internal reasons by providing his or her signature on the form.

Handbook F-101, October 2020 15



19-1 Field Accounting Procedures

19-4 Prompt Payment Act

1941 _Overview
The Prompt Payment Act (PPA), as amended in 1988, requires that the Postal Service comply with the act.

Postal Service policy is to pay suppliers under the terms of the contract (formal or informal) subject to the
requirements of the PPA.

19-42 _Compliance

When the Postal Service fails to pay a vendor’s invoice on or before the due date_established in the contract (or within
30 calendar days of receipt of a proper invoice, if no contract exists), the vendor is entitled to an interest payment in
accordance with the PPA, as described in M1 FM-610-2013-40020002000-2, Compliance with the Prompt Payment
Act.

Interest for late payment of an invoice is computed from the day after the due date through the date of the check or
EFT. PPA interest is charged to the budgetary finance number that is on the invoice.

Standard PPA terms are net 30 days unless the vendor offers discount terms.

Payments to the following are exempt from the PPA:
Utility vendors.

Postal Service employees.

Customers for refunds.

Other federal agencies.

19-5 1099-Reportable Vendor Payments

Federal law requires reporting of payments that are made locally for services. Field unit employees must report local
payments for services as follows:
a. Complete PS Form 8231 whenever payment by cash. money order, or purchase card check is made to nonemployee
individuals in excess of $600 in a calendar year for services that are 1099-reportable. 1099-reportable services are
performed by individuals who are not Postal Service employees, aet-Postal Service contractors, gor individuals or
incorporated local service providers whowhe accept the Purchase Card for payment.Cemplete RS Form-8231-

l : o & co that s 1008 ble.
b-SubmitFerward the completed PS Form 8231 electrenically-throughimmediately-tousing the elWS OnLine Forms
application at https://olfusps.gov/OLF/ on the same day that the payment is madeSIE.
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The following table identifies the types of payments that field units must report and do not report.

Report payments for...

Do not report payments for...

Services provided by:

B proprietorships.
corporations:
Services paid locally with cash or money
order.

B utility expenses.

® individuals. B purchases paid via-eredit Purchase card.
B purchases paid via eBuyPlus2eBus.
B supplies or parts.

If an invoice contains an itemization for services and supplies, report only the services.

The total invoice is reportable if the services and supplies are not itemized.

Example of IRS 1099-Reportable Services

Copier and printing services Janitorial services

Overprinting of forms Garbage removal
Mop head cleaning
Window cleaning

Medical services Vehicle washing
Pest control Instructor services
Sign language interpreter

Equipment rental or lease

19-6

Equipment repairs (labor)

Vehicle repairs (labor)

Snow removal services

Lawn mowing, weed control, or landscaping

Quick Reference Payment Tables

—Payment Process Table

The following table describes how to process different types of payments:

Type of Payment Form

Process

Contractual payments. None

a. Certify contract invoices using the certification stamp.

b. Submit contract invoices to Accounting Services;San-
Matee Contractual Payables Branch.

PS Form

(3]
n
Iy

Credit invoices (if originally paid | &:220

using PS Form 25518238).

a. Check credit box.
b. Submit PS Form 25518238 and credit invoice
eleetronically hreughusing the-the— elWS OnLine

Forms application at https.//olf.usps.gov/QLF/.

Note: Credit invoices are when a supplier owes
money to the Postal Service such as in the case of
over payment or duplicate payments.SIC:

Mote: Do not submit credit invoices for recurring utility
payments; these credits offset on future invoices.

Handbook F-101, October 2020
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Field Accounting Procedures

Local payments (invoices of None a. Issue no-fee money order (not to exceed $10.000) rette-
$000stardess-for exceed-$1-000500)-or cash (not to exceed $325). If a no-fee
ere-timenon-recurring local money order is issued, report the fee amount in AIC 586 =
BOUrChasesenersenecy-payents) POS-and-eMOVESand Alunits-use Reason Code 29.
to venders-suppliers not in b. Record payment on PS Form 1412,
eBuyPluseBwy and that do not c. File invoice and proof of payment locally as supporting
accept the SwartPay- documentation.
ﬁmmm card. ox b. Note: If invoice is service—telated-
Furchose-card eheoks- £1099-reportable, submit PS Form 8231 using the
elWS OnlLine Forms application at
hitps.//olf usps. gov/OLF/. electronically through-the
ol Online Forms-apnlicationa
Medical bills— invoices from NonePS-Form-8230

medical facilities resulting from
treatment of job-related injuries and
pre-employment testing,.

120-days—The expense purchase card or purchase card check
may be used to pay for medical services, but only under the
Purchase Card Local Buying Authority of the National and
Area Medlical Directors, who may re-delegate this authority to
the Area and District Occupational Health Nurse
Administrators (OHNAs),

OSHA payments. See subchapter 20-4.
Telecommunications Persenal- | None Invoices processed directly through national
; 3 contract.
period:
N e —— 232 4 . )
Goods (Ssupplies }Supphies and NonePS-Ferm-8230-(GFeBuy | a. Requisitioned through eBuvPlus2.
services. orSmartPay-purchase-eardis- | b_Follow preferred method hierarchy for payment of the
net-avaitable) goods and services SubmitPS-Form-8230-with-the-

crbisa s oo e S b

Tort claims.

PS Form 25518238

Claims less than $5,000
a. Ensure the expense is applied to GLA 55216000.
(Refer to ASM, chapter 25.)

b. Submit PS Form 2551 using the el WS OnLine
Forms application at

hittps://olf usps. gow/OLF/ $230 electronically-
hroush-the alBAC Oyl tna Eaenac o 14: afio

18
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PS Form 2198, Accident
Report — Tort Claim

Claims between $5,000 and $50,000 and denials for
claims under $5,000
a. Submit PS Form 2198 and the General Counsel
Authorization Letter (If the amount is greater than $5,000)
to the following address:

TORT CLAIM PROCESSING

ACCOUNTING SERVICES

PO BOX 80471

ST LOUIS MO 63180-9471
b. File all supporting documentation locally.

None

Claims greater than $50,000:
Continue submitting claims to the National Tort Claim Center
through the district tort claims coordinator.

Utilities. except
telecommunications.

1) eBuyPlus2. preferred
method

2) Purchase card. only if
supplier is not tied to
municipality since eBuy
Plus2 can’t support Prompt

Payment Act

3) PS Form 2551, only if
related to third party
payments (i.e., utility paid
through property
management company)
B AT
tifeBuy-arSmariPos
avaiabley

a. Record the invoice number for a utility invoice using
the utility-assigned account number, followed by the
invoice month and year (e.g., 123456789DEC06).

b. If third-party payment, SsubmitSubmit

PS Form 25518230 and the original invoice using_

the elWS OnLine Forms application at

https.//olf usps.gov/OLF/ electronically-throushto-
BIE Yl jin €

352

YA

copies for 120 daysSIC.
o wContact the PSSE-Purchasing Support if
vou have questions days:

For questions about processing payments, open an incident (ticket) through the Accounting Help Desk:

a. _Open an incident online using the MyAccounting, self-service portal: Aips./myvaccountinghelp.usps.gov.

b. Telephone: 1-866-974-2733.

For more information on where-to-sendhow to submit forms, go to:-hError! Hyperlink reference not
valid. aeconnting!—doe/Forms—forPayment-dee-

elWS OnLline Forms Toolkit at webpase-hiip://blue. usps. gov/accounting/eiws/eiwsforms. htm
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. o Third i —
CleanAir-Act—Fees 56504
Commercial-Banking Fees 52424
. . 01
el i
Damages-to-Property-Other-than-Vehicle 54914
: o e e
Energy-Projects 52415
Equipment Rental 54414
o o
e : : a—,
Lawn-Serviee 52313
Local Transportation 52453
: ) prap
"y e e P
s — m—
Miscellaneous-Serviees 52419
Moving Expenses 54135
Oil-{Heating) 54142
Other(Heating) 54144
RTINS p—
——— ——— YT,
Purchase-of Compressed-Natural Gas 52153
Rents-Nonreourring 54121
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Safery-Projects-Expense

Show-Remaval

st O
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19 Payments

This chapter describes the hierarchy and payment methods used when making payments. This chapter also contains
the requirements, responsibilities, and procedures for making payments locally and by Accounting Services. This
chapter includes the following subchapters:

Preferred Payment Methods Preferred Payment Methods

See part 2-4.7 for the separation of duties guidelines.
19-1.6 Non-Goods and Non-Services

PS Form 2551, Non-Goods and Non-Services Payment Authorization, is the method of payment for non-goods and
non-services, such as Tort claims, OSHA fines, HB202 reimbursements, OWCP and other third-party payments.

The procedure for paying for non-goods and non-services are as follows:
a. Use PS Form 2551 to certify and authorize payment only when other preferred payment methods are not possible.

b. To prevent a delayed payment, ensure that PS Form 2551 is correctly completed and signed by the certifying
official.

c. Upon receipt of the payment request (invoice or other supporting documentation), immediately complete and
submit PS Form 2551 and the original supporting documentation, such as an invoice (not a statement) using the eIWS
OnLine Forms application at Attps.//olf usps.gow/OLF/ . Submit one PS Form 2551 for each payment to be processed.
The payables system records the payments for each invoice separately in order to prevent duplicate payments.

Additional information on submission of forms can be found on the eIWS OnLine Forms Toolkit webpage at
http://blue. usps.goviaccounting/eiws/eiwsforms. htm

Documenting Payments

Documenting Payments 19-3  Supplier Check Problem Resolution

19-3  Supplier Check Problem Resolution Prompt Payment Act
Prompt Payment Act 1099-Reportable Vendor Payments
1099-Reportable Vendor Payments Quick Reference Payment Table

Note: There are account identifier codes (AICs) used throughout this chapter. Refer to Appendix A, Account
Identifier Code/General Ledger Account Crosswalk, for the titles and descriptions of AICs that are currently in
use.
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19-1 Field Accounting Procedures

19-1 Preferred Payment Methods

19-1.1 Hierarchy

The preferred method for paying recurring Postal Service expenses is through electronic funds transfer (EFT). IfEFT
payment is not available or practical, field units should use the payment methods listed below in order of priority.

The preferred methods for payment of local purchases as follows:
1) In-house excess material including eBuyPlus Excess Items Catalog.
2) eBuyPlus — On catalog (EFT).
3) National/Area Contracts.

4) Purchase Card.
5) Purchase Card Checks (Extended lead time and approval required for check book issuance).

6) Non-Recurring Local Payments.
a. Cash for a purchase or expense, not to exceed $35.

b. No-fee money order for a nonrecurring purchase within the limitations of Postal Service policies
and procedures.

At field units, avoid cash payments. Pay in cash only in an emergency, except for locations with approved imprest
funds.

Note: Use only one of the above methods to prevent duplication.

19-12  eBuyPlus Goods and Services (except Personal Service Contractors)

eBuyPlus is the preferred method for order placement after in-house excess resources have been checked. eBuyPlus is
mandatory for all employees with intranet access.

e cBuyPlus is the Postal Service’s web-based application for ordering goods and services.

e eBuyPlus allows users to order online from national mandatory and priority source contracts with order status
checking, reconciliation, reporting, and electronic payment capabilities.

e eBuyPlus includes the ability to electronically certify payment for utility invoices, except
telecommunications. (Utifities are electricity, natural gas, oil, metered fuel, water, and garbage and sewer
services.) Telecommunications are paid through a national contract.

Obtain access to eBuyPlus through eAccess. For eBuyPlus assistance, contact the National Material Customer Service
Center at 1-800-332-0317, and follow the prompts.

Note: Do not record purchases made through eBuyPlus on the unit’s PS Form 1412, Daily Financial Report.

19-13 National / Area Contracts

National or area contracts or agreements are available service-wide or to specific geographical areas for Headquarters
and/or field customer use.

e The availability of national/area contracts for specific supplies and/or services (i.e. snow removal) can be
verified by contacting the Purchasing Shared Services Center (PSSC) at
hitps./fuspshelp.cusihelp.com/app/home_pssc
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e  Multiple orders can be placed against these contracts and agreements, and these orders are not considered
split purchases regardless of the payment method used as long as they do not exceed the ordering limits in the
governing contract or agreement.

19-1.4 SmartPay Purchase Card

For information regarding purchase card payments, see Handbook AS-709, Purchase Card Local Buying Policies
and Procedures.

19-15 Local Payments

A local payment may be issued for a non-recurring local purchase to a supplier that is not in eBuyPlus and does not
accept the Purchase card/Purchase card checks. All purchases of goods and services, regardless of payment type,
require an approved eBuyPlus requisition.

Exception: Single Drawer Accountability (SDA) offices are not allowed to issue no-fee money orders. The
Administrative Post Office that the SDA is assigned to must process all local payments.
Follow these steps for all local payments:

a.Obtain funding approval for local purchases using eBuyPlus. Use of no-fee money orders as the selected
payment method in eBuyPlus bulk funding approvals with recurring payments should be avoided.

b.Record cash or no-fee money order payments on PS Form 1412. Use the AIC Crosswalk in Appendix A to
identify the correct AIC.

= (Cash payments may not exceed $35.

= No-fee money order for a one-time local purchase within the limitations of USPS policies and
procedures. The fee for the no-fee money order is reported in AIC 586 using reason code 29.

c. To ensure consistency in the invoice certification process, use the following certification stamp format:

File the invoice, approved eBuyPlus requisition, and proof of payment locally as supporting documentation for the
PS Form 1412 entries.
Payments for services (or a combination of services and supplies), greater than $600 in a calendar year, are
1099-reportable. If 1099-reportable, do the following:
a. Complete PS Form 8231, Vendor Payment 1099 Reporting Form, describing the services and submit using the
eIWS OnLine Forms application at htips://olf usps. gov/OLF/ the day that the payment is made.

b. Keep a copy of PS Form 8231 and supporting documentation for 120 days from the end of the month in which
the form was submitted.

See subchapter 1099-Reportable Vendor Payments for additional information.

19-1.5.1 Temporary Cash Payments

The procedure for making a local cash purchase is as follows:

a. The manager or a designated employee documents the amount and reason for a temporary cash payment on a
routing slip (buck slip), PSIN # O13, and gives this routing slip to the requesting employee. The temporary cash
payment must not exceed $35.

b. The requesting employee presents the routing slip to a retail associate (RA).

c. The RA issues the temporary cash advance and retains the routing slip in the cash drawer.
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d. When the requesting employee presents the original sales receipt (and change, if applicable) for items purchased to
the RA, the RA must return the routing slip to the requesting employee.

e. The RA records the payment in the appropriate AIC on PS Form 1412,
f. The RA submits the original sales receipt as supporting documentation for the entry on PS Form 1412,

g. The closeout employee maintains the original sales receipt with the approved eBuyPlus requisition (or
PS Form 7381, if eBuyPlus is not available) as supporting documentation for the unit’s PS Form 1412.

h. The temporary cash advance transaction for cash purposes must be completed and settled by close of business the
same day.

See part 2-4.7 for the separation of duties guidelines.

19-1.6 Non-Goods and Non-Services

PS Form 2551, Non-Goods and Non-Services Payment Authorization, is the method of payment for non-goods and
non-services, such as Tort claims, OSHA fines, HB202 reimbursements, OWCP and other third-party payments.

The procedure for paying for non-goods and non-services are as follows:

a. Use PS Form 2551 to certify and authorize payment only when other preferred payment methods are not possible.
b. To prevent a delayed payment, ensure that PS Form 2551 is correctly completed and signed by the certifying
official.

c. Upon receipt of the payment request (invoice or other supporting documentation), immediately complete and
submit PS Form 2551 and the original supporting documentation, such as an invoice (not a statement) using the eITWS
OnLine Forms application at htips.//olf usps.gov/OLF/ . Submit one PS Form 2551 for each payment to be processed.
The payables system records the payments for each invoice separately in order to prevent duplicate payments.

Additional information on submission of forms can be found on the elWS OnLine Forms Toolkit webpage at
hitp://blue. usps.cov/accounting/eiws/eiwsforms. him

19-2 Documenting Payments

19-2.1 Recurring Payments

Recurring payments are payments that remain the same on an ongoing basis, such as contract cleaners and monthly
landscaping charges.

For recurring payments that fall within local buying limits and policies included within Administrative Support
Manual (ASM) 72 or Handbook AS 709, payments may be made locally via the Purchase card or Purchase card
checks.

If making recurring purchases to one or more merchants, consider whether establishing a contract would be more
beneficial to the Postal Service and contact Purchasing Support.

1922 Advance Payments
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Payments

If an invoice contains an itemization for services and supplies, report only the services.

The total invoice is reportable if the services and supplies are not itemized.

Example of IRS 1099-Reportable Services

Copier and printing services
Overprinting of forms

Mop head cleaning
Window cleaning

Medical services

Pest control

Sign language interpreter

Equipment rental or lease

19-6

Janitorial services

Garbage removal

Equipment repairs (labor)

Vehicle repairs (labor)

Vehicle washing

Instructor services

Lawn mowing, weed control, or landscaping

Snow removal services

Quick Reference Payment Table

Payment Process Table

The following table describes how to process different types of payments:

Type of Payment

Form

Process

Contractual payments.

None

a. Certify contract invoices using the certification stamp.
b. Submit contract invoices to Accounting Services,
Contractual Payables Branch.

Credit invoices (if originally paid
using PS Form 2551).

PS Form 2551

a. Check credit box.

b. Submit PS Form 2551 and credit invoice using
the efWS OnLine Forms application at
hitps://olf usps.gov/OLFY.

Note: Credit invoices are when a supplier owes
money to the Postal Service such as in the case of
over payment or duplicate payments, Do not submit
credit invoices for recurring utility payments; these
credits offset on future invoices.

Local payments (invoices for None a. Issue no-fee money order (not to exceed $10,000) or cash
non-recurring local purchases) (not to exceed $35). If a no-fee money order is issued, report
to suppliers not in eBuyPlus and the fee amount in AIC 586 and use Reason Code 29.
that do not accept the Purchase b. Record payment on PS Form 1412,
card. c. File invoice and proof of payment locally as supporting
documentation.
b. Note: If invoice is 1099-reportable, submit
PS Form 8231 using the elWS OnLine Forms
application at htips-//olf usps.gow/OLF/.
Medical bills— invoices from None The expense purchase card or purchase card check may be

medical facilities resulting from
treatment of job-related injuries and
pre-employment testing.

used to pay for medical services, but only under the Purchase
Card Local Buying Authority of the National and Area
Mediical Directors, who may re-delegate this authority to the
Area and District Occupational Health Nurse Administrators
(OHNAs).

OSHA payments,

See subchapter 20-4.
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Telecommunications Nane Invoices processed directly through national
contract.
Goods (supplies) and services. None a. Requisitioned through eBuyPlus.
b. Follow preferred method hierarchy for payment of the
goods and services.
Tort claims. PS Form 2551 Claims less than $5,000
a. Ensure the expense is applied to GLA 55216000.
(Refer to ASM, chapter 25.)
b. Submit PS Form 2551 using the elWS OnLine
Forms application at Attps://olf usps.gow/OLF/.
PS Form 2198, Accident Claims between $5,000 and $50,000 and denials for
Report — Tort Claim claims under $5,000
a. Submit PS Form 2198 and the General Counsel
Authorization Letter (If the amount is greater than $5,000)
to the following address:
TORT CLAIM PROCESSING
ACCOUNTING SERVICES
PO BOX 80471
ST LOUIS MO 63180-9471
b. File all supporting documentation locally.
None Claims greater than $50,000:
Continue submitting claims to the National Tort Claim Center
through the district tort claims coordinator.
Utilities, except 1) eBuyPlus, preferred a. Record the invoice number for a utility invoice using
telecommunications. method the utility-assigned account number, followed by the
invoice month and year (e.g., 123456789DEC06).
2) Purchase card, only if b. If third-party payment, submit PS Form 2551 and
supplier is not tied to the original invoice using the efWS OnLine Forms
municipality since eBuy Plus application at Atips://olf usps.gow/OLF/ and file
can’t support Prompt ;
Paymient Act copies for 120 days.
c. Contact Purchasing Support if you have questions.
3) PS Form 2551, only if
related to third party
payments (i.e., utility paid
through property
management company}

For questions about processing payments, open an incident (ticket) through the Accounting Help Desk:

a.  Open an incident online using the MyAccounting, self-service portal: htips://myaccountinghelp. usps.gov.
b. Telephone: 1-866-974-2733.

For more information on how to submit forms, go to:

elWS OnLine Forms Toolkit at Aitp:/blue.usps.gov/accounting/eiws/eiwsforms. htm
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