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Location Action:	
1. [bookmark: _GoBack]For non-agreement deposits, the Administrative Officer (AO) or Financial Technician (FT) completes applicable FMMI Controller Operations Division (COD) Lockbox Submission Cover Sheet form and forwards via email to the appropriate Business Service Center (BSC)/Budget & Fiscal Office (BFO) along with copy of each check received.
2. After receipt of AR document number, AO or FT forwards the original form with check to FMMI Lockbox address.
3. When an email allocation is received for check deposits from BSC/BFO, AO or FT updates financial plan in CATS.
4. If check was deposited to Miscellaneous Reimbursement Account (X08-XXX-999), AO or FT processes and approves B2 in FMMI to debit Miscellaneous Reimbursement Account and credit the account where the check should be applied.
Business Service Center Action:
1. BFO creates and approves AR Invoice document in FMMI when FMMI COD Lockbox Submission Cover Sheet and copy of check is received via email from location.
2. BFO enters FMMI Document Number on FMMI COD Lockbox Submission Cover Sheet and emails form back to location.
3. BFO checks the AR documents in FMMI to see if they have cleared (can be done weekly).
4. Once check has cleared, BFO posts it in ARIS.
5. AR documents/checks are totaled for each account and posted on the Log number that corresponds to each account in ARIS.  Appropriate individual approves the postings in ARIS.
6. When postings come across on an email allocation, BFO forwards the email to appropriate location.	
References:  
Draft FMMI Expense Refunds and Revenue Guide
FMMI Accounts Receivable (AR) Collections Process Job Aid: 
https://portal.fmmi.usda.gov/gm/folder-1.11.10943?originalContext=1.11.10572

FMMI Accounts Receivable Non Federal Customer Refund Job Aid:
https://portal.fmmi.usda.gov/gm/folder-1.11.14731?originalContext=1.11.10572

Lockbox Form Instructions
P & P 326.0 Collections: (http://www.afm.ars.usda.gov/ppweb/pdf/326-0.pdf) 
Create AR Invoice: https://portal.fmmi.usda.gov/gm/folder-1.11.13186?originalContext=1.11.7416


