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References (Manuals, Bulletins, P&Ps, etc,):
Foreign Disbursement Payments:

FMMI Job Aid “Enter and Park FI Invoice – Non-Disbursing”  https://portal.fmmi.usda.gov/gm/folder-1.11.12013?originalContext=1.11.12355

FMMI Job Aid “FMMI – Accounts Payable Non-Disbursing Document Types”  https://portal.fmmi.usda.gov/gm/folder-1.11.12015?originalContext=1.11.10571

NFC Contact:  David Perez, ARS OPS 

Payments for SF 1164 - Claim for Reimbursement for Expenditures 
FMMI Job Aid “Enter and Park FI Invoice
https://portal.fmmi.usda.gov/gm/folder-1.11.11127?originalContext=1.11.12355

Location Action:
1. Complete SF-1164, Claim for Reimbursement for Expenditures on Official Business, obtain required signatures and forward copy with applicable receipts to BSC Budget & Fiscal Office.  If payment was made via credit card, include a copy of the credit card statement highlighting the actual charge (other charges & account information can be crossed out).
2. Location maintains original copies of SF-1164 and receipts per NARA regulations.
Business Service Center Action:
Foreign Disbursement Payments:  
1. Monthly, Agency designee pulls State Department Documents (VADRS) from State Department website and reviews.  By email, also receives Post Allowance and Living Quarters reports from State Department.
2. FI/ND documents are entered in for each State Department document ensuring that the accounting code used matches the appropriation cited on the State Department Report.
3. Second party approves the FI/ND FMMI Documents

Miscellaneous Payments (SF 1164)
1. Receive, review and certify SF 1164s for miscellaneous repayments to employees, original receipts need to be included.  An 1164 is not to be used for Local Travel other than invitational,  local travel reimbursements  are done through WebTA
2. Staff input Accounts Payable FI invoice
3. FI invoice approved by another FMMI user
4. Payments made by FI invoice are tracked on a excel spreadsheet
5. [bookmark: _GoBack]BSC notifies location via email when FI invoice is processed & approved in FMMI 
