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EXPLANATION OF MATERIAL TRANSMITTED:

This memorandum prescribes-the policy for the handling of invoices and trust fund

payments in the Trust Funds Receivablés (TFR) systerh

The policy and attached procedures are necessary to ensure that the moniteringiand
clearing of invoices and payments from TFR are processed accurately and timely.

, Lhave any guestions regarding this policy, contact BIA Trust Reform Iiaisons, T.-
Ptker Sandd at'(505) 816-1446 or Steve Graham at (505) 816-1209.

.

o Jerry Gidner
% Director, Bureau of Indian Affairs:

FILING INSTRUCTIONS:

Remove: None

Insert: NPM-TRUS-21



-~

BUREAU OF INDIAN AFFAIRS w

Washington, D.C. 20240
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TAKE PRIDE
INAMERICA
IN REPLY REFER TO:
National Policy Memorandum
Bureau of Indian Affairs
Director
Number: NPM-TRUS-21 Effective: February 19, 2008

Expires: February 19, 2009

Title: Monitoring and Clearing of Invoices and Trust Fund Payments
From Trust Funds Receivables

1. Purpose

This memorandum prescribes the policy for the handling of invoices and trust fund payments in
the Trust Funds Receivables (TFR) system.

2. Scope

This policy is applicable to Indian trust programs and offices and is necessary to ensure that the
monitoring and clearing of invoices and payments from TFR are processed accurately and
timely. The attached procedures are necessary to implement the policy.

3. Policy

It is the policy of the Bureau of Indian Affairs (BIA) to match invoices to trust fund payments
made by check within two (2) business days of deposit at the centralized commercial lockbox or
within two (2) business days of notification of receipt of electronic payments including
InterGovernmental Payment and Collections (IPACs). There are three (3) exceptions when funds
may not be distributed to the beneficiaries and may instead be posted to a Special Deposit
Account (SDA) in the Trust Funds Accounting System. The three exceptions are: Survey,
Litigation/Appeal, and Policy/Solicitor Opinion. Supporting documentation must be submitted in
order to post to an SDA for one of these three exceptions.

In order to ensure BIA meets the five (5) day requirement set forth in 25 CFR 162.618, it is also
the policy of BIA to ensure that appropriate corrective and timely steps are taken to initiate lease
compliance action per the terms of the contract within two (2) business days of an invoice
becoming past due.
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BIA has primary responsibility to ensure TFR invoices are valid and that trust fund payments are
timely matched with invoices for distribution to beneficiaries. BIA and the Office of the Special
Trustee for American Indians (OST) shall comply with the corresponding procedures for
implementing this policy. Further, BIA Lockbox Liaisons shall ensure issues preventing the
timely processing of trust payments are promptly brought to the attention of the appropriate BIA
Deputy Regional Director for Trust. BIA Deputy Regional Directors for Trust and the OST
Regional Trust Administrators will coordinate for monthly review of invoices and payments
outstanding reports, and will jointly develop and execute corrective measures that may be
necessary to remove outstanding items from the TFR system.

This policy is effective immediately and remains in effect until amended, superseded or revoked.

4. Roles and Responsibilities

A. Director, Bureau of Indian Affairs (BIA). The BIA Director is responsible for the
development of National Policy affecting Indian lands.

B. Deputy Bureau Director, Field Operations, BIA. The BIA Deputy Bureau Director of
Field Operations is responsible for overseeing the Regional Directors and dissemination of
policy to them.

C. Deputy Bureau Director, Trust Services, BIA. The BIA Deputy Bureau Director of
Trust Services is responsible for assisting in the dissemination of trust resource policy and
information to the Regional Directors.

D. Regional Directors, BIA. The BIA Regional Directors are responsible for carrying out
policy as directed, and for overseeing the implementation of policy either directly or via
Agency Superintendents.

6. Approvals
[/[Signed// February 19, 2008
Jerry Gidner Date

Director, Bureau of Indian Affairs

Attachment 1: Procedure for Monitoring and Clearing Invoices from Trust Funds Receivables

Attachment 2: Procedure for Monitoring and Clearing Trust Fund Payments from Trust Funds
Receivables
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NPM-TRUS-21
Release # 08-12

Attachment 1 Procedure for Monitoring and Clearing Invoices from
Trust Funds Receivables

1. Purpose

This procedure implements the invoice management requirements in the National Policy
Memorandum titled Monitoring and Clearing of Invoices and Trust Fund Payments from
Trust Funds Receivables. The procedure explains the steps for voiding improper
invoices, marking invoices paid and working actual past due or deficient amounts due.

Note: This procedure will be amended when the TAAMS Accounts Receivable module
is implemented.

2. Scope

This procedure pertains to the Bureau of Indian Affairs (BIA) and the Office of the
Special Trustee for American Indians (OST) staffs that administer trust contracts, accept
payments required by the contracts, and distribute money received to the appropriate 1M
or Tribal accounts. It is a BIA lease compliance responsibility to identify invoices that
should be voided or marked paid. The primary points of contact (POC) for Trust Funds
Receivable (TFR) invoice management are the BIA Lockbox Liaisons or an alternate
selected for each region in case a Lockbox Liaison is unavailable. Requests to void or
mark a TFR invoice paid will only be accepted by OST Branch of Income Collections
(BIC) if received from a POC or his/her alternate.

3. Process
BIA Agency staff will:
Step 1: Review TFR outstanding invoices.

e Access the TFR “Query System (Lookup Transactions)” screen.

=

Trust Funds Receivable (Lockbox)
Cutrent User: Cynthia Slating December 04, 2

Iessage: Invoices hav

Automated Funds Receivable Processes

¥ . Funds Receivable Manual Process
(Converted Agencies)

Lockbox Processing
o Ouery Mamal Svstem (Looloup Checles)

IOt TS e O T T W L — (MO Marmal Checks For 03-Dec-07)

o COuery System (Lookup Encumbrances, Inwoices, Checls)
(uiginatic TP Checls lodater se of Do 07 Q1L EID

o Ouery Did Mot Process (DINP) Items

Reports

Check Deposit Eeport (MManual Automated)
Converted Agencies Metrics Reports
Converted Agencies Metrics Reports End-of-Fiscal-Year 2007

ZT Batch and Adustments Report

o Ouery Beturned Checks System (Loolup Checks)
(Returned Checks Updated as of 03-Dec-07 01:21 PL)
o Check Depostt Beport (Feturned Checles)

12072007_TA 1



NPM-TRUS-21
Release # 08-12

¢ Inthe “Search Invoices” section, click on advanced search.

Return to Menu

Encumbrance ID

Document I

Tnwvoice Mum

Date Invoiced equal to ¥
Check Record Number
Deposit Date: equal to ¥

TFR LOCKBOX

Converted Agencies Lockbox Query Formn

Contractor MName

Invoice Generated 7 O Yes, © Mo
[ Search Encumbrances ] + Click for Advanced Jearch
Contractor Mame
]
+ Click for & dvanced Search
Check Name
]
[ Search LockBox Checks ] + Click for & dvanced Search

« Select a specific agency and change “Display Only Outstanding Invoices” to

“YES".

e Click “Search Invoices”.

e By changing “Display Only....” to “Yes”, the date due will default to
yesterday’s date and the search results will only display TFR delinquent

payments.

Return to Menu

Encumbrance ID

Document ID

Invoice MNum

TFR LOCKBOX

Converted Agencies Lockbox Query Form

Contractor Name

O Yes, O Mo

Tnvoice Generated ?

[ Search Encumbrances ] +Click for Advanced Search

Contractor Name

E:r)lcumbrance Document ID
_ Region v Display Only Cutstanding Invoices & Tes, O Mo
Agency CROW CREEK AGENCY A4
_fa?jiced equal 1o [¥ e Dizplay Archived Invoices Also OYes, @No
Diate Due: after w e Diate Tne: befare  w e

Search Invoices

o TFRdisplays the invoice detail. Click “Invoice” to view an image of the invoice.

12072007_TA
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Eeturn to
Iferm

CROW CREEK AGENCY

I T
156371 DA HATL
2 26380 TIGH COMWW AR
3 963859 ORI VOICE

4 5642% ORI VOICE
5 56432 DO MCGHEE
6 26823 CROW CEEEE SIOUX TEIBE
T 526825 CROW CEEEE SIOUX TEIRE
8 65068 CROW CREEE SIOUX TEIBE
968123 CLAYTON KENIPPLING

10 63182 DON BINDEE.

11 63206 LESTER THOWMPEOMN, SE.

12 68209 LESTER THOWMPEOM, SE.

13 63856 DAVID OGLE

ntractor Marme

TFR LOCKBOX
TFR Invoice Query Results

Encurdhrance [0

000148700035
000171000031
000172100072

000209100012
000214000002
000471500040
000471500044
00001570115%
0000042371350
000020500605
000147800081
000209100011
000008400955

Diocurnent 10

AA143421002410611 AT
AA143421001130611 AT
A 481432421002450611 AT
AA143421003630611 AT
AA143421002180611 AT
A 4143421002460308 AT
A 41432421004150510 AT
A4 143420000210712 GP
AA143421004470712 AT
A 48143421002840712 AT
A 41432421004090611 AT
AA143427000440611 AT
AA143421002570712 AT

MNew Search

1,562.50 01 Mow 2007 Invoice
8,834.10 01 New 2007
£30.00 01 Now 2007
87.50 01 MNew 2007
1,5%6.40 01 Mow 2007
203.01 01 Now 2007
198,85 01 Now 2007
2,657.30 01 MNew 2007
2,086.00 01 New 2007
2,440.00 01 New 2007
462.00 01 Mew 2007
157.50 01 MNaow 2007
1,750.00 01 Mow 2007

Invoice
Invoice
Invoice
Itrvoice
Invoice
Invoice
Iovoice
Invroice
Invoice
Invoice
Iovoice

Invroice

>

Note: 100% direct pay invoices can be identified in TFR by noting $0.00 in the

“Invoice Amount” column.

Return to
Ilenn

CONCHO AGENCY

26 71178 DOMNALD VOGT

Lo

TFR LOCKBOX
TFR Invoice Query Results

000008600353 BBOSB010000013531 ATT

oI =

Lo oo

New Search

Invoice

850.00 01 Jan 2008

fors P o L’

28 71180 DON LAKE

R T o Pt el

000008600365 BEO5SE010000013547 ATT

R

Coo oo Lo oo l

Invoice

0.00 01 Jan 2008

o T o k?

30 71192 DAN YOST

000010400358 BBO5S8010000013568 AT 1,200.00 01 Jan 2008

Iivvoice

After the TFR invoice is generated for a payment term in TAAMS that is 100% direct
pay, TAAMS currently reflects the invoice status as “paid” rather than as “billed”.
Therefore, as an interim procedure in effect until the implementation of the TAAMS
Accounts Receivable module is complete, all 100% direct pay invoices in TFR will
be marked “paid” by BIC or OST’s Information Technology Office. These invoices
should not display as outstanding past the due date. 1f a $0.00 invoice is included in
the outstanding list, contact a Lockbox Liaison.

12072007_TA
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CONCHO

I e ractor Narme CT MNur Status Batch Mumber : 5 -
£ 24936 19 Jan 2007 DARREL WOSBURG CTOIRS4387E  Posted ZY¥20E 365145 Check  Action | History
0171972007 ~
DARREL MOSEURG - Lease - I - 23240 Org 365143 Inwvoice
B010133880610 CAuto Batch 01/1%72007) Due - 01 Tan 2007 Paid 3,651 43
724951 19 Jan 2007 DARRELL MOSBURG  CTOIB3438752  Posted Direct Payment 000 Check  Aection | History
DARRELL MOZBURG - Lease - Itrv - 24627 Cirz. 0.00 Invoice
E010132700509 (Auto Batch 01/%72007) Due - 01 Tan 2007 Paid 0.00
Step 2: Identify outstanding invoices that either need to be marked “void” or

“paid” in TFR.

« Before the invoice can be changed in TFR, ensure the invoice has been voided or
marked paid in TAAMS.

e Review all invoices on the outstanding report within two (2) business days of an
invoice appearing on the outstanding report.

e To begin review, select one invoice at a time from the TFR Invoice Query
Results to research.
e Click on Contractor Name column header to sort invoices by contractor name.

Eeturn to TFR LOCKBOX New Search
Menu TFR Invoice Query Results
CROW CREEK AGENCY
e | Contractor Marme
156371 DAN HALL 000148700035 A4A143421002410611 AT lavoice
"2 56380 TIGH COWAN 000171000031 AA143421001130611 &U  8,834.10 01 Nov 2007 Tovaice
3 56389 ORIN VOICE 000172100072 4A4143421003450611 AT 630.00 01 Hov 2007 lavoice
4 56429 ORI VOICE 000208100012 AA143421003630611 AT £7.50 01 Nov 2007 lavoice
5 56432 DON MCGHEE 000214000002 44143421002180611 AT 1,596.40 01 Mov 2007 lvoice
6 56823 CROW CREEK SIOUX TRIBE 000471500040 AA143421002460308 AT  209.01 01 Nov 2007 lnvoice
7 56825 CROW CREEK SIOUX TRIBE 000471500044 44143421004150510 AT 198.85 01 Hov 2007 lavoice
8 65068 CROW CREEK SIOUX TRIBE 000015701198 AA143420000210712 GP 2,697.30 01 Nov 2007 Tes luvoice
9 68123 CLATTON KNIPPLING 000004237130 44143421004470712 AU 2,096.00 01 Mov 2007 Tes lovoice
10 68182 DON BINDER 000020500605 44143421002840712 AT 2,440.00 01 Nov 2007 No laveice
11 68206 LESTER THOMPSON, SR. 000147200081 4A143421004090611 AT 462.00 01 Mov 2007 No loveice
12 68209 LESTER THOMPEON, SE. 000209100011 AA143421000440611 AT 157.50 01 Nov 2007 No loveice
13 68856 DAVID OGLE 000008400939 44143421002570712 AT 1,750.00 01 Mow 2007 No luvoice

>

e Query outstanding checks to discover if the invoice was actually paid but not yet
matched to a payment received in the lockbox.

e Click on the Outstanding Checks Report and Processes on the TFR main
menu.
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Trust Funds Receivable (Lockbox)
Cutrent User: Cynthia Slating December 04, &

Message: Invoices hav

Automated Funds Receivable Processes

\ . Funds Receivable Manual Process
(Converted Agencies)

Lockbox Processing

o Uuery Mamal Svstem (Lookup Checls)
» Dutstanding Checks Eeport and Processes (MO Manual Checks For 03-Dec-07)
T e P i )

(Automatic TFR Checks Updated ag of 03-Dec-07 01:21 P

o Uuery Iid Mot Process (DIFE) Ttems

Reports

s Check Deposit Report (MfanvallSutemated)

» Converted Agencies Ietrics Reports

o Comverted Agencies Metnes Beports End-of Fiscal-Year 2007
« ZY Batch and Adjustments Feport

« uery Betuned Checles Svstem (Lookup Checks)
(Returned Checks Tpdated as of 03-Dee-07 01:21 PLD)
o Check Deposit Report (Eeturned Checles)

e Enter the contractor name from the invoice to determine if the invoice was
paid.

Region: |ALL Regions Status: |
Agency: |.f-\LL Agencies V|

Check Record l:l Contractor |
Lloyd Edge

Number: Name:

CT NUM: | Batch Number: |

Deposit Date: |et:|ua| to v|| i 1 : |before v||

[ Return to Menu l I Run Report ]

e Click “Run Report”.

Beturn to MNew Searc

Mo TFR LOCKBOX

Outstanding Checks Report/Process

ANADARKO AGENCY
[ Aetion | 65390 04 Dec 2007 LLOYD EDGE CT12B339450 18028 New Check

12072007_TA 5
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o If acheck record appears that matches the contractor name, click the “Action”
button.

Eeturn to New Searc

Mo TFR LOCKBOX
Outstanding Checks Report/Process

ANADARKO AGENCY

04 Dec 2007 LLOYD EDGE CT12B339450  180.28 New Check,

e Review the list of invoices displayed to discover if the outstanding invoice
being researched is included. If a match is not found from the invoice list
displayed, click the “Search Invoices” button for more choices.

3 Select Invoices to Match - Microsoft Internet Explorer

Check Number/Deposit Date 64677 - 04 Dec 2007 View History  Status -INew
Check Name Fandal Three Irons (CROW AGENCYT )
Amount Paid 50.00
CT PC12T722458
OST Batch
Check Amount Left To Allocate 50.00
Comments

12/04/2007 3:26 PM MDT Obligating Doc #505036079, Cont #11783%0611, POC: Shana FBIVENS
TenBear, PH: 406-638-2321

12/04/2007 3:01 PM MDT Obligating Doc #505096079, Cont #1178390611, POC: Shana FEIVENS
TenBear, PH: 406-638-2321

ﬁ Contracior Name Sy e Invoiced Amouni TFAS AmiDue  Due Date °
7134 BASERANDALL CONCHO AGENCY 2010000013952 AU 400,00 600,00 01012008 Tvoice
50917 (CLARENCE THREEIRONS CROW AGENCY 2021180930611 G 5113 5024 11012006 Lnwoice
3497 CLARENCE THREEIRONS CROW AGENCY 2021130930611 AU 521,90 921,90 11012008 hrvoice
607 HAZELTHREESTARS  FORT PECK AGENGY 2062005283812 HS 2400 2400 152007 Lnwvoice
5352 JOSELYNTHREEIRONS  CROW AGENCY 021177380510 AU 43590 43590 10012007 voice
53908 JOSELYNTHEEEIRONS  CROW AGENCT 22017770510 AU 56000 96000 11012007 Lvoice
58310 JOSELYNTHREEIRONS  CROW AGENCY 2021160540308 AU 36600 766.00 11012007 hvoice

43245 RANDAL COLLMER. ANADARKQ AGENCY 2020504100708 ATT 0.00 0.00 07002007 livoie
| Q:p

« If a match for the open invoice is found, click the “Add Comment” button and
enter the invoice number in the check comment field.

12072007 _TA 6
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2 Select Invoices to Match - Microsoft Internet Explorer Q@@
Check Number/Deposit Date 64677 - 04 Dec 2007 View History  Status -New
Check Name Randal Three Irons (CROW AGENCY )
Amount Paid 50.00
CT PC12T722458
OST Batch
Check Amount Left To Allocate 50.00

Comments

['1:,""“;'? Coniracior Name s o Invoiced Amount TFAS AmiDue Due Daie

71342 BASERANDALL CONCHO AGENCY 2010000013952 A1 60000 60000 010172008 Inevoice
50917 CLARENCE THREEIRONS CROW AGENCY 2021180930611 5C 5113 5024 110172006 Irvoice
3573 CLARENCE THREZIRONS CROW AGENGY 021150950611 417 92190 92150 11012006 [nvoioe
603 HAZELTHREESTARS  FORTPECK AGENCY 605285812 HS 2400 2000 11152007 fvoice
59561 JOSELYNTHREEIRONS  CROW AGENCT ARNTTEEL0 41 4500 3590 10012007 Tnvoioe
598 JOSELYNTHREEIRONS  CROW AGENCT ARNTTEL0 417 96000 96000 1102007 Tnvoioe
58319 JOSELYN THREEIRONS  CROW AGENCT 211GI5AEE 417 38600 36600 LLALE007 Tnvoke

ER ANADARKOAGENCY  S00S0MI0O0 AL 000 000 070007 i |,

o Indicate the invoice number to be matched to the payment. When BIC
completes the match, the invoice will no longer display as outstanding.

TFR LOCKBOX

Comments on Check

RecNum: 64677 By: CSlating

Comments: |

Insert Comment l ’ Close YWindow

« If a payment match for the outstanding invoice was not found in TFR, access the
Trust Funds Accounting System (TFAS) to see if the invoice was manually paid
in such a way that bypassed the TFR match process. This should occur very
infrequently. See OST Field Operations staff for assistance.

o Locate the contractor identifier (ID) (xxxCxxxxxx format). The number can
be found on the invoice coupon by accessing the TFR invoice image.

12072007_TA
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Imszice Mozl 71348 BASE RANDALL
e T TTE CHITE 7 BOY 12 SEASY M 730
RCUTE Z BCX 14 GEARY O 73040
Lease Mumber|S010000013553 AU - - =

[1CReck bt i o bl ired B o st sl chasgeed, 808 prosds 196 oFe eddraas oo 006 2k of 180 colpon.

DO0D235001lb: EEOSA0LODDODLITE2SFAL
U 0=00000000000000 9

MalTa g AmguntDue §  E00.00
'_-':'NFHC AGEMNCY Amount Erclosss
Buraau of Inglan Afalrs fr— 1 iy 2 02 o e et S armer
PO, Sox 9017 i e nllm'!ﬂindl.un
N - = s i P
Prescolt Arizona §6304-9102 iaimarmant (THN 00 S0

g

e Review a sample of owner accounts by searching for payment by the
contractor ID.

e If no match for the outstanding invoice was found by researching TFR or TFAS,
access TAAMS to see if the invoice was voided. See the TAAMS User’s Guide
for instruction.

e Invoices must be voided in TAAMS prior to requesting them voided in TFR.

o If appropriate, prepare an email requesting a TFR invoice be voided or marked
paid based on the research.

e The email subject line should read: “Void Invoice” or “Mark Paid”.

e Multiple invoices may be submitted on an email; however, do not combine in
one email requests to void invoices with requests to mark invoices paid.

« Highlight and copy the appropriate TFR screen shot that applies to the invoice
being voided or marked paid from the outstanding invoices search.

Beturn to TFR LOCKBOX Mew Search
Idenn TFR Invoice Query Results

CROW CREEK AGENCY

. Troeoi wtractor Natne mentrbratee [0 ournent [0 roice & Dimie Diate ‘mnted? -l

-ﬂi___——\
156271 DAN HALL 000148700035 AA143421002410611 ATT 1,562 50 01 Nev 2007 Invaice
3 56389 ORI VOICE 000172100072 A&143421003450611 ATT 63000 01 New 2007 [nvoice
4 56429 ORIN VOICE 000202100012 A&143421003630611 ATT 87.50 01 Nov 2007 Invaice

556432 DON MCGHEE 000214000002 AA143421002180611 AT 1,596.40 01 New 2007 Invaice

o Paste the copy in the body of the email request.

o Forward the request to a Lockbox Liaison for review.
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o If the Lockbox Liaison concurs with the request by the agency to void or mark an
invoice paid, the Lockbox Liaison will forward the request via email to BIC for
processing.

e The email states that the Lockbox Liaison concurs with the request.
e The original email request submitted by the agency is attached.

o The email will be addressed to the original BIA requestor and the BIC staff at
OST _Inc_Collections_Team.

12072007_TA
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Sample Lockbox Liaison Email to BIC

YOVEOOSEeYY Dori To Loren B Jim/OST/OS/DOI@DOI, Daniet
@ Duran/PHOENIX/BIA/DOI Cox/OST/OS/DOI@DOI, Leslie Estes/OST/OS/DOI@DOI
“ g " cc Clayton Seoutewa/ALBUQUERQUE/BIA/DOI@BIA, Steve
ahprd 11/16/2007 03:17 PM Davis/ALBUQUERQUE/BIA/DOI@BIA, Peter

-
FITYYVYTEVYIvY Fredericks/GST/OS/DOI@DOI
bee

Subject Vold Invoice

Loren/Daniel/Les -

Per the agencies request, please void the below listed invoices, once void is completed,
please reply back to all listed on this e-mail. Thank you.

SR Dori Affen Duran
'\' ' Lock Box Liaison
( ,..;. Soutftivest Region

:7 23 505 816-1494

Mo, SOS 816G-1319 Fax;
--—- Forwarded by Dori Duran/PHOENIX/BIA/DOI on 11/16/2007 03:14 PM --—

Steve :

Davis/ALBUQUERQUE/BIA/ To Dori Duran/PHOENIX/BIA/DDI@EBIA, Peter

[ae]] Fredericks/OST/OS/DOI@DOI

11/16/2007 03:13 PM cc Clayton Seoutewa/ALBUQUERQUE/BIA/DOI@BIA

Subject Outstanding invoices for Zuni

Dori,

| spoke to Rosetta Epaloose today, She asked me to send an E-mail to you,

Please void the attached invoices:

1 5037 ZUNI INDIAN 0003339000 MM707217885 1,637.0 21 Sep Involg
2TRIBE 10 BS 0 2007 &

3 555CENTURYTEL OF THE 0020017 MM70721505576 2,000 26 Oct  lavo
79 SOUTHWEST, INC. 04275 9823BS - 00 2007 e

Please reply to all the individuals addressed on this e-mail.
Thanks

Steve

e When BIC completes the actions requested, they will notify via email all
individuals addressed on the submittal that the requested action is complete.

Step 3: Determine if a valid past due invoice was returned as undeliverable and
provide the correct address to OST, if required.

e 25 CFR 162.247 states “...the tenant’s obligation to make [rent] payments in a
timely manner will not be excused if such bills or invoices are not delivered or
received”.

12072007_TA
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« Undeliverable invoices are returned to OST in Albuquerque. If a new address is
affixed to the envelope by the post office, OST reprints and remails the invoice.
If no forwarding address is provided, OST contacts the servicing BIA agency to
research and provide the correct address.

Step 4: Within five (5) business days of an outstanding invoice becoming past due,
input penalty per the contract on the encumbrance record *“other payment
terms” screen in TAAMS. Penalties will only be assessed for agency pay
recipients. (For direct pay recipients, see 25 CFR 162.248 (a))

o Indicate “Distribute to Owners — Yes” so that the information will upload to TFAS
and TFR will generate an invoice. See the TAAMS User’s Guide for further
instruction.

e When payment is received, the funds will automatically match and distribute to the
appropriate TFAS accounts.

Step 5: Within five (5) business days of an outstanding invoice becoming past due,
mail a 10-Day Show Cause Notice to the past due contractor.

e Include the penalty assessed from Step 4 in the amount due on the notice.

Sample 10-Day Show Cause
(Adapted from the BIA Leasing & Permitting Procedural Handbook)

UNITED STATES DEPARTMENT OF THE INTERIOR
BUREAU OF INDIAN AFFAIRS

In Reply Refer to: December 8, 20
Real Estate Services

(406) 555-1234

CERTIFIED MAIL RECEIPT NUMBER 7000 1670 0000 4613

Mr. Brown

123 Ace Street

Hometown, WY 12345

Dear Mr. Brown:

This is in reference to your lease on the following allotment:

Allotment No. Contract No. Rental Amount Due  Penalty Amount Due

0123-A 0-12335 $1,000.00 $100.00

In accordance with the Lease Contract and Code of Federal Regulations 162.251, you are hereby
informed that you have ten (10) business days from your receipt of this letter to show cause
as to why the above lease(s) should not be cancelled. No extensions of time will be granted.

12072007_TA 11
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Be advised that penalties will be assessed for late payments in accordance with the terms of the
lease contract(s). A copy of this letter is being forwarded to you by regular mail to insure that
you have received it.

You may direct any questions concerning this correspondence to our Realty Estate Services

Office at (406) 555-1234.
Sincerely,

Agency Superintendent

e See the appropriate BIA Handbook and relevant sections of 25 CFR for detailed
contract compliance requirements.

12072007_TA
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Attachment 2 Procedure for Monitoring and Clearing Trust Fund
Payments from Trust Funds Receivables

1. Purpose

This procedure implements the trust fund payments requirements in National Policy
Memorandum NPM-TRUS-21, titled Monitoring and Clearing of Invoices and Trust
Fund Payments from Trust Funds Receivables. This procedure explains the steps for
resolving trust payments that did not automatically match an invoice in Trust Funds
Receivable (TFR) or rejected when presented to the Trust Funds Accounting System
(TFAS) for distribution to beneficiary accounts.

Note: This procedure will be amended when the Trust Asset and Accounting
Management System (TAAMS) Accounts Receivable (AR) module is implemented.

2. Scope

This procedure pertains to the Bureau of Indian Affairs (BIA) personnel responsible to
ensure payments distribute to the appropriate TFAS account(s) and to take corrective
action to ensure payments that do not automatically match an invoice or automatically
distribute to the appropriate Individual Indian Monies (I11M) and Tribal accounts are
researched and resolved before the next posting cycle. Trust payments must post to an
IIM or Tribal TFAS account within two (2) business days of deposit or notification of
deposit by electronic means (e.g., IPAC, EFT, and ACH).

3. Process

Step 1: Review payments received and deposited by the Lockbox.

o Every day after the Check Deposit Report is available, access TFR to review the
day’s deposit.

e The last date and time checks were updated in TFR scrolls in a message across
the TFR main menu screen.

e Click on the Check Deposit Report.

12072007_TA 1
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Trust Funds Receivable (Lockbox)

;ﬁwﬁ December 05, 2
..., Automatic TFR. Checks Updated as of 04-Dec-07 05:07 PIL, Manual Checks Updated as of 04-Dec-07 05:07 P, Retwnt
Antomated Funds Receivable Processes . ;
- Funds Recepw TS

B3

Lockbox Processing
o Cuery Manual System (Lookup Checks)
o Outstanding Checks Eeport and Processes (Manual Checks Updated as of 04-Dec-07 05:07 PLI)
o Chuery System (Lookup Encumbrances, Invoices, Checks)
(Automatic TFR Checks Updated as of 04-Dec-07 05:07 PMD)

o Cuery Did Mot Process (DIE) Ttems

Reports

| Check T it Beport all futomated
* ECX LERORLRERD Manu e L) o Cuery Returned Checks System (Lockup Checks)

« Converted Agencies Metrics Reports End-of-Fizcal- Vear 2007 (fRainaed Ched.{s Dkl e aDCE0 I 1N
7Y Batch and A dustments Eenort o Check Depostt Report (Returned Checks)
* S Dalth ahd AG[USHNEents beport

Select an agency from the drop down menu.

Select either a deposit date “equal to” to review a specific day’s deposit or
deposits within a date range by selecting “after” from the drop down menu in the
first “Deposit Date” field and “Before” in the second Deposit Date field.

e A date can either be entered as mm/dd/yyyy or by clicking on the calendar and
selecting a date.

TFR defaults to show only non-posted checks. To see all checks received on a
specific date or within a date range, click the “All Checks” button in Print Checks.

Click “Run Report™.

TFR LOCKBOX

Check Deposit Report
Agency CONCHO AGEMCY 1 Summeary Beport: O ¥es GO Na
TAAMS Area b O Only non-Posted Checks
2F215 Mumber Prnt Checles: ) Ople Posted Checle
) A1l Checks
CT Number
Depostt Date: equal to ¥ B Depostt Date: | hefore ™
Return to Menu ] [ Run Report

« Determine if payments for the agency were received by the Lockbox and
deposited.

12072007_TA 2
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TFR LOCKBOX

Eeturn to
Ifenu

Mew Eepott

Print Report

TFR Check Deposit Report
((Agency 1= "BOS5"))

CT MU

m Matme

Automated Trust Funds Recervable

CONCHO AGENCY

CTOSB351405
1 77 UNIT PETROLEUM COMPANY Iul 11,2005 BF351405  CTOSBS51405 22457
CTO5B351405 BUB TOTAL 22357 0.00
CT0SB351433
2 97 EOGEEZOURCES Augd, 2005 SF351433 CTOSB351433 41844
3 98 EOGEESOURCES Augd, 2005 SF351433  CTO5B351433 480,00

If payments for the agency were received and deposited today, proceed to

Step 2.
« If no payments for the agency were deposited today, but payments are still
outstanding that were_received before today or within a date range, either by
hard copy check or by electronic means, proceed to Step 3.
Step 2: Review checks deposited today.

Invoices and Checks)”.

Access the TFR main menu and click “Query System (Lookup Encumbrances,

Currenit User: Cynthia Blating

Automated Funds Receivable Processes
(Converted Agencies)

Lockbox Processing

« Cery System (Lookup Encumbrances, Inveices, Checks)

Reports

Check Depost Beport (hlamial/ Automate d)
Converted Agencies Metrics Reports
Converted Agencies Metrics Eepotts End-of-Fiscal-Year 2007

ZYT Batch and Adjustments Beport

“Advanced Search”.

12072007_TA

Trust Funds Receivable (Lockbox)

December 05, 2

IST. . ., Automatic TFE Checks Updated as of 04-Dec-07 05:07 PM , Manual Checles Updated as of 04-Dec-07 05:07 PII | Returne

Funds Receivable Manual Process

Ouery Manual Svstem (Lookup Checls)
(Mlanal Checks Updated as of 04-Dec-07 0507 PN

Chuery Dhid Mot Process (DME) Items

Chuery Eeturned Checles System (Lookup Checks)
(Returned Checks Updated as of 04-Dec-07 0507 PM)
Check Depost Beport (Betumned Checles)

In the Checks section of the query form (bottom one-third of the screen), click
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TFR LOCKBOX
Converted Agencies Lockbox Query Form
Encumbrance ID Contractor MName
Document ID Invoice Generated 7 O Yes, O Mo
| Search Encumbrances | +Click for A dvanced Search
Tnwoice Mum Contractor Mame
Date Invoiced equal to v B
+ Click for A dvanced Search
Check Eecord Number Check Mame
Deposit Date: equal to v =
| Search LockBox Checks | +Click for & dvanced Search

e Select an agency or region from the drop down menus and change the Deposit
Date field to a specific date.

TFR LOCKBOX
Converted Agencies Lockbox Query Form
Encumbrance ID Centracter Name
Document ID Inwoice Generated 7 O Yes, O No
| Search Encumbrances | +Click for A dvanced Seatch
Inweice Mum Contractor MName
Date Inveiced equal to % |
+ Click for Advanced Seatch
Check Record Check Wame
Number
CT XU Batch Number
Eeoion L3 atus W
Rsplay Archived O Yes, ®No
FORT PECK AGENCY A4 - T
Agency ecks Also
Depostt Date: equal to v |[12/5/2007 ] Depostt Date: before v &
[ Search LockBox Checks ]

e Click “Search LockBox Checks”.

12072007_TA
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EReturn to
Ilenu

TFR LOCKBOX
TFR Check Query Results

FORT PECK AGENCY

1 65824 05 Dec 2007

265826 05 Dec 2007

365825 05 Dec 2007

4 65823 05 Dec 2007

565827 05 Dec 2007

Contractor Harme Batch Number

John Taflan PC12TT22470 New

Latest Corarnent - Oblizating Doc #505647011, Cont #10%'140917 DAL T wdbe Tmeed DL

406768 5112 - 12052007 1239 P MDT (FBIVENS)  Matched
John Taflan PCL2TT22472 New

Latest Corarment - Ohligating Doc #505647013, Cont #1028 060812, POC: Lyr 2tte Boyd, Phe

406 762 5112 - 120572007 12:40 I MDT (FEIVENS)
John Taflan PC12TT22471 New

Latest Cornreent - Ohligating Doc #303647012, Cont #1077 "7"7 =77 7
406762 5112 - 120512007 12:40 P MDT (FEIVENS) ~ Matched

John Taflan PCI3TT22460 MNe x

Latest Corrnent - Oblizating Doc #503647010, Cont #102 7030212, POC: Ly stte Bowd. Ph:

406.762.5112 - 1200572007 12:38 P MDT (FBIVENS)
Werner Farms PCI2TT22473 Hew

Latest Coraraent - Ohlizating Doc #505647024, Cont #1027170812, POC: Lymette Boyd, Ph:

406768 5112 - 120572007 12:41 FIM MDT (FBIVENS)

Sub Total

Q563

210,00

150,00

464 63

1510

113536

Processed - .00 Open - 1,135.36 Check Total --- 1,135.36

o Identify the payments listed:
« with no invoice associated;
e where the payment was matched to the wrong invoice; and
e where the amount paid does not match the amount invoiced.

e Proceed to Step 4.

New Search

Print Worlesheet

Action | History

Action | History

Action | History

Action | History

Action | History

Step 3: Review payments deposited before today or within a date range that have
not yet been distributed to TFAS accounts; i.e. outstanding payments.

Note: It is the policy of BIA to distribute trust land use payments made by check
within two (2) business days of deposit at the Lockbox or within two (2) business
days of notification of receipt of electronic payment.

e Access the TFR main menu and click “Outstanding Checks Report and
Processes”.

12072007_TA
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Trust Funds Receivable (Lockbox)
Cutrent ser: Cynthia Slating December05, 2

3T . ., Automatic TFR Checks Updated as of 04-Dec-07 05:07 PI , Manual Checks Updated as of 04-Dec-07 05:07 P, Returne

Automated Funds Receivable Processes

\ . Funds Receivable Manual Process
(Converted Agencies)

Lockbox Processing
o Cuery Manual System (Loolkup Checles)
s Outstanding Checls Report and Processes (Mamsal Checks Updated as of 04-Dec-07 0507 FM)
e e oo . dsmat 5, Checlos)
(Automatic TFR Checks Updated as of 04-Dec-07 0507 PID

o Ouery Did Not Process (DNE) Ttems

Reports

s Check Deposit Report (WManuallAutomated)
o Converted Agencies hMetrics Reports
o Converted Agencies hetrics Feports End-of-Fiscal- Year 2007

o 27 Batch and Adjustments Beport

o Ouery Beturned Checles Swstem (Lookup Checles)
(Returned Checks Updated as of 04-Dec-07 0507 PLI)
s Check Depostt Eeport (Beturned Checles)

o Select a Region or Agency from the drop down menu and change the Deposit
Date field to a specific date or date range.

« Although a specific check status (e.g., outstanding, rejected, re-submitted) can be
selected from the drop down menu in the Status field, the system will default to
display all outstanding checks.

o Status references are:

Status Description

New Payment less than 2 days old

Outstanding Payment more than 2 days old and no resolution activity indicated
Reject Payment presented to TFAS that rejected

Matched Payment that has been matched to a TFR invoice record
Submitted Payment that has been matched to an invoice record and is ready

to be submitted to TFAS

Re-submitted Payment that rejected the first time it was presented to TFAS but
has been re-submitted for posting

Manual Post Payment to be manually posted to TFAS

Posted Payment that has been posted to TFAS

12072007 _TA 6
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Region: ALL Regions
|Agenl:y: ZHEYEMNME RIWVER AGENCY

Check Record Contractor
] Nogon |

Nunber:

CT NTIM: | Batch Number: |

Deposit Date: |equa| to V|| |H Deposit Date: |bef0re V||

’ Return ta Menu ] ’ Fun Repart ]

e Click “Run Report”.

Eeturn to New Search

Menu TFR LOCKBOX

Outstanding Checks Report/Process

CHEYENNE RIVER. AGENCY
1 65407 04 Diec 2007 DARFEN DUCHENEATTE CT124330450 141725 New Check

Latest Coraraent - I gawe the wrong Special Deposit Account. The right account is
3402081114, - 12052007 2:10 PBI MDT (monal)

2 63408 04 Diec 2007 FANNY BREWER CT124330450 1,35583 New Check

Latest Corarent - Landsale. Paperwork submitted to Sonya Shaving, OF TR, - 12052007
123 PW WDT {tlehean)

3 63520 04 Diec 2007 MICHAFL LONGBREAKE CT124339450 44400 New Check

Latest Corronent - I did a TFE. Worksheet on 120552007 to deposit account 3405081117 -

He Lands. - 12052007 2:13 PR MDT (raonal)
718 04 Dec 2007 ROMEY GUNVILLE CT124339450 5,762.94 Reject Check,
v - 66417, Dae - 01 Dec 2007, ROMEY GUNVILLE - Lease -3401002580308 (Auto 5,762.94 Reject Invoice
Iatch 12/04/2007)

o If the payment status is “reject”, click the “Action” button to view the TFAS
reject message (in red) and the OST reconciliation note for more information.

=} Select Invoices to Match - Microsoft Internet Explorer

Check Numnber/Deposit Date 64712 - 04 Dec 2007 Wiew History  Status -Reject
Check IName EOMEY GUNVILLE (CHEYERNIMNE EIVEE AGERCY )
Amount Paid 5,762 94
CT CT124A335450 View Checls
OST Batch
DIatched to Invoice(s)
Tnw # IName Lease # Inv At Status
56417 ROMEY GUIMNWVILLE 3401002580308 ATT 5,762.94 Reject

Reason Rejecied: CATCTTLATED TRACT ID OUT OF UNITY (12052007
Reason Rejected: TRACT IDOUT OF UHITY (12/052007)
Reconciliation Note: |12/5/2007]
Check Amount Left To Allocate Q.00

Comments

12072007_TA 7
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o Identify the payments listed:
e with no invoice associated,
e Wwhere the payment was matched to the wrong invoice;
e where the amount paid does not match the amount invoiced; and
o Wwhere the payment rejected when presented to the Trust Funds
Accounting System (TFAS) for distribution.

o If the TFR Outstanding Checks Report/Processes is unavailable, access
Stratavision to review the Encumbrance Rejected Items Reports, single and multi-
tract (see Exhibit 1 - Accessing Stratavision Reports).

Step 4: If required, research the payments not yet matched to an invoice.

e Access the TFR “Query System (Lookup Transactions)” screen.

Trust Funds Receivable (Lockbox)
Current User: Cynthia Slating December 04, 2

Iessage: Invoices hav

Automated Funds Receivable Processes
(Converted Agencies)

Funds Receivable Manual Process

Lockbox Processing

o Ouery Mamal Svstem (Lookup Checks)
s Untctanding Checke Benar and Drocesces (MO hanual Checks For 053-Dec-07)

o Cuery System (Lookup Encumbrances, Inweices, Checls)

7 TEE Chocks Tipdated oo of 13 Dec 0701 21 FUT

Reports

o Ouery Did Mot Process (DINP) Items

o Check Depostt Report (Manual/Automated)
v Comverted Agencies Metrics Renorts o« Ciery Beturned Checks System (Lookup Checks)
- - : d Checks Updated as of 03-Dec-07 01:21 PL)
o Converted Agencies Metrics Reports End-of-Fiscal-Tear 2007 (Retusne P
v 77 Batch and Adistments Report s Check Depostt Eeport (Beturned Checles)
L1 Datoh and AGUSINEnts Lepott

e Inthe “Search Invoices” section, enter the payor name in the Contractor Name
field from the payment record.

Return to Menu TFR LOCKBOX
Converted Agencies Lockbox Query Form

Encumbrance ID Contractor Mame
Document ID Invoice Generated 7 O Yes, O Mo

[ Search Encumbrances ] + Click for Advanced Search
Tnvoice Mum Contractor Mame “irgina Traversie
Date Invoiced equal to v g

+ Click for Advanced Search

e Click “Search Invoices”.
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Eeturn to TFR LOCKBOX HNew Zearch
Iderm TFR Inveice Query Results
CHEYENNE RIVER AGENCY
J actor Marme Encuribrance 10 Docurment [0 ) Printed?
| C t it Date
1 66438 VIEGINA TEAVERSIE 000477300031 AA01E4010058220510 ATT 00001 Dec 2007 Yes Invoice
Sub Total 0.00

« If there is not an outstanding TFR invoice, research TFR encumbrance records.

e Access the TFR “Query System (Lookup Transactions)” screen.

Trust Funds Receivable (Lockbox)
Current User: Cynthia Slating December 04, 2

IMessage: Invoices hav

Automated Funds Receivable Processes
(Converted Agencies)

Funds Receivable Manual Process

Lockbox Processing

o Cuery MMamal Svstem (Lookup Checks)
e (MO Manual Checks For 03-Dec-0T)
o Ouery System (Lookup Encumbrances, Inveices, Checls)
R T

o Ouery Did Mot Process (DINP Items

Reports

o Check Depostt Report (MWManual/Automated)
o Comverted Agencies Metrics Renorts o Ouery Eeturned Checls System (Loolup Checls)
- - : d Checks Updated as of 03-Dec-07 01:21 PL)
s Converted Ag Metrics Reports End-of-Fiscal-Vear 2007 (Returne o
z;ngzt:h a0 deAnsilissthnt::;{e eo:t ffle ol s = s Check Depostt Eeport (Beturned Checles)
* 1 Dalth and AGUSTINENS Lepotl

e Inthe “Search Encumbrances” section, enter the payor name in the Contractor
Name field from the payment record.

TFR LOCKBOX

Converted Agencies Lockbox Query Form

Encumbrance ID | | Contractor Name |Elrenda Lernman
Document I | | Tnvoice Generated 7 O Yes, O Mo
[ Search Encumbrances ] + Click for & dvanced Search

e Click “Search Encumbrances”.
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Eeturn to s = Hew
Il TFR LOCJI\BOB Search
TFR Encumbrance Query Results

* - indicates the contractor's address is INOT in the system.

CHEYENNE RIVER AGENCY
ractor Name Encumbrance |Document ID Agency| Direct\Next Pay Date
jin) : Y
1 3400000420 GILEERT MARHSALL AND 000006102334  AA013401003440712 AU 000 000 01 Dee 2007 o
BRENDA LELMON -
2 3400000420 GILBERT MARHSALL AND 000006102335 A A013401003430712 ATI 000 000 01Dec 2007 Mo
BRENDA LEMMON —
Sub Total 0.00
Arnount Total 0.00

* _indicates the contractor's address is :OT in the system.

o If the encumbrance record indicates that an invoice has not yet been generated,
click “No” and OST will generate the invoice the next day so a match between the
payment and the invoice can be completed. Proceed to Step 8.

e Hoveron (i.e., place the cursor over) the contractor name to display the
current address information of the contractor. If incorrect, change the
contractor address in TAAMS and TFAS Name & Address. See the
appropriate User’s Guide for further instruction.

o |f there is not a TFR invoice and/or encumbrance record to associate with the
payment, research TAAMS. See the TAAMS User’s Guide for further
instruction.

o |facontract record is found in TAAMS, ensure the contract has been
approved and payment terms applied.

e Review information on the TAAMS contract payment terms screen:

Status Description

Pending Payment information has been uploaded to TFAS, awaiting
an invoice number (usually between 90 and 45 days before
payment due date).

Billed A TFR invoice has been generated (usually within 45 days
of payment due date).

Future Payment information has not been uploaded to TFAS
(usually more than 90 days before the payment due date).

« If the payment term has been applied, the contract record approved and the

12072007 _TA 10
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Step 5:

Step 6:

next due date is within 45 days but the TAAMS status is “pending” rather
than “billed”, contact OST Branch of Income Collections (BIC) to
determine the reason an invoice has not been generated.

o If the payment term has been applied and the next due date is more than
90 days in the future, proceed to Step 5 to provide posting and/or
contractor refund instructions to BIC.

e The new or revised data will upload to TFAS in the nightly upload file and
the payment will match the TFR invoice record and distribute to the TFAS
IIM and Tribal account(s) in the next posting cycle.

If a forestry advance payment has been received and the tract under lease has
both trust and non-trust owners, notify BIC immediately that the payment
must be manually distributed.

o Ensure that the contract payment term was encoded in TAAMS as
“Distribute to Owners — No”.

If a past due payment has been received for a contract that expired or
terminated before the agency’s TAAMS conversion date, initiate the
appropriate compliance action in accordance with the applicable regulation
(e.g., invoice for late payment penalties) and encode a Receivables Document
in the TAAMS Leasing Module. See 25 CFR and the TAAMS User’s Guide
for further instruction.

Proceed to Step 8.

If a payment was matched to the wrong invoice, contact the BIC Primary
Regional Contact immediately by the fastest means possible so that the
error can be corrected before funds are distributed to the wrong 1M and
Tribal account(s).

If required, research a payment where the amount paid does not match the
amount invoiced.

If the payment received is within twenty-five cents ($0.25) of the amount
invoiced, BIC will adjust the payment amount to compensate for rounding
differences and distribute the funds. No further action is required by agency staff.

If adjustments were made to a contract after the invoice was generated, correct the
payment due in TAAMS. See the TAAMS User’s Guide for further instruction.

When the new payment term uploads from TAAMS to TFAS, TFR will
generate a new invoice and BIC will make a manual match.

12072007_TA 11
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e Ifatrust and non-trust payment are combined in one payment (e.g., rental and
administrative fee combined in one check), the non-trust portion should be posted
to the OIP Transfer Account in TFAS and a SF-1081 prepared to transfer the non-
trust funds to the appropriate account in the Federal Financial System (FFS)
within three (3) business days of posting to the OIP Transfer Account (see Exhibit
2 — Instructions for Completing Form SF-1081).

e The SF-1081 must include the following information:
o Customer Agency Section containing the Disbursing Agency
information;
« Billing Agency Section containing the Receiving Agency information;
o adetailed explanation of funds to be transferred; and
« areference to attached supporting documents.

e Proceed to Step 8.

Step 8 Describe any action taken or distribution instructions in the TFR “Add
New Comment” field for the payment record.

e Click the “Action” button in the Outstanding Checks Report/Process payment

record.
Eeturn to S - MNew Search
Mems TFR LOCKBOX
Outstanding Checks Report/Process
CHEYENNE RIVER AGENCY
1 GRA07 04 Diec 2007 DARREN DUCHENEATTXE CT124330450 1,417.25 Hew Check

atest Cornrnent - [ gavee the wrong Special Deposit fiocount. The nght account is
3405021116, - 12/05/2007 2:10 P WDT {monal)

2 63498 04 Dec 2007 FANNY BREEWER. CTI124339450 1,35583 New

Latest Cormnent - Landsale. Paperwork submitted to Songa Sharing, OF TR, - 12052007
1:23 PIV MDT (rlebean)

2
&
i

=

e Click “Add Comment”.
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2} Select Invoices to Match - Microsoft Internet Explorer

Check Number/Deposit Date 65457 - 04 Dec 2007 Status -New
Check Name DARREN DUCHENEATK (CHEYENNE RIVER AGENCY )
Amount Paid 141725
CT CT12433%9450 View Check
OST Batch

Check Amount Left To Allocate 141725

Comments

12/05/2007 2:10 P MDT I gave the wrong Special Deposit Account. The nght account 15 menal
3405081116
12/05/2007 2:08 PM MDT T did a TFR Worksheet on 12/05/2007 to deposit this amount in this monal

account 34035081117 - FMHA Lands.

Invoiced TFAS Amit

Imvoice

Num Contracior Name Agency Lease et Due Due Daie

72904 DARREN &IOR MICHELLE ANADARKO AGENCY 3040506170709 ATT 0.00 0,00 010112008 Irsoice
ALHSHAPANEK

46733 DARREN &IOR MICHELLE. ANADARKO AGENCY 3040506170709 ATT 0.00 0,00 010152007 Irsoice
ALHSHAPANEK

73094 DARREN BAKER LNADARKO AGENCY 3020494320408 ATT 1,500.00 1,500.00 01/01/2008 Trceoice

73101 DARREN BAKER ANADARKO AGENCY 2020494210408 ATT 1,650.00 1,650,00 01/01/2008 Trvoice

73320 DARREN BAKER ANADARKO AGENCY 2020433200312 AT 43000 450,00 01/01/2008 Trevoice

73592 DARREN BAKER ANADARKO AGENCY 2020492220509 ATT 1,650.00 1,650,00 01/01/2008 Treoice

u TP LER ANADARKO AGENCY 2020494660509 AT 0.0 0,00 01/01/2008 Irsroice. ¥

o Add progress detail and posting instructions. Click “Insert Comment”. TFR will
automatically record who entered the comment, on what day and time.

TFR LOCKBOX

Comments on Check

RecNum: 63110 Byv: Crlating

Comments: |This iz a test.

Insert Comment l [ Close Window

o If the payment will never have an invoice to match in TFR; e.g. SSI or VA
checks, forestry or land conveyance payments, enter posting instructions and
describe any supporting documentation that will provided to OST to the comment
field.

e The payments must be posted manually through Customer Stratastation
(CSS).
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Step 9:

Step 10:

Step 11:

Bring issues preventing the timely processing of trust payment to the
attention of the Deputy Regional Director for Trust and the OST Regional
Trust Administrator for resolution.

If required, refund overpayments or return incorrect payments to the
submitter.

Add a comment in the TFR payment record that the money should be
refunded and BIC will post the funds to the 999 account.

Deliver a SF 1034 - public voucher (PV) and Form D-3 (IIM accounts) or TD-
3 (Tribal accounts) to OST Field staff so that a disbursement check will be
mailed to the payor within three (3) business days (see Exhibit 3 — Sample SF-
1034 and Form D-3 and Instructions — 1IM Non-Scheduled Check or Direct
Deposit Request).

If an underpayment, determine the penalty charges due pursuant to the
contract terms.

o Input penalty charges per the contract terms on the contract record “other payment
terms” screen in TAAMS. See the TAAMS user’s Guide for further instruction.

Indicate “Distribute to Owners — Yes” so that the information will upload to
TFAS and TFR will generate an invoice.

When late payment charge is received, it will automatically match and distribute
to the appropriate TFAS accounts.

o Mail a 10-Day Show Cause Notice to the delinquent payor, indicating the rental and
penalty amounts due. See Exhibit 4 for a Sample 10-Day Show Cause Notice.

o See the appropriate BIA Handbook and relevant sections of 25 CFR for detailed
contract compliance procedures.

Step 12:

If required, open or reopen appropriate TFAS accounts (see the OST Desk
Operating Procedure Volume I, Section I - Account Maintenance and
Exhibit 5 - Policy for Assigning Individual Indian Money Account/Owner
ID Numbers for further instruction).

e Under very specific circumstances, the payment may be posted to a TFAS Special
Deposit Account (SDA). There are only 3 instances in which depositing funds
into an issue-specific TFAS SDA instead of an I1M or Tribal account is
allowable:

1. Awaiting a solicitor’s opinion or policy decision
2. Under appeal or involved in litigation
3. Awaiting completion of a Cadastral survey
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Supporting documentation must be supplied before OST will open the issue-

specific SDA. All funds to be posted to the issue-specific SDA account must be
covered by the exception and supporting documentation.

Step 13: Daily, access the Income Distribution Reports (either single or multi-tract)
in Stratavision to review which TFAS accounts and in what amounts a

payment was distributed the previous night (see Exhibit 1 — Accessing
Stratavision Reports).

Notify BIC Primary Regional Contact immediately if a payment was posted to a
TFAS account in error.

If notified immediately, BIC can correct the error before money is disbursed to
the wrong recipient.
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Exhibit 1
Accessing Stratavision Reports

I.  Access the Income Distribution Reports in Stratavision

1. Double click on the Stratavision Icon on your desktop.

Stratavision Panagon Report Manager 4.0.Ink

2. Enter your User Name and Password and click “Logon”.

Panagon Report Manager Desktop Logon g

User Mame |cslating Logon |
Password [ g Cancel |
Domain |ST

[ Usge Current Windows Lagon Connection <<

Traffic Service Connections
Froperties. ..
Mew...

3. Click on “File” in the header and select “Open Document”.

4. In the Folder(s) menu, scroll down to “TRUST 3000 DAILY REPORTS/TAAMS
INTERFACE” and click on the display.

5. Inthe File Date fields, enter the date range of the report(s) you want to review.
For example, if you wanted to review the distribution of payments that were
deposited on August 1, 2006, click on the down arrow in the “From” field and
select August 1 on the calendar. Click on the down arrow in the “To” field and
select August 2 on the calendar.

6. A. Inthe Document(s) menu, scroll down to “Income Distribution” and select the

report for the appropriate filing date; in the example above, “Income
Distribution jm428inc.001 August 1, 2006”. Click OK.
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Open Docume &

Falder(z] Document(z)
0 TFAS STATEMENTS ~ Document Mame | File Marne | Filing D ate | Pages | ~
g lnglBiilEMNl AT D Encurbrance Recon  jmd28pr.003  Augll 2. 12
£ Trust 3000 Daily Reports D Exp!rat!on Deta!l Fpt !m4289:4p.EIEI'I Augl22. 4
= [TRUST 3000 DAILY REFORTS D Ewpiration Detail Rpt jmd2Bexp 001 Aug 01 2 4
[ Trust 3000 Monthly Reports D Income Allocation imd428inc.0 Augl22. 5
£ TRUST 3000 WEEKLY REPOR’ 1
=] wHANDOTTE D Mizsing Real Property  jmd28rpr 002 Augl22.. 3
|‘E .D.Anll_.\i. v v D tizsing Feal Property  jmd28ipm.002  AugOl 2. 3
s 3 Q Multi Reject imd28pm. 003 AugD22.. 4 s
Type File Date

[~ |

|[AI\ Document Types] Fram |Aug 01 2008

| To |Aug 022006

Properties... | Refresh | 0K Cancel | Help |
The following report will display:

= H & rn: ddd S U Sy AER BEE 7 I+
7 1 0m bl 4 z ] ] 11 u N C c [i] [i] s TT 11 u N C c
T 7 n n 1z B ] II H H C E 0 ] 3 TT II H H C E
313 i hid 4 szpezr 8888 IIIT W N cooo 0000 33888 TT IIIT W N cooo
ENCUMBRANCE INCOME ALLOCATION REPORT FROM LOCEEOX 1 CREATED ON 8/1/06 AT 6:23 M TOLERANCE: .0000005000 PAGE: 1
PEPORT DREFARED FOR: 0ST MASTER ID ON 8/z/06 AT 4:23 BM UITH & BATCH DATE OF 3/1/06
ENCUMBRANCE INVOICE § TRACT ID CONTRACTOR § CONTEACTOR NAME AMOUNT DUE  AMOUNT PAID  DUE DATE
000157700020 4083 802 1206 -B 802C072505 SPINDLETOF ENERGY LLC 1z0.00 12Z0.00 08725705

LCCOUNT # INCOME PAID OUNELRSHIE MONETART WARNING MESSAGES

S0EBOZ3987 0.50 0.0041666667 0.0041666667

S0ZUD0EZ11 £.00 00500000000 0.050000000L

S02U007157 18.01 0.1500000000 0.1500000004

80ZU007233 1.88 0.0156250000 0.0156250000

80ZUD08870 10.00 0.0833332330 0.0833333332

S02UD0887E 4.00 0.0333333330 0.0333333331

B0ZUD09137 0.76 0.0062500000 0.0062500000

8020005141 0.7¢ 0.0082500000 0.0062500000

S0ZUD09594 1.51 0.0125000000 0.01Z2E000000

20ZU0D10021 1.60 0.0L3E81Z500 0.013Z81Z500

SO0EUDLO0ZZ 0.10 0_0007812500 O.00078LZ500

S0ZUDL0023 0.10 0.0007812500 0.000781Z500

S02U010024 0.04 D.0002604167 0.0002604167

S0ZUDL00ZE 0.04 0.000Z604167 0.000Z604167

20ZUD1002Z6 0.04 0.0002604167 0.000ZE04167

s02UN11Z2E 24.01 0.2000000000 0.2000000005

S0ZUDLLT4E 3.76 0.0312500000 0.03LZ50000L

S02U017493 0.67 D.0055555556 0.0055555556

B0ZUD17437 0.67 00055555556 0.005E55E5E5E

20ZUD19278 0.67 0.0055E5E556 0.005E55E5EE

S02UD195E8 0.67 0_O05555E556 0.0055555556

20ZUDZ0Z94 0.67 0.0055555556 0. 0055555556

S0ZU0Z0672 0.25 0.00z0833333 0.0020833333

S0ZUDZ0E73 0.25 0.0020833333 0.00Z0833333

B0ZUDZ0675 0.25 0.00208232332 0.0020823233%

SO0EUDZZ598 0.67 0_O055E5E55E O.00D5555E5E56

B0ZUDZELZZ 0.38 0.0021Z50000 0.0031250000

g02U0z31zz2 0.38 0.0031250000 0.0031250000

BO0ZUDZ31Z3 0.37 0.0031ZE0000 0.0031250000

80ZUDZZLZE 0.37 0.0021Z50000 0.0031250000

RNPIING R7RS N A7 N NASPARRARE N NNSPNARAAR
sl rnf« | i
For Help, press F1 Page 1 of 11 UM

B. In the Document(s) menu, scroll down to “BSD Multi Tract Income
Distribution” and select the report for the appropriate filing date. Click OK.
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Qpen Document ﬂ

Folder(z)

Document(z]

Trust 3000 Daily Reports

s

Docurent Mame

| File Mame | Filing Date | ~

[TRUST 3000 DAILY REPORTSATAL

£ BSD hiulti Tract im428mlt.. Dec 0§ 2.
Trust 3000 Monthly Reports b Tract In -
TRUST 3000 WEEKLY REPORTS T —
WTANDOTTE EJ 3D Multi Tract Income Rejecte DecOEZ.
O DALY B Encumbrance Recan imd28rpr.. DecOB2.
T MOMTHLY D Encunibrance Recon jmd428rpr... DecOB 2.
0 STATEMENTS & Encumbrance Recon imd28pr.. DecO52.
0 WEEKLY v B Encumbrance Recan jmd28mpr.. DecOB2. o
e —
4 b £
Tupe File Date
| (#1l Document Types] - From | Dec 0 2008 | To |Deco7 2008 -
Properties... | Refresh | Ok | Cancel | Help
EED S BB R U/ AGHR BB ? B
BEUTH DATE: 1207406 DOT - OFFICE OF THE SPECTIAL TRUSTEE (03T)
INCOME ALLOCATION
BATCH DATE: 12706406
ENCUMERANCE INVOICE § TRACT ID CONTRACTOR CONTRACTOR NAME
oo0o4zz0000g ZLZZ0 201 L0ZZa 201C000032 8 HOWARD FETTIG
ACCOUNT # INCOME PAID OWHERSHIE HONETARY
30LlAD0Z119 §B.EE 0.019047&613 0.0Z034240832
301A002277 $4_86 00112244898 0.01Z23410671
Z0LN01l01ZE $0.54 0.001Z47165E 0.00L1271z291
3017301050 $3.72 0.0224489798 0.0246621242
201U000Z1S $9.7Z 0.0ZZ4423736 0.0Z468Z124Z
3010000491 $9.73 0.0224489798 0.0246621242
301000538 $17.01 0_0332867143 0.0431337173
20100005259 §6.820 0.015714Z857 0.017Z2774863
301000834 $9.73 0_0Z24483736 0.0Z46821247
301000854 $34.02 0.0785714Z86 0.0BE3874346
3010001011 $11.67 0.0265387755 0.029618549
201U001018 $62.05 O.LE71428E71 0.17Z7748631
3010001186 FIe.gg D.0EEEEEEEEE 0.072Z5242932
3011001377 $11_66 0_0ZE3387755 0_0F36185643
2010001501 §9.72 0.0Z2z24483796 0.0Z46821242
3010001679 $1.08 00024943311 0.0027424583
201001683 $11.67 0.0ZEA2877EE 0O.0Z3618543
3010002118 $1.62 0.0037414968 0.00411365874
30117002395 $1.038 0_0024943311 0.00Z7424683
2010002449 §8.51 0.01564Z28571 0.0ZLESE2E2E
301002742 $1.08 00024943311 0.00Z7424683
301002778 $E1.04 0.1178E71423 0.1Z3E811E13
3010003006 $8.25 0.019047619 0.0209424083
301002013 $8.EE 0.013047613 0.0Z034Z24083
2010002436 $1.08 00024943311 0.0027424583
301003705 $0_54 0_0012471655 0.0013712231
Folooozren §l.62 0.0037414%66 0.0041126274
3010004057 $0.54 00012471655 0.0013712291
ANITINd1 AN =R RN n N13R4AZRET] M N?1ESRRERR
YA SR ZIE -

Hint: Check the TFR Check Query Report first and note the Invoice No. for the invoice
that the payment was posted against. When you access a distribution report, click on the
binoculars on the top of the screen (search function), enter the invoice number you noted,
and the screen will display the payment.

I1. Access the Income Rejected Items Reports in Stratavision.

1. Follow Procedure | steps 1 -4.

2. Inthe File Date fields, enter the date range of the report(s) to review. For

example, to review the payments that were deposited on August 1, 2006 but were

12072007_TA

18



NPM-TRUS-21
Release # 08-12

rejected when posting to TFAS was attempted, click on the down arrow in the
“From” field and select August 2 on the calendar. Click on the down arrow in the
“To” field and select August 3 on the calendar.

3. A. Inthe Document(s) menu, scroll down to “Real Income Reject” and select the
report for the appropriate filing date; in the example above, “Real Income
Reject jm428inc.002 August 2, 2006”. Click OK.

Open Document

X

Folder(s) Diocument{s]
T TFAS STATEMENTS ~ Document Mame | File Mame ‘ Filing D ate ‘ Pages | ~
j igﬁ'BiitE Ml STATEMENTS E Real Diect Data Ma.. md28npd 002 Aug012. 3
g Trust 3000 Dails Reports B Real Encumbrance imd2Bexp 003 Aug 022 3
= [TRUST 2000 D;IL‘?HEF’DHTS‘ D Real Encumbrance imd28exp. 003 AugD 2. 3
3 Trust 3000 Monthly Feparts B Real Encumbrance ... n428sxp.002  Aug022. 4
1 TRUST 3000WEEKLY REPOR’ D Feal Encumbrance ... jm428exp.002  Aug 01 2. 4
=] waNDOTTE D Feal Incame Aejec i i 2 AuglZZ2. 4
|‘|:| DAILY v =|Real Income Rejact 4
— unmTine
< S B Real Property Data ... j 5 I
Type File D ate
| &1l Document Types) | From |Aug {11 2005 j To |Aug 012 2005 j
Properties. .. | Refresh kK | Cancel | Help |
The following report will display:
SER Sm MD h Sy UEYABER BODE | 7
J o o L] 4 g g II N N C a 1] = TT II n N C
J H H 4 Z a2 2 II N N C o] i} 5 TT II n N C
JI 7 H H 4 Z a2 = II N N C a 0o 5 TT II n N C
J J M M 4 Z 2 = II N N C C [u] 1] = TT II N N C C
J J )2 )2 4 b4 z 8 e II N N C c u} o= s TT II N N C c
JIT I I 4 SZZZZZ 5288 IIII N N CCCco Qooo SEE5S TT IIII n N CCCC

ENCUMEIANCE INCOME REJECTED ITEME REPORT FROM LOCEEOX 1 CREATED ON 241706
DEPORT PREPADED FOR:

08T MASTER ID

AT &:Z5 M

0N 8/2/06 AT

DAGE:

4:Z3 AM WITH A BATCH DATE OF 2/1/08

ENCUMERANCE INVOICE # TRACT ID

oools4lo0009

COMTRACTOR. # CONTRACTOR NAME

4086 502 17458

S0zZCO7Z505

SPINDLETOP ENERGY LLC

AMOUNT DUE

AMOUNT PAID

REJECT MESSAGES

CALCULATED TRACT ID OUT OF UNITY

JOE: JH4ZSINC

DATE: &/ Z/08 TIME:

Tt

4:23:13

EANE: 428 ID: 428

END OF REPORT &

Errs

a.

and select the report for the appropriate filing date. Click OK.
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Falders] Document(z)

Trust 3000 Draiy Fieports ~ Dacument Name | File Name | Fiing Date |

[ }F‘UtSBTDggUhE Dm‘-‘fHF’EP?F‘TS\W EBS0 Muki Tract imd28mlt.. DecDE2..

Tzl onithly Reports ) -
TRUST 3000 WEEKLY REFORTS E BSD Multi Tract Income Ilocatlon Dec 06
WwWANDOTTE -

O DALY imd428mr.. DecOB62.

O MOMTHLY E Encumbrance Recon imd28mpr.. DecOBZ.

O STATEMEMNTS E E Encurbrance Recon im428mr.. DeclBZ2.

0 WEEKLY . E Encumbrance Recon imd28pr.. DecOB2. o
e bt — bt
s @ 3 |8 | =

Type File Date

| (41l Dacument Types) | From |Dec 05 2006 j To |Dec 07 2006 j
Properties. . | Refresh | ok | Cancel | Help |

The following report will display

[ File Edit Wiew Comment Administration ‘Window Help

e %

H S 84k h ST U S AR BOE 7 I

BUN DATE: 1Z/07/08

DOI - OFFICE OF THE SPECIAL TRUSTEE (03T}
INCOME ALLOCATION REJECT

EATCH DATE: 12706708

TNITY
ENCUMERANCE INVOICE § TRACT ID COMTRACTOR CONTRACTOR. MAME WALUE
000033600133 23880 S0ZC034198 LLOYD &/0R CHAD EDGE 0.0000000000
REJECT MESZAGES
INVOICE AMOUNT IS ZERO
0003E0300005 26648 Z80C800057 ROMAN FAMILY TRUST 93_3938200000

REJECT MESZAGES

12072007_TA
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Exhibit 2

Instructions for Completing Form SF-1081

Volume I DOP, Saection 1T — Disbursmg

- Section 3.3 Disbursimg Document Praparation, Chapter 111

PROCESS I How is a 1081 Transfer Processed?

FO/Staff:

Step 1 What source documents and information will be recerved from BIA to
process a transfer from an IIM Account to another Government Agency
such as BIA?

No.

Instructions

L.

Spurce documents and information will consist of the followmg:
a} SF 1081 recerved must contain the following mformation: (See
Tlustration below.)
1. Customer Agency Section — This section contams the Disbursing
Agency mformation.
- Apgency Location Code
- Bureau Address
- Appropriation, Fund or Receipt Symbol — The following 1tems
should be neted and entered in this sub-section:
+ TFAS account number
+  Account name
*  Deposit date
»  Total amount of finds to be transferred.
i, Billing Agency — This section contains the Eecelving Agency
mformation.
- Agency Location Code
- Bureau address
- Appropriation, Fund or Receipt Symbol — The following items
should be noted and entered in this sub-section:
»  Total Amount of Funds to be transferred.
+ FFS accounting stnng
iit. Detailed explanation of funds or reference to attached supporting
documents.
1. Billing Agency Contact information.
by Supporting doeciuments:
1. Schedule of Collection
1. Collection Voucher - only when fimds are Non Trust Funds.
it Legse or Azreement Number including allomment number or legal
description.
1. Documentation supporting the tyvpe of transaction such as the
following:
- Encumbrance forms (e.g., Kennerly Letter, first and last page of
a lease agreement or deed).
- 5DA recommended action forms (1e., research notes).
- Advuinistrative emor documentation.
- Other scenanios will be handled on a case by case basis.

2. Daate and time stamp the documents.
3, If the source documents contain all pertinent information, go to Step 2.
4. If the information listed m Instruction 1 13 not provided, the SF-1021 may
not be proceszed. Eesolve the deficiency with the subnmiter.
(Office of the Special Trustee for American Indians 6 July 15, 2005

12072007_TA
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Volume I DOP, Saction III — Disbursmg B Section 2.3 Disbursimg Document Preparation, Chapter 11T

Illustration — SF 1081

STANDARD FORM u:-! VOUCHER AND SCHEDULE
rraar ki OF WITHDRAWALS AND CREDITS e
1 TR 22500 Transapiion Dinze
EHAREE AMD SARDIT Wi 6 REPSATER OH v
QUSTOME A AGENGY BTATEMENT OF TRAMEAC- Becizment Na
Fuoeid FOA alSlunTind FERDD BNl
CUSTOMER ACENCY BLLING AGENCY
Agency Locution Code (ALC) Cuscomer Agency Vouzher No. Ageacy Locution Cede (ALC) Billing A geney Vowcher No,
L] 1]
1'.)1‘ DEFARTMENT DEFARTMENT 113)["
BUREAL BUREAU
ADDRESS ADDRESS
SUBMARY ?'H“HARY
APPROPRLATION, FUKD, OR RECEIFT S¥MBOL AMOUNT APPROPRIATION, FUND, OR RECEFTSYMBOL i AMDUNT
1
(MUST AGREE WITH BILLING {MUST AGREE WITH CUSTOMER I_____‘
AGENCY TOTAL) TOTAL AGENCY TUTAL) TOTAL

lla)iiil—- - Dieanils of charges or reference wo aftashed supporting documents

BILLING AGENCY CONTACT:
1 L] PREFARED BY
l. ] AFPEOVED BY
TELEPHONE MO

CERTIFICATION OF CUSTOMER OFFICE

I cenify that the ieems listed herein ae comect and proper for peyment From end to She sppeepristonds) deyignated.

[ - [ [ T e —— e
(Talewhana M
AN 7540-20-BMAmA P
P RITVIDG EDMGK HOT bSadLE Criginal - Foreuard To Customer For Paymont
Cffice of the Special Trustee for American Indians 7 July 15, 2005

In the summary section, the left side is usually the “from” side and should show the OIP
Transfer Account (OT3222015) and the right side is usually the receiving “to” side and
should contain the FFS account information.
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Funds to BIA from OST

STANDARD FORM 1081
Revised September 1982
Department of the Treasury
| TFRM 2-2500

VOUCHER AND SCHEDULE
Of WITHDRAWALS AND CREDITS

[2) Date automatic |

Transaction Date |
A
3/8/2007
CHARGE AND CREDIT WILL BE REPORTED ON CUSTOMER /| 1) Enter current month 5o~ meniNo.
AGENCY STATEMENT OF TRANSACTIONS FOR 4
ACCOUNTING PERIOD ENDING Oct 2006 4
CUSTOMER AGENCY BILLING AGENCY [ |
Agency Location Code (ALC) Customer Agency Voucher No. Agency Location Code (ALC) |3) Auto Generate | |
14 25 0001 14 20 0699 |
DEPARTMENT Department of the Interior DEPARTMENT DOI - Bureau of Indian Affairs
BUREAU Office of the Special Trustee BUREAU (Enter Agency name and addi
ADDRESS 4400 Masthead St NE ADDRESS f
Albuguerque, NM 87109 4) Enter Agency Name and
Add
SUMMARY ress MARY
APPROPRIATION, FUND, OR RECEIPT SYMBOL AMOUNT APPROPRIATION, FUND, OR RECEIPT SYMBOL AMOUNT
14X6039
[owner ID] - [owner name] $ 800.00 (Enter Accounting Code $ 800.00
4) Enter Amount of Deposit - This for Reimbursable account)
will Automatically enter in all other -
areas.
(MUST AGREE WITH BILLING (MUST AGREE WITH CUSTOMER
AGENCY TOTAL) $ 800.00 |AGENCY TOTAL) TOTAL| $ 800.00

Details of charges or reference to attached supporting documents

Administative/Statutory Fees as required by 25 CFR 162.2451

Paid by: BARKLEY CO OF ARIZONA
Date of Deposit: 10/10/2006
CT No.: CT10H543720
TFR Record No.: 7682
SF-2215 No. SF543720

I

6) Enter Agency
Reimbursement account

fields

7) Enter TFR data in required

CONTRACT INFO:
TAAMS CONTRACT NO.
Date Contract Approved:

BILLING AGENCY CONTACT:
PREPARED BY:
APPROVED BY:
TELEPHONE NO:

Melissa Soulier
520/782-1202

(Enter Contract data) /

‘/Concur:

(Enter preparers name)

8) Enter TAAMS Contract
Info

9) Enter Preparers Name
& Approved by Name

L.

Superintendent, Fort Yuma )@cy

CERTIFICATION OF CUSTOMER OFFICE

| certify that the items listed herein are correct and proper for payment from and to the appropriation(s) g

10) Signature by Agency
Superintendent

(Date)

(Telephone No.)

(Authorized administrative or certifying officer)

NSN 7540-00-634-4234
PREVIOUS EDITION NOT USABLE

1081-108
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Exhibit 3
Sample SF-1034 and

Form D-3 and Instructions

Smncen Fom 1054 VOUGHER NG
Favised Jarary 1830 FUBLIC VDUCHERS FOR PURCHASES AND
Dacsrmmers of the Treasy SERVICES OTHER THAN'PERSONAL THE3101-115
1 TFRM 42500 -
\O3e1h SCHEDULE NO.
114 SERARTWENT, SUREAL CR 5 TAISAUENT ANT LOCATION DATE VOLCHE3 Aemarllly
.5, Desargners = Imefior 22-Feo07 -
Bursau of tncan Afistrs oW TRALT NUMAEE: L BATE PALD BY
Eon Ywne Agercy
[Z2£ 5. 2ng Ava. [AECUSRIMICH KLMWEEH AND DaTR
jrums, AZ BESESL
paYEEs Fraschi Famms DATE INWDICE RECEVED
HAME P.O. BOX 5535
AMD Yurma, AZ BS364-2471 QISCOUNT T=RMS
ADDRESS i
PAYESS ACTOUNT NUNWEER
SHIFFED FROM ™= WERSHT GOVERNMENT B/l HUMAER
= | DATEOF AATICLES DR SERVICES QUAN- UNIT PRICE AMOURT
N‘,wﬁlmﬂ?|:ﬂ— DEVERY | S seermsoa, 4 s of comrser o iind
OoF SERVT e e o PR AR Seat sy COST I_FER
| FPaxd by. Fraschl Fanms
Date of Deposic 11272007 3 1,168,687
CT No.: CTMHS543863
! TFR Record No: 243505
| sef-zmsuo. SF343888
i
|___Prparedby  Alberis J. Solcrio-Millard | I
[P - p—"y [P2yoe must NOT une the space Eeiow) TOTAL ] 1,168.57
BRYMENT: LAFPROVEDS FOR j-"_m RATE e e T
PARTIAL
FINAL UPE&N |
FROGFESS | TME  ACTING S TENDENT -
ADVARCE FORT YUMA AGENCY
mﬁgwwmmlwmmw-wﬂmvwmm Fi:!uciary Trust Dfficer
{Dasy {dathormed Corsfoos Offoen? ey
Asspuniing Cassfcansn
CHECM NUMBER OM ACCOUNT OF ULE. TREASUSY CHECK SUNEER O (Neme of Sank)
E Za5H DATE PAYESS
s 7
1A S i SO DRy, i e o Curreney, 207 e sy 1 Sorey See LS I SpOMG B0 TTDSEE B o P V
Ipracn, cre peUy Doy B EECTEee ST Tm Sorroieg oficer vl w7 I 3 sooor A pverha oCH me Trtan ﬁ? § )/
(s voumr b T - e of 7 ey oF Sreaes, S AT O 5 perien Wiy T ey o S N
P S e oy ) i MY, SR GO For ot “nn Cow Covpary, Dee ne S, Secwan® o T sy TTTLE f —
T = Pz, m,-uywﬂfﬁm
Previous siton u=ssbis US SOVERNMENT PRINTING CFoiCEr1988-0-45 52482020 1S5H 75400084558

PRIVACY ACT STATEMENT

[Feirs 2 hmisn Tis Fierr=—0" »fl S Diadaroe &' e pirveres cofoenon,

T RIS e O TTE) 0N I3 IS UNGET T Dioveen o 31 LLALC. D5 AN B, for he mapcee of
|=seurEng Froons MEney. The I Tion ecee=s 5 30 I0eT Ing SarSc. e Coedlty 37 e ST 1) B pase
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FAXTO: 505/248-5700

IIM
D-3 NON-SCHEDULED
CHECK OR DIRECT DEPOSIT REQUEST
CSS EXCEPTION
(CASH - DISB) Control ID:
ACCOUNT NO.: ACCT NAME:
PAID PRINCIPAL:
(Disbursement $ Amomt)
INCOME: (Used for Life Estates and Estates)

(Disbursement $ Amotmt)

DISBURSEMENT CODE: Enter a code from the Disbursement codes list in ADMIN RR. DCOD DC.
Code #: Description:

PAID TO TAX ID#: NAME:
(If ACH payment, enter the bank’s ABA ACH Fouting Nuntber)
OR enter the payes’s Name & Address below (Each line is 36 characters).
IF YOU ENTERED “PAID TO TAX ID#”, DO NOT COMPLETE NAME & ADDRESS
LINES BELOW

NAME:

ADDR:

ADDR:

ADDR:

PAID FOR TAX ID#: Name:
(Enter Tax ID only if a Name & Address record exists, otherwise enter NO ONE.)

PRODUCE CHECK Y/N: Y forcheck N for ACH (circle the appropnate code)
EXPLANATION:

(Enter document # for PV's, invoices, statements, etc. This explanation will appear on the check - Maximum 50 characters)

ASSET REFERENCE: BLANK P BLANK
TREAT AS INCOME: BLANK INCLUDE 1099E Y/N: N
FOR ACCRUALS: NO DATE INCOME APPLIES: *
EXPANDED EXPLANATION (if needed — each line has a maxinmum of 50 characters)
Lmne 1:
Line 2:
Line 3:
Line 4-

Must attach a notarized or DOI witnessed disbursement request, e.g., a Disbursement Authorization Form
OTFM 01-005 or letter.

Prepared by Phone: Date: [/ [
Pre-QA Approval: Phone: Date: [ [/
Entered by: Batch # Tran #:

Post Verified by: Phone: Date: [ |

Workticket Last Updated: 3/1/2002
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D-3 - NON-SCHEDULED CHECK OR DIRECT DEFOSIT REQUEST Pagelofl
PREPARATION INSTRUCTIONS

Field Name Deseription
CONTROL ID Enter the three digit Control ID assigned to vour region,

ACCOUNT NO.
ACCT NAME

PATD PRINCIPAL

INCOME

DISBURSEMENT CODE:
DESCRIPTION

PAID TO TAX ID+#

NAME

NAME

ADDRESS

PAIDFORTAXID #

INAME

FRODUCE CHECK

12072007_TA

e.g., 431 for Juneau, etc. This 1s needed for the
document imaging only and will not be encoded on the
TEAS screen.

Enter the number of the account making the payment.
Enter the name of the account.

Enter the amount to be paid out of the principal
portiolio.

Enter the amount to be paid out of the income portfolie.
(This is used for Life Estates and Estate accounts only).

Enter the appropriate TFAS disbursement code from the
codes list in ADMIN BR DCOD DC,
Enter the name of the dishursement code for verification.

If this is an ACH payvment, enter the receiving
bank’s ABA number. Otherwise, enter the social
security number or if none, the pseudo account code
of the party receiving the payment. Refer to the
Name & Address Preparation Instructions for the
Pseudo Account Code Configuration.

Enter the name of the party receiving the payment.

Do not complete the Name and Address fields if
you entered a Paid To Tax ID # above. If this
payment is a one-time payment and the name and
address have not been set up in TFAS, then enter
the name and address here.

If you did not enter a PAID To Tax Id # above,
enter the address where the check should be mailed.

Enter the Tax ID for the person for whom the
payment 15 for-only if a Name & Address record
exists in TFAS, otherwise enter “NO ONE”.

If you enter a Tax ID above, enter the name of the
Paid For Party.

Circle Y for YES for a check to be produced; or
N for NO for an ACH payment.
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D-3 - NON-SCHEDULED CHECK OR DIRECT DEPOSIT REQUEST Pagelofl
PREPARATION INSTRUCTIONS
Field Description

EXPLANATION Enter a brief explanation for this payment over
cancellation wansaction. The maximum is 50 characters.

ASSET REFERENCE Leave blank.

P# Leave blank.

TREAT AS INCOME Leave blank

INCLUDE 1099R Select “N” for NO.

FOR ACCRUALS

DATE INCOME APFLIES
EXPANDED
EXPLANATION

Prepared by/Phone/Date

Pre-QA Approval/Phone/Date

Entered by/Batch #
{ Tran #

Verified by/Phone/Date

Select “N” for NO,

#

If needed. enter additional explanation entries. Each line
is 50 characters.

Enter the name and phone number of the person who
prepared the form, plus the date it was prepared.

For OTFM / DTFA only. Enter the name and phone
number of the person approving the request for
processing (Pre-QA), plus the date.

For OTFM / DTFA only. Enter the name of the person
encoding the transaction into TFAS, plus the batch
number, and transaction number displayed on the screen.

For OTFM / DTFA only, Enter the name and phone
number of the person verifying the transaction (Post
QA), plus the verification date.

NOTE: A fillable form is available on the Trust Portal at OST Library/Forms and
Templates/OST Work Tickets.
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Exhibit 4

Sample 10-Day Show Cause Notice
(Adapted from the BIA Leasing & Permitting Procedural Handbook)

UNITED STATES DEPARTMENT OF THE INTERIOR
BUREAU OF INDIAN AFFAIRS

In Reply Refer to: December 8, 20
Real Estate Services

(406) 555-1234

CERTIFIED MAIL RECEIPT NUMBER 7000 1670 0000 4613

Mr. Brown

123 Ace Street

Hometown, WY 12345

Dear Mr. Brown:

This is in reference to your lease on the following allotment:

Allotment No. Contract No. Rental Amount Due  Penalty Amount Due

0123-A 0-12335 $1,000.00 $100.00

In accordance with the Lease Contract and Code of Federal Regulations 162.251, you are hereby
informed that you have ten (10) business days from your receipt of this letter to show cause
as to why the above lease(s) should not be cancelled. No extensions of time will be granted.
Be advised that penalties will be assessed for late payments in accordance with the terms of the
lease contract(s). A copy of this letter is being forwarded to you by regular mail to insure that
you have received it.

You may direct any questions concerning this correspondence to our Realty Estate Services

Office at (406) 555-1234.
Sincerely,

Agency Superintendent
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Exhibit 5

Policy for Assigning Individual Indian Money Account/Owner ID

TO:

FROM:

SUBIJECT:

Numbers

United States Department of the Interior

Bureau of Indian Affairs
Washington, D.C. 20240

MAY 23 2006

All AS-TA/BIA Employees
OST Employees -

Director, Bureau of Indian Affairs “‘4' E
Special Trustee for American Indians -

Y

Policy for Assigning Individual Indian Money Account/Owner [D Numbers

This memorandum establishes the policy for assigning Individual Indian Money (ITM) account
numbers and Bureau of Indian Affairs (BIA) identification (ID) numbers, This memorandum
supersedes any previous directives regarding this practice.

All account/Owner ID numbers assigned after the date of this memorandum must be in
compliance with this policy. All existing account/Owner ID numbers will be brought into

compliance.

Superintendents/Field Representatives are responsible for the assignment of ID numbers for
individuals that are enrolled in Tribes under their jurisdiction. The ID numbers must be entered
into the appropriate system(s) of record within three business days of request. If there is not a
Superintendent/Field Representatives assigned to the local agency, the Regional Office with o
jurisdiction is responsible.

Below are the formats for assigning numbers:
1. Categories: There are four categories of account/Owner IDs as illustrated in the following

table.
Category Category Descriptions Resulting Numbers for Agency Responsible
No. OST and BIA for Assigning the
Number
1 Individual with a direct interest in M Account BIAID BIA
trusi or restricted land. No. No.

I Individuals with a /ife estate, dower | TIM Account BIAID BIA
or curtsy, or-homestead interest in No. No
trust or restricted land.

I | Individuals with proceeds resulting | IIM Account NA Written non-delegable
from other agency income (l.e. No. authorization from the -
Veterans Affairs or Social Security.) Director, BIA

v Individuals with proceeds resulting IIM Account NA QST to use provided
from per capita distributions from No. information
Tribal Trust Funds or Judgment
Awards.

12072007_TA
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2. IIM Account/ID Number Size: -
Policy:
The use of the existing ten (10)-character numbers will remain the standard for the assignment of

TIM account numbers and ID numbers. A maximum of 12 digits for account/Owner Id may be
used in the future provided that all systems of record can interoperate.

3. Account/ID Number Format:

Hustration of the number format: 123012345678

123 = 3-digit numeric code-7ribe Code or Land Area Code or Alaska Regional Corporation C‘ades_;
u = l'—di_gi( Alpha character-Class Code (also known as Alpha Code); and
123465 = @G-digit number (current minimum slze)-umque sequential number or enroliment number

or (in the future)

1234567 or _
12345678 = T or8 digit number, as needed, for expansion of [IM aceount number or ID number

i. Land Area Code identifies the reservation on vﬁhich the trust or restricted land is
located or the location of the restricted land in which an interest is being established for a
non-Indian, including non-Indian life estate, dower or curtesy, or homestead owners.

OR
ii. Alaska Regional Corporation Code identifies where:
an Alaska Native is enrolled; or
anon-enrolled Alaska Native is affiliated. Specifically, the entity most closely affiliated
with the individual who previously owned the subject interest(s).
OR

iii. 7ribe Code identifies the federally recognized tribe where:
¢ an individual Indian is enrolled; or

» anon-enrolled individual Indian is affiliated. Specifically, the tribe most closely
affiliated with the mdmdual who previously owned the subject interest(s).
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If an account/Owner ID exists and is in compliance with this policy, additional numbers must not
be assigned. Ifan ID number exists but is not in compliance, a compliant ID number must be
assigned and all systems updated accordingly to eliminate the non-compliant ID number.

The use of “generic” Tribe Codes for non-enrolled individual Indians, e.g. “100N” or *500N,”
shall be prohibited and such “gencric” Tribe Codes replaced with Tribe Codes determined using
the criteria stated in this policy.

The Class Code identifies the accoundﬂwncr 1D type established for the individual. Tt is
determined as follows:

i - Class Codes for IIM account/ID numbers for individuals with a direct interest in trust or
restricted land are:

A-Original Allottee: An enrolled individual Indian granted an original allotment
of land. For locations which utilize the Trust Asset and Accounting Management
System (TAAMS) for income distribution, this class code will also be utilized to
document an Indian who has an undivided fee interest in trust lands.

U-Unallotted Indian: An enrolled Indian other than an original allottee, owning
land interests, except when establishing an IIM account number for per capita
payments, For locations which utilize the TAAMS for income distribution, this
class code will also be utilized to document an enrolled Indian who has an.
undivided fee interest in trust lands.

N-Non-Enrolled Indian: An Indian not enrolled in a federally recognized Tribe
(lineal descendent.) For locations which utilize the TAAMS for income
distribution, this class code will also be utilized to document a non-enrolled
Indian who has an undivided fee interest in trust lands.

R- Formerly unknown remainderman - no longer valid

X- Non-Indian Fee Interest Owner.

it. Class Codes for IIM account/ID number for an individual with life estate, dower or " curtesy,
or homestead interest is::

B- Life Estate, Dower or Curtesy, or Homestead Interests for a non-Indian
L-Life Estate, Dower or Curtesy, or Homestead Interests for an Indian

iii. ~ Class Codes for IIM account/Owner ID numbers for individuals resulting from tribal or
Jjudgment per capita distributions are:
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J- Judgment Per Capita Payment. Used only for:

Minors or emancipated minors;
Adults-Individuals determined to be non conipos mentis, or adults in need of

‘assistance or under legal disability; and.

One-time only after the death of an individual whom the Secretary has
determined is eligible to receive judgment funds, but is deceased at the time
of distribution and their estate has not been probated.

P- Tribal Per Capita Payment. Used only for:

Minors or emancipated minors; and

Adults-Individuals determined to be non compeos mentis, or adults in need of
assistance or under legal disability; and

Oune-time only after death of an individual whom the tribe, through resolution
or tribal code, has determined is eligible to receive the tribal per capita
payment, but is deceased at the time of distribution and their estate has not
been probated.

Each Line Officer/Supervisor is responsible and will be held accountable to ensure their staff: (1)
understands the above information; (2) implements this policy; (3) brings all current account
numbers into compliance, and (4) remains compliant with this policy. Each Regional Director must
developa Corrective Action Plan (CAP) for current non-compliant numbers, The CAP is due within
45 calendar days of this memorandum date and the completion of the CAP must be scheduled for no
later than September 30, 2006,

If you have any questions regarding this directive, pleasé contact:

BIA: Darryl LaCounte, (406) 247-7943
OST: Margaret Williams, (505) 816-1072
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