MARS Form – Inter-Account Bill

07/21/99

Inter-Account Bill

MARS – 7

This document is to be used when inter-accounting charges for employee’s staying overnight at a State Park on official business to request reimbursement for lodging and meals.

FIELD 
DESCRIPTION

Agency
Enter three-digit agency number.

Document Number
Enter the complete Document ID on each continuation page corresponding to the original document.

Date
Enter the current date.

Page1 of____
Enter the consecutive number this page represents, e.g., Page 1, Page 2 of 4, Page 3 of 6, etc.

SUPPLIED TO:


Agency
Enter name of Agency using the service of the credit agency.

Organization
Enter name of organization within the Agency using the services.

Accounting Period
Default is inferred from Date of Record. If you want these transactions recorded in another accounting period, enter the desired open period, using fiscal month and fiscal year. You cannot enter future periods. 

Budget FY
Default is the current fiscal year. If you want these transactions recorded in another budget fiscal year, enter the desired open fiscal year. You cannot enter future budget fiscal years.

New/Modification
Default is New [E]. Valid values are:

New [E]

Indicates that this is a new entry (new document).

Modification [M]

This allows you to add lines to a previous document, change the amounts on existing lines (not codes), or cancel a line (decrease a line amount to zero). To change codes in an existing line, you must cancel that line and reenter a new line. You can record both these lines on the same document by entering Modification [M].

Location Code
Leave Blank.

Traveler ID                     [Vendor ID No. -Vendor Suffix]
Enter the nine-digit social security number or Federal ID number of the traveler.  This number is checked against the Vendor File to determine if the traveler is eligible for travel reimbursement. Enter the applicable two-digit vendor suffix number that identifies multiple mailing addresses for a single vendor, if necessary.   

CHARGE AGENCY


Line
Required if there is more than one account to be charged on this transaction.

Reference Number
Optional. Enter the travelers reference number, which is the agency and number of the document being referenced. 

Reference Line
Conditional.  Required if this line concerns items previously recorded on a purchase order; leave blank for requisition documents.  Enter the purchase order line number from the purchase order document of the item being referenced.

Fund
Required. Default is inferred from Organization (ORG2) based on the agency and organization entered on this document. Otherwise, enter the fund paying for the item on this line. See Fund Index (FUND) for valid values. 

Agency
Required. Enter the agency paying for the item on this line. See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values. 

Org/Sub-org
Conditional. Enter an organization if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y (required on budget and accounting). On internal refunds, this field is required if Revenue Budget Organization Option is Y (required on budget and accounting). For transactions that require a balance sheet account code, this field is optional. See Organization Index (ORGN) for valid values. 

Program Budget Unit
Required. Enter the Program Budget Unit element for the items listed on this voucher. See Program Reference Table (PRFT) for valid values. The Appropriation Program element and Allotment Program element will be inferred from PRFT based on Program Budget Unit. 

Activity
Default is inferred from Organization (ORG2), if it is included there. Otherwise, enter an activity if Expense Budget Activity Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY). On internal refunds, this field is required if Revenue Budget Activity Option is Y (required on budget and accounting) or A (required on accounting). For transactions that require a balance sheet account code, this field is optional. See Activity Index (ACTV) for valid values. 

Function
Default is inferred from Organization (ORG2); or from Activity (ACT2), if a function is not entered in Organization (ORG2). Otherwise enter a valid function. 

Object/Sub-Obj
Conditional. For transactions that require a balance sheet account code, this field is optional. For internal refunds, this field must be blank. Otherwise, enter the object that best describes the item named on this line. See Object Index (OBJT) for valid values.  

Note: If the object code entered is a 1099 reportable code, the Vendor Code cannot be Miscellaneous.

Job Number
Conditional. An entry in this field is required on expenditure transactions if Job Number Required on Spending on Organization (ORG2) is:

Required on Expenditure Transactions [3], or Required if Job Number Spending is Required on Activity [A]

 and Job Number Spending on Activity (ACT2) is Required [Y], or Required on Expenditures [3].

This field is required on revenue transactions if Job Number Required on Revenue on Organization (ORG2) is: 

Required [Y], or

Required if Job Number Revenue is Required on Activity [A]

and Job Number Revenue is Enforce Coding [Y] on Activity (ACT2).

Otherwise, this field is optional. If Job Cost is Yes [Y] on System Control Options (SOP2), enter a job number. If Job Cost is No [N], enter a project number. If your installation does not use job cost or project accounting, you may enter a general reporting category code.  

Report Category
Conditional. This field is required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions [3]. This field is required on revenue transactions if Reporting Category Required on Revenue Transactions is Required [Y]. For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC).

Otherwise, this field is optional. See Reporting Category (RPTG) for valid values. 

Termini
Conditional. Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project. Enter the mile point, range of mile points, or bridge identifier at which work is performed for a given Highway Route. See Termini Reference Table (TERM) for valid values. 

Amount
Total amount to be reimbursed on this document.  

Inc/Dec
Default is Default [blank]. Valid values on a new document are Default [blank] and Increase [I]. Valid values on a modification document are Increase [I] if Amount is increasing, or Decrease [D] if Amount is decreasing. If Amount is blank, select Default [blank].

Description
Optional. Enter descriptive information to further identify reason for charge.

CREDIT AGENCY


SUPPLIED BY: 


Agency
Enter name of agency providing the service to be reimbursed.

Organization
Enter name of organization within the agency,  e. i. State Park. 

Fund
Required. Default is inferred from Organization (ORG2) based on the agency and organization entered on this document. Otherwise, enter the fund paying for the item on this line. See Fund Index (FUND) for valid values. 

Agency
Required. Enter the agency paying for the item on this line. See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values. 

Org/Sub-org
Conditional. Enter an organization if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y (required on budget and accounting). On internal refunds, this field is required if Revenue Budget Organization Option is Y (required on budget and accounting). For transactions that require a balance sheet account code, this field is optional. See Organization Index (ORGN) for valid values. 

Program Budget Unit
Required. Enter the Program Budget Unit element for the items listed on this voucher. See Program Reference Table (PRFT) for valid values. The Appropriation Program element and Allotment Program element will be inferred from PRFT based on Program Budget Unit. 

Activity
Default is inferred from Organization (ORG2), if it is included there. Otherwise, enter an activity if Expense Budget Activity Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY). On internal refunds, this field is required if Revenue Budget Activity Option is Y (required on budget and accounting) or A (required on accounting). For transactions that require a balance sheet account code, this field is optional. See Activity Index (ACTV) for valid values. 

Rev Source/Sub
Conditional.  Revenue Source is required on all documents except balance sheet documents and vendor revenue.  On balance sheet document, enter the balance sheet account or the object on vendor refunds.  

Sub-Revenue Source is required if Sub-Revenue Source Required on Revenue Source (RSR2) is YES [y] for the revenue source used.  Otherwise, this field is optional.  You must enter a revenue source before you can enter a sub-revenue source.

Job Number
Conditional. An entry in this field is required on expenditure transactions if Job Number Required on Spending on Organization (ORG2) is:

Required on Expenditure Transactions [3], or Required if Job Number Spending is Required on Activity [A]

 and Job Number Spending on Activity (ACT2) is Required [Y], or Required on Expenditures [3].

This field is required on revenue transactions if Job Number Required on Revenue on Organization (ORG2) is: 

Required [Y], or

Required if Job Number Revenue is Required on Activity [A]

and Job Number Revenue is Enforce Coding [Y] on Activity (ACT2).

Otherwise, this field is optional. If Job Cost is Yes [Y] on System Control Options (SOP2), enter a job number. If Job Cost is No [N], enter a project number. If your installation does not use job cost or project accounting, you may enter a general reporting category code.  

Report Category
Conditional. This field is required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions [3]. This field is required on revenue transactions if Reporting Category Required on Revenue Transactions is Required [Y]. For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC).

Otherwise, this field is optional. See Reporting Category (RPTG) for valid values. 

BS Account
Conditional.  Required if this line is a balance sheet document.  Enter a deferred revenue account if the line is recording a cash advance.  If this account is a type 23, ensure that it is a non-cash asset account.   

Item Number
Enter number identifying the sequence of items listed.

Description
Enter information describing that for which payment is being requested.  Such as:  Room reimbursement, meals, etc.

Amount
Enter amount requested for each item number described.

Total Amount
Enter total of all amounts listed on this document.

APPROVALS:


Credit Agency Head or Authorized Agent / Date
Signature of Credit Agency Head or Authorized Agent and date signed.

Charge Agency Head or Authorized Agent / Date
Signature of Charge Agency Head or Authorized Agent and date signed.
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