General Collection Information
1.
Collection Transmittals are used for sending money to the lockbox for deposit.  Each collection transmittal has several uses.

Use one collection transmittal per collection type (i.e. if you have 50 checks for permits you may use one collection transmittal with a separate check attachment page listing the checks by name, check number, and amount ).  Enclose each collection transmittal which contains multiple checks in a separate envelope with the collection transmittal number and number of checks listed on the front.  Multiple collection envelopes can be mailed together.  Never put more than 50 checks per transmittal.  

Individual travel advance repayments must be treated as separate collections and each should be attached to its own collection transmittal.  A copy of the TADV should be attached with the check and collection transmittal.
If a check needs to be split between collection types, complete the appropriate collection transmittal for each type of collection and attach to the check.

2.
NEVER send cash – Convert all cash to money orders before sending to the lockbox.  (Credit Cards, Convenience Checks, Imprest, or SF 1164's can be used to pay for the cost of the Money Orders.)

Do not send Treasury and foreign checks to the lockbox.  They MUST be sent to Denver Operations, P.O. Box 272060, Denver, CO  80227-9060

3.
Send signed original transmittal with the check to the lockbox for processing.  Denver Operations no longer returns confirmations.

4.
Use current collection transmittals.  This is necessary to input the funds correctly.  Current copies of these forms can be found on http://forms.fws.gov.  Search for number 3-2061 (1-9).   Fillable Excel copies of these collection transmittals are included with the Desktop Reference Guide files.  All collection transmittals should be completed in the printable format.  If a field station is not able to use a printable format, typed or handwritten are acceptable but discouraged.  

Completing Fillable Internet Forms – The forms must be launched or detached before they can be filled.  An  ‘  is required in each field prior to entering data.  

5.
The required fields are coded blank, they are not shaded in nor do they have a field that is ‘hard-coded’.  

Shaded areas are fields not required by Cost Accounting.  DO NOT FILL IN ANY OF THE SHADED AREAS UNLESS OTHERWISE STATED.  

“Hard-coded’ fields are fields that will be coded by FWS.  DO NOT LINE OUT OR CHANGE ANY HARD-CODED FIELDS.

6.
BFY – Budget Fiscal Year – will be the current fiscal year.  If the BFY is other than the current fiscal year (except for appropriation refunds) it will be changed to the current fiscal year.

7.
The document number (i.e. 98700-2-C001) consists of a 5-digit organization code, a one-digit budget fiscal year, and a four-digit serial number beginning with a ‘C’.  The last block (which is shaded) is left blank and SHOULD NOT BE USED.  This is for Denver Operations use only.

8.
The ‘Description’ line is shaded, but is provided for the field offices use.  This will not be keyed into FFS.

9.
All fields must be filled in completely.  Dashes, hyphens, and blank fields are not allowed.

10.
If specific codes are listed, they will appear in bold print, with an explanation following.  If there are specific codes, use only those listed.  No other codes are allowed.

11.
All funds received by the field stations which have a corresponding Bill for Collection in FFS should be listed under Collection Transmittal #1 - ‘BILLS FOR COLLECTION.’  They should not be annotated elsewhere.

12.
If the field office does not have access to FFS, contact your Region’s Budget and Finance Office for assistance.

13.
The address for lockbox collections is:


U.S. Fish & Wildlife Service



P.O. Box 840114



Dallas, TX  75284-0114

Quick Reference












Transmittal

Type of Collection



Category



Number  

Advanced Payment on Reimbursable

Advanced Payment on Reimbursable

1

Airline Discounts



Appropriation Refund



2

Appropriation Refund



Appropriation Refund



2

Auction of Abandoned Items


Auction – Abandoned Items


7 
Bill for Collection



Bill for Collection



1

Bureau of Reclamation



Suspense




4

Capital Credits




Miscellaneous Receipts



3

Challenge Grants



Contributed Funds



1

Civil Penalties




Misc. Receipts – Penalties


3

Concessions




Refuge Revenue Sharing


5

Contributed Funds



Contributed Funds



1

Coop Farming




Proceeds of Sale



4

Court Judgments


Lacey Act Stated in Judgments

Lacey Act




3


Penalties



Misc. Receipts – Penalties


3

Corps of Engineers Payment


Suspense




4

Dog Impound




Misc. Receipts – Penalties


3

Duck Stamp Sales



Migratory Bird




2

Entrance Fees




Entrance Fees




8 or 9

Export Fees




Law Enforcement



3

Fines





Misc. Receipts – Penalties


3

Forensic Lab




Forensic Lab




5

Golden Age




Golden Age




8 or 9

Golden Eagle




Golden Eagle




8 or 9

Grain





Proceeds of Sale



4

Grass Carp Certification



Grass Carp Certification



7

Grazing





Refuge Revenue Sharing


5

Haying





Refuge Revenue Sharing


5

Health Benefits




Appropriation Refund



2

Import Fees




Law Enforcement



3

Imprest  Funds




Imprest Funds




2

Insurance Claims



Miscellaneous Funds



3

Jury Duty




Appropriation Refund



2

Lacey Act




Lacey Act




3

Lahonta Valley – Land Sales


Lahonta Valley – Land Sales


5

Law Enforcement Revenue


Law Enforcement



3

Migratory Bird Permits



Migratory Bird Permits



7

Migratory Bird Treaty



Migratory Bird Treaty Act


5

Miscellaneous




Miscellaneous




3

Native Escrow




Suspense




4

NCTC Receipts




NCTC Receipts




7

Non-GSA Sale of Vehicles


Suspense




4

Oil & Gas Mitigation Fees


Oil & Gas Mitigation Fees


7


(Reg 2 & 4 Only)

Overpayments




Appropriation Refund



2

Performance Bonds



Suspense




4

Polar Bear Permits



Polar Bear Permits



7

Quarters (not under a bill for collection)

Quarters & Quarters (Utilities)


3

Recreational Users Fees


Recreational Users Fees


8 or 9

Refuge Revenue Sharing


Special Permit Collections


5

Reproduction Costs

Freedom of Information Act

Appropriation Refund



2

Migratory Bird



Migratory Bird




2

Returned Goods & Services


Appropriation Refund



2

Right of Way




Migratory Bird – Right of Way


2

Royalties/Payments Patented Inventions

Royalties/Payments Patented Inventions

7

Sale of Property (purchased with duck


Stamp monies originally)

Migratory Bird




2

Special Use Permits



Refuge Revenue Sharing


5

Suspense – Travel



Travel Issues




4

Timber Sales




Refuge Revenue Sharing


5

Travel Advance


Applies to specific advance

Travel Advance




2


Overpaid travel voucher


Appropriation Refund



2

Trespassing




Misc. Receipts – Penalties


3

Truckee-Carson




Suspense




4

Unbilled Reimbursable



Unbilled Reimbursable



1

Utilities – billed




Bill for Collection



1

Utilities – unbilled



Quarters & Quarters (Utilities)


3

Vessel Maintenance



Vessel Maintenance Fees


7

Vendor Numbers and Revenue Source Codes TC \l2 "
Appropriation Refund

3-80236-0

Contributed Funds

3-80415-0

Duck Stamps


3-80239-0

Lacy Act



3-80414-0

Misc Receipts


3-80238-0

Quarter



3-80237-0

Refuge Receipts


3-80235-0

Right of Way


3-80240-0

NCTC Receipts


3-240747-0

F.O.I.A.



3-240074-0

Revenue Source Codes

A – Acquired Land

P – Purchased Land

C01 – Grazing

C02 – Haying

C04 – Forest Products, Fence Posts, Firewood, Pine, and Straw

C11 – Mineral Resources, Oil and Gas

C12 – Mineral Resources, Sand and Gravel

C20 – Surplus animal disposal (Buffalo, Longhorn, Elk, Cattle. Bison)

C21 – Furbearers, Trapping (Fur Hides), and Trapping Permits

C22 – Salmonoid (Fish)

C30 – Public Use Revenues, Concession Operations, Franchise Fees

C31 – Public Use Revenues, User Fees (Other than 50), and Canoeing

C40 – Other:  Bee Hives, Old Canery Boat Works, Shellfish, Boat Rental, Runt, Dock Use, Crab Lease, Guide Services, Bird Watching Tours, Lottery, Hunting Permits, Cash Rent for Crops, Selling, Filming & Photography, Seiming Fish, Crop Sharing, Food Plot, Alligator Hides, Cabin Fee for 53550, Access Fee, Transporting, Barge Floating, and Alligator Harvest

C67 – ANILCA Oil & Gas Permits (All Regs)

C68 -  ANILCA Oil & Gas Permits (Reg 7 Only)
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