Quick Tips for Collections

Collections

· Do not send more than 50 checks or money orders on a collection transmittal.  Multiple checks should be listed on a check attachment by name, check number, and amount.  The check attachment should be attached along with the checks to the collection transmittal.   

· The collections will be entered into FFS as a cash receipt (CR).

· 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.
· 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.)
· Send all collections to the Lockbox at least weekly.  Do not hold more than $1000.00 in checks at any time. 
· 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.  For more information on how to use the Internet forms, see General Collection Information  #4.
· Verify Revenue Source Codes (see attachment).
· Submit Travel Advance payments using Collection Transmittal #2.  Attach a copy of the TADV for backup to the collection.
· New Contributed funds deposits must include a letter from the customer identifying the work or a thank you letter from FWS.  If the donation is over $300, an acceptance letter must be prepared and signed by the designated authority.   

· To research collections use FFS tables CRHT, CRLT, VXRF, & DXRF.

Questions can be e-mailed to FWSCASCollections@fws.gov.  This e-mail will be checked on a daily basis.  If you need to talk to someone immediately, contact Carla Bollinger, Cost Accounting Section, Denver Operations, 303-984-6842.
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