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F-80138 (Invoice Credit Memo Input)

Form F-80138 replaces the Audit Block (Voucher Summary) from Voucher Form AD-A-6 (Rev. 6/78). In most cases, the F-80138 also replaces the AD-A-6 itself.

Prepare F-80138 in duplicate according to the following instructions. Send the original F-80138 together with original vendor invoice to Bureau of Fiscal Services. Retain the duplicate for organization files.

Complete a separate F-80138 for each invoice processed. Multiple F-80138 forms may be assigned to the same voucher reference. A single check for all invoices will be written for each vendor within each voucher reference. A remittance advice will be produced and mailed with checks showing all invoices paid for the vendor on this voucher. See Instructions for Form DMS-188 in this section. NOTE: For certain vendors whose payments on a single day equal or exceed $10,000,000.00 special vendor setup provisions must be made to pay each invoice singly. Do not create invoices for $10,000,000 or more. See Section V.

The letter in the first column below refers to the field on the sample form in this section. The title of the field is in column two. The third column includes a description of the field and valid entries. 

A. Voucher Number  -  Each organization has been assigned a block of numbers to be used as voucher numbers (see Accounting Procedures Bulletin 72). Voucher numbers must end with 2 valid alpha characters. You must check the box with proper suffix. Valid codes are:

IN - (Invoice Normal)  -  Checks will be generated from this document. Voucher form AD-A-6 is not used.

IM (Invoice Manual)  -  Department of Administration (DOA) prepares no check directly from this entry. A separate voucher form AD-A-6 must be submitted to DOA for payment. Note: IM must be used when processing salary and/or fringe transactions.

IC (Invoice Contingent)  -  The system will consolidate all IC invoices for a single voucher number and write a check to the appropriate business manager's contingent fund. Individual purchase orders will be posted when referenced.

B. Org. #  -  Enter 3 digit organizational designation.

C. Organization Name  -  Enter organization name.

D. FY  -  Enter single digit code for fiscal year.  Example: (July 1, 1987 = 8)

E. Vendor Name  -  Enter Name of Vendor (Payee)

F. Vendor Number  -  Enter valid 10 character vendor number for vendor providing goods or services. See Section V for procedures relating to vendor numbers. If purchase order is to be referenced, this must be the same vendor number as used on Purchase Order (PO). See instruction regarding the Buying Policy Code 5 for vendor change allowed. 

Vendor numbers are used to record payment data by vendor in the FMS system. When making any payments, use the vendor number of the organization providing the services or goods. Use this number on all Purchase Orders (Form AD-P-10) and Invoices (Form F-80138). Do not use the factor number (see page 5.12 of users manual) or create additional vendor numbers (i.e., special numbers for firms buying accounts receivables from original organization providing the service) to process the invoice documents or create purchase orders.

G. Invoice Number  -  Enter vendor's invoice number or unique invoice number based on organizations numbering sequences. Maximum field length is 12 characters. DO NOT zero fill field.

H. Purchase Order Number  -  If all lines of the F-80138 will reference the same purchase order, enter the PO number including alpha prefix (PO suffix is preprinted), otherwise leave this field blank.

I. Invoice Amount  -  Enter the net amount of payments or credits to be made on this document as dollars and cents.
J. Invoice Type  -  Check the appropriate code. Valid codes include:

Blank = Normal Invoice (includes Contingent Invoice)
2 = Credit Memo (includes Contingent Credit Memo)
3 = Manual Check Issued

K. Percent Indicator  -  Not used at this time

L. Check #  -  Enter 1 if Invoice Type = 3, otherwise leave blank. 

M. Quantity  -  Invoice quantity unit should be consistent with purchase order quantity unit. Enter quantity invoiced in whole numbers. If purchase order quantity is 1 always use 1 for invoice quantity.

N. Amount  -  Enter total amount for each line in dollars and cents.

O. Appn  -  *Enter the three digit appropriation code for this line of distribution.

P. Account  -  *Enter the account number for this line of distribution.

Q. Center  -  *Enter 10 digit center code:

First 4 digits = sublevel 1 and 2
Next 3 digits = project number or zeros
Last 3 digits = responsibility area code

*Account distribution need not be written if a Purchase Order is referenced.

R. Purchase Order Number  -  Enter purchase order number if different from Item H, otherwise leave blank.

S. PO Line #  -  Enter the purchase order line number. 

T. Close Code  -  Enter "C" if purchase order line is to be closed. Leave blank if this invoice is only a partial payment for this PO line and the balance is to remain encumbered. NOTE: Enter "C" in this field on a Credit Memo to keep a previously closed PO line closed after credit processes.

U. I.R.S. 1099 Code  -  The codes to be used (1 and 7) and the criteria are identified below:
       Code

1. Payments to any person or partnership for rent (excluding payments to Real Estate Agents). Also use this code to record lease purchase interest. Normally the account is 23030 or 23730.

7. 

N Payments to employees as remuneration for service which are not included as wages. Normally accounts used are in the 25000 through 25590 range and account 29950.N Payments to any person, partnership or Corporate Health Care Suppliers for professional fees, service fees, or other fees or determined income. Normally accounts used are in the 25000 through 25590 range and account 29950. 

N Interest paid to persons or non-corporate organizations including prompt pay interest. Normally accounts used are 27510 and 29990. 

V. Sign Code  -  Use this field only when F-80138 has multiple lines of coding and an individual transaction line should have its sign (+ or -) reversed from the normal sign of the invoice type (item J above). Enter "6" in this field if either of the following conditions exist:

1.
When a credit line occurs within a normal (blank or 3) invoice type; OR:
2. 
When a debit line occurs within a credit (2) invoice type.

W. Error Message Code  -  On-line keyers enter rejection code.

X. Entered By - Date  -  Signature or approved stamp of individual certifying document has been entered and the date of entry into FMS.

Y. Invoice Page___of___   -  Enter current page number of invoice document in first space and total number of pages of invoice document in second space. Second and subsequent pages should be Form F-80138A.

Z. Auth By  -  The signature of the Management Director, Business Manager or designee is authorizing the document.

AA. Audit By. FOR BFS USE ONLY. Signature of Pre-Auditor performing audits.

AB. Comments/Notations  -  Enter any comments necessary to explain this Invoice.

AC. Voucher Page___of___  -  Enter page number of voucher document in first space and total number of pages in voucher document in second space. NOTE: A voucher may consist of several invoices.

  

F-80138A (Invoice/Credit Memo Input Supplement) 

Form F-80138A should be used as page 2, and subsequent pages to Form F-80138 (Invoice/Credit Memo Input). This should be completed in the same manner as F-80138 using the same instructions for corresponding fields except that a line number must be entered on this form. BFS requests a 40-lines maximum per invoice

