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CHAPTER 1 . PROCEDURES FOR R E C I P I E N T ORGANIZATIONS 

PURPOSE. F e d e r a l p r o g r a m s w h i c h i n v o l v e c a s h p a y m e n t s t o o r g a n i z a t i o n s 
o u t s i d e t h e F e d e r a l G o v e r n m e n t c o n s t i t u t e a s i g n i f i c a n t p o r t i o n o f t h e 
F e d e r a l b u d g e t . T h e t i m i n g o f p a y m e n t s t o s u c h o r g a n i z a t i o n s h a s a 
s u b s t a n t i a l i m p a c t o n t h e l e v e l o f t h e U n i t e d S t a t e s p u b l i c d e b t a n d o n 
f i n a n c i n g c o s t s o f t h e T r e a s u r y D e p a r t m e n t * T h e s e p r o c e d u r e s ( a ) p r o v i d e a 
s y s t e m w h e r e b y a r e c i p i e n t o r g a n i z a t i o n may p r o m p t l y o b t a i n t h e f u n d s 
n e c e s s a r y t o p a y f o r t h e F e d e r a l p o r t i o n o f a g r a n t o r c o n t r a c t b y p r e ­
s e n t i n g a r e q u e s t f o r p a y m e n t t o t h e U . S . T r e a s u r y d i s b u r s i n g c e n t e r 
s e r v i n g t h a t l o c a l i t y a n d ( b ) p r e c l u d e w i t h d r a w a l o f f u n d s f r o m Che U . S . 
T r e a s u r y a n y s o o n e r t h a n a b s o l u t e l y n e c e s s a r y . 

2* METHOD OF OPERATION. F o l l o w i n g i s a b r i e f o u t l i n e o f t h e l e t t e r o f 
c r e d i t p r o c e d u r e s u n d e r t h e RDO S y s t e m a s p r o c e s s e d b y FAA. 

a . T h e r e s p o n s i b l e p r o g r a m o f f i c e i n c o n c e r t w i t h t h e a c c o u n t i n g 
o f f i c e m a k e s a d e t e r m i n a t i o n t h a t a r e c i p i e n t o r g a n i z a t i o n s h o u l d b e f u n d e d 
t h r o u g h t h e l e t t e r o f c r e d i t p r o c e d u r e s a n d t h e a c c o u n t i n g o f f i c e p r o v i d e s 
t h e r e c i p i e n t o r g a n i z a t i o n w i t h S F - 1 1 9 4 , A u t h o r i z e d S i g n a t u r e C a r d f o r 
P a y m e n t o f V o u c h e r o n L e t t e r o f C r e d i t . 

b . T h e r e c i p i e n t o r g a n i z a t i o n c o m p l e t e s a n d r e t u r n s t h e S F - 1 1 9 4 a n d 
t h e D e s i g n a t i o n o f D e p o s i t o r y ( s e e p a r a g r a p h 4 ) t o t h e FAA c o n t a c t o f f i c e . 

c T h e FAA a c c o u n t i n g o f f i c e a p p r o v e s t h e c o m p l e t e d S F - 1 1 9 4 a n d t h e n 
f o r w a r d s t h e o r i g i n a l t o t h e a p p r o p r i a t e T r e a s u r y d i s b u r s i n g c e n t e r . 

d . T h e FAA a c c o u n t i n g o f f i c e p r e p a r e s S F - 1 1 9 3 A , L e t t e r o f C r e d i t . 
T h e o r i g i n a l i s t r a n s m i t t e d t o t h e a p p r o p r i a t e T r e a s u r y d i s b u r s i n g c e n t e r 
a n d t h e d u p l i c a t e i s f o r w a r d e d t o t h e r e c i p i e n t o r g a n i z a t i o n . 

e . T h e FAA c o n t a c t o f f i c e f u r n i s h e s t h e r e c i p i e n t o r g a n i z a t i o n a 
s u p p l y o f S F - I S S ^ , R e q u e s t f o r P a y m e n t o n L e t t e r o f C r e d i t a n d S t a t u s 
o f F u n d s R e p o r t . 

f . F o l l o w i n g THE EFFECTIVE DATE o f t h e l e t t e r o f c r e d i t , t h e r e c i p i e n t 
o r g a n i z a t i o n e x e c u t e s a n d s u b m i t s S F - 1 8 3 t o t h e a p p r o p r i a t e T r e a s u r y 
d i s b u r s i n g c e n t e r i n o r d e r t o r e c e i v e f u n d s t o m e e t i m m e d i a t e c a s h 
d i s b u r s e m e n t n e e d s . 

g . T h e T r e a s u r y d i s b u r s i n g c e n t e r m a i l s a T r e a s u r y c h e c k d i r e c t l y t o 
t h e r e c i p i e n t o r g a n i z a t i o n o r t o t h e d e p o s i t o r y d e s i g n a t e d b y t h e r e c i p i e n t 
o r g a n i z a t i o n f o r c r e d i t t o i t s a c c o u n t . 

h . I t I s t h e j o i n t r e s p o n s i b i l i t y o f t h e FAA p r o g r a m o f f i c e a n d 
a c c o u n t i n g o f f i c e t o a s s u r e t h a t F e d e r a l f u n d s a d v a n c e d t o r e c i p i e n t 
o r g a n i z a t i o n s a r e u s e d s o l e l y I n a c c o r d a n c e w i t h t h e t e r m s a n d c o n d i t i o n s 
o f t h e p r o g r a m a u t h o r i z a t i o n . I n o r d e r t o f u l f i l l t h i s r e s p o n s i b i l i t y , 
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c e r t a i n r e p o r t s s h a l l b e r e q u i r e d f r o m t h e r e c i p i e n t o r g a n i z a t i o n . T h e 
p r o g r a m o f f i c e w i l l n o t i f y t h e r e c i p i e n t o r g a n i z a t i o n a s t o t h e i r s p e c i f i c 
r e p o r t i n g r e q u i r e m e n t s p r i o r t o t h e i s s u a n c e o f t h e l e t t e r o f c r e d i t . S u c h 
r e q u i r e m e n t s may b e c o n t a i n e d i n t h e p r o g r a m a u t h o r i z a t i o n d o c u m e n t o r may 
b e t h e s u b j e c t o f s e p a r a t e w r i t t e n i n s t r u c t i o n s . I n a d d i t i o n , t h e U . S . 
T r e a s u r y may r e q u i r e , o n a s e l e c t i v e b a s i s , t h a t a s p e c i f i c r e c i p i e n t 
o r g a n i z a t i o n p r o v i d e a " D a i l y S t a t u s o f F e d e r a l F u n d s R e p o r t " f o r a 
s p e c i f i e d p e r i o d o f t i m e . T h i s r e p o r t i n g r e q u i r e m e n t w i l l b e c o o r d i n a t e d 
t h r o u g h t h e F A A a c c o u n t i n g o f f i c e . T h e c o n t a c t o f f i c e w i l l n o t i f y t h e 
s e l e c t e d r e c i p i e n t o r g a n i z a t i o n a d v i s i n g t h e m o f t h e p e r i o d o f t i m e 
c o v e r e d , e t c . , a n d t h e d u e d a t e f o r s u b m i s s i o n t o t h e F A A c o n t a c t o f f i c e . 
A n i l l u s t r a t i o n o f t h e " D a i l y S t a t u s o f F e d e r a l F u n d s R e p o r t " a n d i n s t r u c ­
t i o n s f o r c o m p l e t i n g t h i s r e p o r t a r e s h o w n i n a p p e n d i x 1 , p a g e 1 6 . 

3 . P R O C E D U R E S . T h e f o l l o w i n g p r o c e d u r e s a r e p r e s c r i b e d i n t h e T r e a s u r y 
F i s c a l R e q u i r e m e n t s M a n u a l , V o l u m e I , C h a p t e r I T F R M 6 - 2 0 0 0 : 

a . A r e c i p i e n t o r g a n i z a t i o n i s r e q u i r e d t o l i m i t a n d t i m e w i t h d r a w a l s 
u n d e r t h e l e t t e r o f c r e d i t t o m i n i m u m a m o u n t s n e e d e d t o m e e t t h e a c t u a l 
i m m e d i a t e c a s h d i s b u r s e m e n t r e q u i r e m e n t s i n c a r r y i n g o u t t h e a p p r o v e d g r a n t 
o r c o n t r a c t . T h e t i m i n g a n d a m o u n t o f w i t h d r a w a l s s h o u l d be a s c l o s e a s i s 
a d m i n i s t r a t i v e l y f e a s i b l e t o t h e a c t u a l d i s b u r s e m e n t s made b y t h e r e c i p i e n t 
o r g a n i z a t i o n f o r t h e F e d e r a l s h a r e o f d i r e c t a n d a l l o w a b l e i n d i r e c t c o s t s . 
T h e r e c i p i e n t o r g a n i z a t i o n i s a u t h o r i z e d t o m a k e a w i t h d r a w a l o n l y o n t h e 
" c a s h " b a s i s , w h i c h i s t h e a m o u n t b e i n g p a i d o u t f o r b i l l s a n d i n v o i c e s 
t h a t h a v e b e e n r e c e i v e d a n d a r e d u e f o r p a y m e n t a n d N O T o n t h e " a c c r u e d 
e x p e n d i t u r e " b a s i s — t h e r e c e i p t o f g o o d s o r s e r v i c e s f o r w h i c h p a y m e n t 
m a y n o t y e t b e d u e . 

b . P r i m a r y r e c i p i e n t o r g a n i z a t i o n s s h o u l d d e v e l o p p r o c e d u r e s w h e r e b y 
s e c o n d a r y r e c i p i e n t o r g a n i z a t i o n s c a n o b t a i n f u n d B f r o m t h e p r i m a r y 
r e c i p i e n t o r g a n i z a t i o n a s n e e d e d f o r d i s b u r s e m e n t . 

c . C a s h a d v a n c e s m a d e b y t h e p r i m a r y r e c i p i e n t o r g a n i z a t i o n ( t h e o n e 
w h i c h r e c e i v e s f u n d s d i r e c t l y f r o m F A A ) t o s e c o n d a r y r e c i p i e n t s s h o u l d 
c o n f o r m t o t h e s a m e s t a n d a r d s o f t i m i n g a n d a m o u n t a s a p p l y t o c a s h 
a d v a n c e s b y F A A t o p r i m a r y r e c i p i e n t o r g a n i z a t i o n s . T h e r e p o r t i n g o f 
c a s h d i s b u r s e m e n t s a n d b a l a n c e s b y t h e s e c o n d a r y r e c i p i e n t t o t h e p r i m a r y 
r e c i p i e n t o r g a n i z a t i o n s h o u l d a l s o c o n f o r m t o t h e s t a n d a r d s a p p l i c a b l e t o 
t h e p r i m a r y r e c i p i e n t o r g a n i z a t i o n . 

d . T h e r e q u e s t f o r p a y m e n t o n l e t t e r o f c r e d i t o r d i n a r i l y s h o u l d b e 
d r a w n : ( 1 ) n o t m o r e f r e q u e n t l y t h a n o n c e d a i l y , ( 2 ) i n a n a m o u n t m o r e t h a n 
$ 5 , 0 0 0 b u t l e s s t h a n $ 5 , 0 0 0 , 0 0 0 , ( 3 ) i n a n a m o u n t m o r e t h a n $ 5 , 0 0 0 , 0 0 0 O N L Y 
i f s o s t a t e d o n t h e l e t t e r o f c r e d i t . 
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e. In the event a recipient organization receiving funds by a letter 
of credit has demonstrated an unwillingness or inability to establish 
procedures to minimize the time elapsing between the withdrawal of funds 
under the letter of credit and the disbursement of such funds, FAA shall 
cancel the letter of credit to the extent of the undisbursed balance not 
obligated in good faith in execution of the Federal project as authorized 
and,if permitted by the statutes governing the program(s) in question, 
thereafter requiring the recipient organization to finance Its operations 
with its own working capital. Payments to the recipient organization then 
are made by Treasury check only to reimburse for cash actually disbursed 
by submitting requisitions for payment to FAA. FAA, however, will process 
such requisitions for reimbursements expeditiously so as to minimize the 
time elapsing between disbursement by and payment to the recipient 
organization. 

4. DESIGNATION OF DEPOSITORY. A recipient organization for a contract 
is required to deposit letter of credit - RDO system advance funds into 
a special bank account as authorized by Federal Procurement Regulations 
(FPR) 1-30.413. The recipient organization shall be a party to the 
execution of an "Agreement for Special Bank Account" authorized by 
FPR1-30.414.1. A recipient organization for grants has the option 
of receiving the payments on the SF-1193A or having the payments sent to 
a commercial bank. If the recipient organization elects to have the 
payments sent to a commercial bank, i t should prepare a "Designation of 
Depository for Direct Deposit of Funds." (See illustration and instructions 
in appendix 1, page 3 . ) The recipient organization should prepare this 
form on its own letterhead, complete section I , and forward the form to the 
designated bank for completion of section I I . After the form is fully 
completed, the recipient organization should forward this form to the 
appropriate FAA contact office. This form should be submitted concurrent 
with the submission of the SF-1194. The recipient organization should 
execute a power of attorney only if the designated depository requires 
such authorization In order to receive checks directly from the U.S. 
Treasury Department for credit to the recipient organization's bank 
account. A new designation of depository should be executed whenever a 
change is made in depository or account number. 

5. AUTHORIZED SIGNATURE CARDS. The SF-1194 must contain the signature of 
the individual(s) authorized by the recipient organization to sign SF-183. 
The number of individuals so authorized should be limited to a reasonable 
number. The recipient organization must submit two original SF-1194 ,s 
to the appropriate FAA contact office. An illustration and instructions 
for completing this form are shown in appendix 1, page 5 . If the 
recipient's designated off icial who certifies to the authenticity of the 
persons authorized to sign payment vouchers is unknown to the FAA 
certifying officer, the certifying officer may request documentation 
attesting to the designating off ic ial 's authority in the form of a Letter 
of Signatory Authorization and Certification (See appendix 1, page 7 . ) . 
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T h e T r e a s u r y d i s b u r s i n g c e n t e r a c c e p t s o n l y t h e s i g n a t u r e s o f p e r s o n s 
n a m e d o n t h e c u r r e n t s i g n a t u r e c a r d o n f i l e . A r e c i p i e n t o r g a n i z a t i o n 
s h o u l d i m m e d i a t e l y s u b m i t t o t h e a p p r o p r i a t e F A A c o n t a c t o f f i c e n e w 
s i g n a t u r e c a r d s w h e n e v e r t h e r e i s a c h a n g e , i n c l u d i n g a d d i t i o n s o r 
d e l e t i o n s , t o t h e p e r s o n s a u t h o r i z e d t o s i g n t h e S F - 1 8 3 . A s u p e r s e d i n g 
s i g n a t u r e c a r d i s n o t r e q u i r e d f o r a n y c h a n g e i n t h e t i t l e s o r p o s i t i o n o f 
a p e r s o n s o a u t h o r i z e d i f t h e p e r s o n ' s a u t h o r i t y t o s i g n S F - 1 8 3 r e m a i n s 
u n c h a n g e d . 

6 . R E Q U E S T F O R P A Y M E N T O N L E T T E R O F C R E D I T ( S F - 1 8 3 ) . T h e r e c i p i e n t 
o r g a n i z a t i o n s h o u l d e x e c u t e S F - 1 8 3 , R e q u e s t f o r P a y m e n t o n L e t t e r o f C r e d i t 
a n d S t a t u s o f F u n d s R e p o r t , e a c h t i m e i t i s d e t e r m i n e d t h a t f u n d s a r e 
n e e d e d t o m e e t c u r r e n t c a s h d i s b u r s e m e n t n e e d s . A n i l l u s t r a t i o n o f a n d 
i n s t r u c t i o n s f o r c o m p l e t i n g t h i s f o r m a r e s h o w n i n a p p e n d i x 1 , p a g e 8 . 

7 . D I S T R I B U T I O N O F S F - 1 8 3 . T h e r e c i p i e n t o r g a n i z a t i o n s h o u l d d i s t r i b u t e 
t h e e x e c u t e d S F - 1 8 3 a s f o l l o w s : 

a . O r i g i n a l , D u p l i c a t e a n d Q u i n t u p l i c a t e : M a i l d i r e c t l y t o t h e 
T r e a s u r y d i s b u r s i n g c e n t e r s h o w n o n t h e r e c i p i e n t ' s c o p y o f S F - 1 1 9 3 A , 
L e t t e r o f C r e d i t . ( T h e T r e a s u r y d i s b u r s i n g c e n t e r p r e p a r e s a n d m a i l s t h e 
T r e a s u r y c h e c k t o t h e r e c i p i e n t o r g a n i z a t i o n o r t h e r e c i p i e n t 
o r g a n i z a t i o n ' s d e p o s i t o r y . ) 

D * T r i p l i c a t e . A t t h e s a m e t i m e , m a i l d i r e c t l y t o t h e c o g n i z a n t F A A 
p r o g r a m o f f i c e . D o n o t m a i l t h i s c o p y t o t h e F A A a c c o u n t i n g o f f i c e . 

c Q u a d r u p l i c a t e . R e t a i n e d b y t h e r e c i p i e n t o r g a n i z a t i o n f o r i t s 
f i l e s . 

8 . P L A N N I N G L E T T E R O F C R E D I T W I T H D R A W A L S . T h e r e c i p i e n t o r g a n i z a t i o n 
s h o u l d e x e r c i s e s o u n d f i n a n c i a l j u d g m e n t a n d p l a n n i n g t o i n s u r e t h a t t h e 
r e q u i r e m e n t s f o r m a i n t a i n i n g m i n i m u m c a s h b a l a n c e s a r e m e t . I n p r e p a r i n g 
S F - 1 8 3 , c a r e f u l c o n s i d e r a t i o n o f t h e t i m i n g o f p a y m e n t s t o c o n t r a c t o r s i s 
r e q u i r e d i n o r d e r t o d e t e r m i n e w h e n f u n d s a r e n e e d e d . C o n s i d e r a t i o n o f 
m a i l t i m e r e q u i r e d f o r t r a n s m i s s i o n o f S F - 1 8 3 t o t h e T r e a s u r y d i s b u r s i n g 
c e n t e r a n d f o r t r a n s m i s s i o n o f t h e T r e a s u r y c h e c k t o t h e r e c i p i e n t 
o r g a n i z a t i o n o r i t s d e p o s i t o r y a l s o i s n e c e s s a r y . F o r e x a m p l e , i f $ 2 0 , 0 0 0 
i s n e e d e d o n t h e f i f t e e n t h o f t h e m o n t h i n o r d e r t o p r o v i d e f u n d s t o a 
c o n t r a c t o r t o m e e t t h e t e r m s o f t h e c o n t r a c t , a n d n o r m a l m a i l t i m e f r o m 
t h e d a t e t h e r e q u e s t f o r p a y m e n t i s s u b m i t t e d t o t h e d a t e t h e T r e a s u r y 
c h e c k i s r e c e i v e d b y t h e d e p o s i t o r y o r t h e r e c i p i e n t o r g a n i z a t i o n i s s e v e n 
d a y s , t h e n o n a p p r o x i m a t e l y t h e e i g h t h o f t h e m o n t h t h e r e c i p i e n t 
o r g a n i z a t i o n s h o u l d m a i l t h e S F - 1 8 3 t o t h e T r e a s u r y d i s b u r s i n g c e n t e r . 
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a . O n c e t h e l e t t e r o f c r e d i t s y s t e m h a s b e e n i n o p e r a t i o n a s h o r t 
t i m e , i t i s e x p e c t e d t h a t t h e r e c i p i e n t o r g a n i z a t i o n w i l l h a v e d e t e r m i n e d 
i t s d i s b u r s i n g p a t t e r n a n d c a l c u l a t e d m a i l t i m e s o t h a t w i t h d r a w a l s w i l l 
b e t i m e d a s c l o s e a s p o s s i b l e t o a c t u a l c a s h d i s b u r s e m e n t s . C a s h c o n t r o l s 
s h o u l d b e m a i n t a i n e d o n a c u r r e n t b a s i s s o t h a t c a s h b a l a n c e s d o n o t 
e x c e e d t h e n e e d s f o r t h e r e c i p i e n t o r g a n i z a t i o n ' s d i s b u r s e m e n t s u n d e r t h e 
p r o j e c t . 

b . A n i l l u s t r a t i o n a n d i n s t r u c t i o n s f o r c o m p l e t i n g a s u g g e s t e d 
F e d e r a l C a s h C o n t r o l R e g i s t e r a r e s h o w n i n a p p e n d i x 1, p a g e 1 5 . T h e u s e 
o f t h i s r e g i s t e r b y t h e r e c i p i e n t o r g a n i z a t i o n i s o p t i o n a l . I f p r o p e r l y 
m a i n t a i n e d t h e c a s h c o n t r o l r e g i s t e r p r o v i d e s t h e I n f o r m a t i o n n e c e s s a r y f o r 
c o m p l e t i n g s e c t i o n I I o f S F - 1 8 3 . P l e a s e n o t e t h a t t h e F e d e r a l C a s h 
C o n t r o l R e g i s t e r i s m a i n t a i n e d o n a " f i s c a l y e a r - t o - d a t e " b a s i s , a n d N O T o n 
a n " i n c e p t i o n - t o - d a t e " b a s i s . 

9 . E X C E S S I V E F E D E R A L F U N D S . I f i t h a s b e e n d e t e r m i n e d , b y e i t h e r t h e 
r e c i p i e n t o r g a n i z a t i o n o r t h e F A A , t h a t F e d e r a l f u n d s h a v e b e e n e r r o n e o u s l y 
d r a w n i n e x c e s s o f i m m e d i a t e d i s b u r s e m e n t n e e d s , s u c h e x c e s s s h o u l d b e 
p r o m p t l y r e f u n d e d t o t h e F A A a n d r e d r a w n w h e n n e e d e d . T h e o n l y e x c e p t i o n s 
t o t h e r e q u i r e m e n t f o r p r o m p t r e f u n d i n g a r e w h e n t h e f u n d s i n v o l v e d w i l l 
b e d i s b u r s e d b y t h e r e c i p i e n t o r g a n i z a t i o n w i t h i n s e v e n c a l e n d a r d a y s o r a r e 
l e s s t h a n $ 1 0 , 0 0 0 a n d w i l l be d i s b u r s e d w i t h i n 30 c a l e n d a r d a y s . T h e s e 
e x c e p t i o n s s h o u l d n o t be c o n s t r u e d a s a p p r o v a l b y t h e U . S . T r e a s u r y , o r 
t h e F A A , f o r a r e c i p i e n t o r g a n i z a t i o n t o m a i n t a i n e x c e s s i v e f u n d s ; t h e y 
a r e a p p l i c a b l e o n l y t o e x c e s s i v e a m o u n t s w h i c h w e r e e r r o n e o u s l y d r a w n . 

1 0 . I N T E R E S T E A R N E D O N F E D E R A L F U N D S . A n y i n t e r e s t i n c o m e e a r n e d b y a 
r e c i p i e n t o r g a n i z a t i o n o n F e d e r a l f u n d s s h o u l d b e p r o m p t l y r e f u n d e d t o t h e 
F A A u n l e s s s p e c i f i c a l l y p r o h i b i t e d b y l a w . 

1 1 . E M E R G E N C Y P A Y M E N T S . I t c a n g e n e r a l l y be c o n s i d e r e d a n e m e r g e n c y 
s i t u a t i o n w h e n a r e q u e s t e d p a y m e n t o n a l e t t e r o f c r e d i t i s n o t r e c e i v e d 
b y t h e r e c i p i e n t o r g a n i z a t i o n t w o d a y s a f t e r t h e e x p e c t e d p a y m e n t r e c e i p t 
d a t e . T h e u s e o f t w o d a y s a s a g u i d e l i n e s h o u l d be d o n e o n l y w i t h 
c o n s i d e r a t i o n g i v e n t o t h e l o c a l h i s t o r y o f r e q u e s t i n g F e d e r a l f u n d s u s i n g 
t h e m a i l . W h e n , a n d i f , a n e m e r g e n c y s i t u a t i o n d o e s a r i s e , t h e r e c i p i e n t 
o r g a n i z a t i o n s h o u l d u s e t h e f o l l o w i n g p r o c e d u r e s : 

a . C o n t a c t t h e F A A a c c o u n t i n g o f f i c e w h o i s s u e d t h e l e t t e r o f c r e d i t . 
DO N O T a t t e m p t t o c o n t a c t t h e T r e a s u r y d i s b u r s i n g c e n t e r a s t h e y A R E N O T 
a u t h o r i z e d t o d e a l d i r e c t l y w i t h t h e r e c i p i e n t o r g a n i z a t i o n . 

b . P r o v i d e t h e F A A a c c o u n t i n g o f f i c e w i t h t h e f o l l o w i n g i n f o r m a t i o n 
w h i c h s h o u l d b e a b s o l u t e l y c o r r e c t s o t h a t t h e F A A c a n p r o p e r l y i d e n t i f y 
t h e S F - 1 8 3 i n q u e s t i o n w h e n c o n t a c t i n g t h e T r e a s u r y d i s b u r s i n g c e n t e r t o 
r e q u e s t t h a t e m e r g e n c y p a y m e n t p r o c e d u r e s be i n v o k e d : 

( 1 ) L e t t e r o f c r e d i t n u m b e r ; 
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( 2 ) D o c u m e n t n u m b e r o f t h e S F - 1 8 3 i n q u e s t i o n ; 

( 3 ) T h e a m o u n t r e q u e s t e d ; 

( 4 ) T h e e x a c t i n f o r m a t i o n f r o m t h e b l o c k e n t i t l e d " M a k e T r e a s u r y 
C h e c k P a y a b l e t o : " o n t h e S F - 1 8 3 ; 

( 5 ) T h e d a t e o f t h e S F - 1 8 3 c e r t i f i c a t i o n ; a n d 

( 6 ) T h e d a t e t h e S F - 1 8 3 w a s m a i l e d t o t h e T r e a s u r y d i s b u r s i n g 
c e n t e r . 

c U n d e r c e r t a i n c o n d i t i o n s , i t may be n e c e s s a r y f o r t h e F A A 
a c c o u n t i n g o f f i c e t o r e q u e s t t h a t a " S e c o n d O r i g i n a l " S F - 1 8 3 b e s u b m i t t e d 
b y t h e r e c i p i e n t o r g a n i z a t i o n . T h e r e c i p i e n t o r g a n i z a t i o n s h o u l d n o t d o 
t h i s u n l e s s s p e c i f i c a l l y r e q u e s t e d t o d o s o . H o w e v e r , i f t h e r e c i p i e n t 
o r g a n i z a t i o n i s r e q u e s t e d t o p r e p a r e t h i s d o c u m e n t , t h e l e g e n d " S e c o n d 
O r i g i n a l " s h o u l d b e a f f i x e d a t t h e t o p o f t h e o r i g i n a l a n d a l l c o p i e s o f 
t h e f o r m . 

1 2 . FORMS A C Q U I S I T I O N . A d d i t i o n a l S F - 1 8 3 ' s a n d S F - 1 1 9 4 ' s s h o u l d b e 
r e q u e s t e d f r o m t h e a p p r o p r i a t e F A A c o n t a c t o f f i c e a s n e e d e d . 
P a r t i c u l a r l y w h e n r e q u e s t i n g S F - 1 8 3 ' s , t h e r e c i p i e n t o r g a n i z a t i o n s h o u l d 
o r d e r f a r e n o u g h i n a d v a n c e s o t h e i r s u p p l y o n h a n d w i l l n o t be e x h a u s t e d 
t h e r e b y c a u s i n g a s i t u a t i o n w h e r e n e e d e d f u n d s c a n n o t b e o b t a i n e d . 
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I N S T R U C T I O N S FOR PREPARING A 
D E S I G N A T I O N OF D E P O S I T O R Y 

N O T E : T h i s f o r m 1 6 n o t n e c e s s a r y i f t h e r e c i p i e n t o r g a n i z a t i o n c h o o s e s 
t o r e c e i v e t h e c h e c k d i r e c t l y f r o m T r e a s u r y . T h i s f o r m i s n o t 
s u p p l i e d . E a c h r e c i p i e n t o r g a n i z a t i o n s h o u l d t y p e AN O R I G I N A L AND 
TWO C O P I E S , as i l l u s t r a t e d , o n i t s own l e t t e r h e a d . 

B l o c k 
N o . E x p l a n a t i o n 

1. E n t e r name, a d d r e s s and z i p c o d e o f d e p o s i t o r y d e s i g n a t e d t o 
r e c e i v e T r e a s u r y c h e c k s . 

2 . E n t e r p r o j e c t number * 

3 . E n t e r name o f r e c i p i e n t o r g a n i z a t i o n ' s bank a c c o u n t and n u m b e r . 

4 . E n t e r name o f r e c i p i e n t o r g a n i z a t i o n . 

5 . E n t e r c o m p l e t e a d d r e s s o f r e c i p i e n t o r g a n i z a t i o n . 

6. E n t e r t i t l e o f E x e c u t i v e O f f i c e r f o r r e c i p i e n t o r g a n i z a t i o n . 

7 . S i g n a t u r e o f E x e c u t i v e O f f i c e r f o r r e c i p i e n t o r g a n i z a t i o n 
( p e r s o n who s i g n e d g r a n t c o n t r a c t ) . 

8 . E n t e r d a t e f o r m s i g n e d by E x e c u t i v e O f f i c e r f o r r e c i p i e n t 
o r g a n i z a t i o n . 

9 . E n t e r name and a c c o u n t number o f r e c i p i e n t o r g a n i z a t i o n ' s bank 
a c c o u n t . 

10. E n t e r name o f r e c i p i e n t o r g a n i z a t i o n ' s b a n k . 

11 . E n t e r c o m p l e t e a d d r e s s o f r e c i p i e n t o r g a n i z a t i o n ' s bank w h e r e 
T r e a s u r y c h e c k s a r e t o be m a i l e d . 

12 . E n t e r t i t l e o f a u t h o r i z e d bank o f f i c e r f o r r e c i p i e n t 
o r g a n i z a t i o n ' s b a n k . 

13. E n t e r s i g n a t u r e o f a u t h o r i z e d bank o f f i c e r f o r r e c i p i e n t 
o r g a n i z a t i o n ' s b a n k . 

14. E n t e r d a t e f o r m s i g n e d by a u t h o r i z e d bank o r T r e a s u r y c e n t e r 
f o r r e c i p i e n t o r g a n i z a t i o n ' s b a n k . 
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F I G U R E 1. S A M P L E F O R M A T D E S I G N A T I O N O F D E P O S I T O R Y F O R D I R E C T D E P O S I T O F 
PROGRAM F U N D S 

( L e t t e r h e a d o f R e c i p i e n t O r g a n i z a t i o n ) 

S e c t i o n I 
( T o b e c o m p l e t e d b y r e c i p i e n t o r g a n i z a t i o n ) 

T h e O ) 
( N a m e . A d d r e s s , a n d Z i p C o d e o f B a n k ) 

h a s b e e n d e s i g n a t e d a s t h e d e p o s i t o r y o f a l l f u n d s t o be r e c e i v e d d i r e c t l y 
f r o m g r a n t ( p r o j e c t c o n t r a c t n u m b e r ) ( 2 ) 
e x e c u t e d w i t h t h e F e d e r a l A v i a t i o n A d m i n i s t r a t i o n f o r d e p o s i t t o 

( 3 ) . 
( A c c o u n t Name a n d N u m b e r ) 

w 

( N a m e ) 

( 6 ) 
( T i t l e o f E x e c u t i v e O f f i c e r ) 

(5) 
( A d d r e s s a n d Z i p C o d e ) 

( 7 ) 
( S i g n a t u r e o f E x e c u t i v e O f f i c e r ) 

( 8 ) 
( D a t e ) 

S e c t i o n I I 
( T o be c o m p l e t e d b y t h e d e p o s i t o r y ) 

T h e a c c o u n t i d e n t i f i e d i n S e c t i o n I h a s b e e n e s t a b l i s h e d w i t h t h e b a n k . 
A l l n e c e s s a r y d o c u m e n t a t i o n , i n c l u d i n g a p o w e r o f a t t o r n e y w h e n n e c e s s a r y , 
w h i c h l e g a l l y e n a b l e s t h i s d e p o s i t o r y t o r e c e i v e U . S . G o v e r n m e n t c h e c k s 
d i r e c t l y f r o m t h e U . S . T r e a s u r y D e p a r t m e n t , f o r d e p o a i t t o 

( 9 ) w i t h o u t t h e p a y e e ' s e n d o r s e m e n t h a s 
( A c c o u n t N a m e a n d N u m b e r ) 

b e e n r e c e i v e d a n d i s i n t h e d e p o s i t o r y ' s c u s t o d y . 

u£> m i 

( N a m e o f B a n k ) ( A d d r e s s a n d Z i p C o d e w h e r e 
c h e c k s s h o u l d b e m a i l e d ) 

T h e D e p o s i t o r y h e r e b y a g r e e s t o i m m e d i a t e l y n o t i f y t h e R e c i p i e n t 
O r g a n i z a t i o n w h e n a d e p o s i t i s m a d e i n t h e a b o v e a c c o u n t . 

( 1 2 ) 02> ( 1 4 ) 
( T i t l e o f A u t h o r i z e d B a n k ( S i g n a t u r e o f A u t h o r i z e d B a n k ( D a t e ) 

O f f i c e r ) O f f i c e r ) 

3 
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I N S T R U C T I O N S F O R C O M P L E T I N G S F - 1 1 9 4 , 
A U T H O R I Z E D S I G N A T U R E C A R D 

B l o c k 
N o . E x p l a n a t i o n 

1. L e a v e b l a n k - t o be c o m p l e t e d b y F A A a c c o u n t i n g o f f i c e . 

2 . T o be c o m p l e t e d b y F A A a c c o u n t i n g o f f i c e b y l i n i n g o u t t h e w o r d s 
" F e d e r a l R e s e r v e B a n k " a n d e n t e r i n g t h e l o c a t i o n o f t h e t 

a p p r o p r i a t e T r e a s u r y d i s b u r s i n g c e n t e r . T h e n a m e s a n d a d d r e s s e s 
o f t h e s e c e n t e r s a n d t h e S t a t e s t h e y s e r v e a r e l i s t e d i n 
A p p e n d i x 2 . 

3 . E n t e r t h e name a n d a d d r e s s o f t h e r e c i p i e n t o r g a n i z a t i o n . I f 
a d d i t i o n a l s p a c e i s r e q u i r e d , u s e t h e r e v e r s e s i d e o f t h e f o r m . 

4 . E n t e r " D O T , F e d e r a l A v i a t i o n A d m i n i s t r a t i o n " a n d t h e a d d r e s s o f 
t h e a p p r o p r i a t e F A A a c c o u n t i n g o f f i c e I s s u i n g t h e l e t t e r o f 
c r e d i t . 

5 . L e a v e b l a n k . 

6 . E n t e r a n " X " ( A l l S F - 1 8 3 ' s f o r w i t h d r a w a l s a g a i n s t a l e t t e r o f 
c r e d i t s h o u l d be c o u n t e r s i g n e d . ) . 

7 . E n t e r t h e t y p e d n a m e s a n d t h e s i g n a t u r e s o f t h o s e o f f i c i a l s o f 
t h e r e c i p i e n t o r g a n i z a t i o n a u t h o r i z e d t o e x e c u t e S F - 1 8 3 , 
R e q u e s t f o r P a y m e n t o n L e t t e r o f C r e d i t a n d S t a t u s o f F u n d s 
R e p o r t . N o m o r e t h a n o n e s i g n a t u r e may a p p e a r i n e a c h b l o c k . 
T w o o r m o r e s i g n a t u r e c a r d s a r e r e q u i r e d i f m o r e t h a n f o u r 
o f f i c i a l s a r e a u t h o r i z e d t o d r a w o n a l e t t e r o f c r e d i t . 
C r o s s o u t s , e r a s u r e s , a n d p a i n t o v e r s o f s i g n a t u r e s a r e 
u n a c c e p t a b l e . C r o s s o u t a n y o f t h e s e b l o c k s t h a t a r e n o t u s e d * 

8 . E n t e r t h e d a t e , t y p e d n a m e , t i t l e , a n d t h e s i g n a t u r e o f t h e 
o r g a n i z a t i o n ' s o f f i c i a l w h o i s a u t h o r i z e d t o c e r t i f y t h e 
a u t h e n t i c i t y o f t h e s i g n a t u r e s o f t h e i n d i v i d u a l s a u t h o r i z e d t o 
e x e c u t e S F - 1 8 3 . I f a n i n d i v i d u a l i s b o t h a d e s i g n a t e d s i g n e r 
o f r e q u e s t s f o r p a y m e n t a n d a d e s i g n a t e d o f f i c i a l o f t h e 
r e c i p i e n t o r g a n i z a t i o n , h i s o r h e r s i g n a t u r e s h o u l d a p p e a r i n 
b o t h B l o c k s 7 a n d 8 o f t h e S F - 1 1 9 4 . I f t h e p e r s o n w h o s e 
s i g n a t u r e a p p e a r s i n B l o c k 8 I s u n k n o w n t o t h e a p p r o p r i a t e 
F A A c e r t i f y i n g o f f i c e r , F A A m a y r e q u e s t t h e r e c i p i e n t o r g a n i z a ­
t i o n t o s u b m i t a l e t t e r o f " S i g n a t o r y A u t h o r i z a t i o n a n d 
C e r t i f i c a t i o n " ( R e f e r t o a p p e n d i x 1, p a g e 7 . ) . 

9 . L e a v e b l a n k - t o be c o m p l e t e d b y F A A a c c o u n t i n g o f f i c e . 
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FIGURE 2 . SAMPLE SF-1194, AUTHORIZED SIGNATURE CARD 

I'T'W'J^ SIM™ i » 
final twnn 
llMO t<M(WI* 

AUTHORIZED SIGNATURE CARD 
FOR PAYMENT VOUCHERS 

ON LETTER OF CREDIT 

Letter of Credit Number 
a ) 

Federal Reserve Bank 
( 2 ) 

Letter of Credit Issued in Favor of (Recipient) 

(3) 

Issued by (Federal Agency) 

(4) 

SIGNATURES OF INDIVIDUALS AUTHORIZE!^5) D ONIY owe HGNATUXE IEQUIKD ON PAYMENT VOUCHEU 
TO DRAW ON THE CITED LETTER OF CREDI1<6) Q A W ^ KQumEo TO SIGN OR COUNTEUIGN 

Typed Name and Signature 

(7) 

Typed Name and Signature 

(7) 
Typed Name and Signature 

(7) 

Typed Name and Signature 

(7) 
1 CEtTIFY THAT THE i lQNATUUS AIOVE AM 0 ' THE INDIVIDUALS Al/THOt-

UtO TO IWAW PAYMENT VOUCHEES fOt THE OTED LfTTK Of CttCXT 

(8) 

APftOVED. 

(9) 
DATE AND ttCNATUtt OF AUTttOWZINO OFFICIAL ( I H * M J DAT* AND liaNATUU Of AOINCV CttTWrtMO OtftCft 

n.#-ioi v • OOVEUWEHT mwnwo o m c i : i tn o - m m 

NOTE: If, when preparing the SF-1194, a mistake is made or a change is 
necessary, a new SF-1194 should be prepared because erasures or corrections 
of any kind (pasted over or printed over with correction fluid) are not 
acceptable. 

When there is a change in persons authorized to sign the 
SF-183, Request for Payment on Letter of Credit and Status of Funds Report, 
a new signature card must be prepared and submitted to the FAA contact 
off ice. Recipient organizations which have more than one signature card 
requiring a change in the persons authorized to sign "Request for Payment" 
are required to submit new signature cards for al l of the designated 
off icials authorized to sign the requests for payment. When submitting 
superseding signature cards, allow at least 10 days for processing them 
(SF-1194) before submitting a "Request for Payment" which will have the 
new signatures. Change in the t i t l e or position of a person previously 
authorized does not require a superseding signature card if the person's 
authority to sign requests for payment remains unchanged. 

5 
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I N S T R U C T I O N S FOR PREPARAING A S I G N A T O R Y A U T H O R I Z A T I O N AND C E R T I F I C A T I O N 

T h i s s i g n a t u r e c e r t i f i c a t e s h o u l d be p r e p a r e d on l e t t e r h e a d o f r e c i p i e n t 
o r g a n i z a t i o n . 

B l o c k 
N o . I n s t r u c t i o n s 

1. T h e i n d i v i d u a l s i g n i n g i n B l o c k 8 o f t h e SF-1194 s h o u l d e n t e r 
h i s / h e r h a n d w r i t t e n s i g n a t u r e i n t h i s b l o c k . 

2 . E n t e r t h e t y p e d name o f t h e i n d i v i d u a l s i g n i n g i n B l o c k 1. 

3 . E n t e r t h e t y p e d t i t l e o f t h e i n d i v i d u a l s i g n i n g i n B l o c k 1. 

4 . E n t e r t h e t y p e d name o f t h e r e c i p i e n t o r g a n i z a t i o n . 

5 . W i t n e s s e n t e r s h i s / h e r s i g n a t u r e a f t e r w i t n e s s i n g s i g n i n g 
i n B l o c k 1 b y a u t h o r i z i n g o f f i c i a l . 

6 . E n t e r t h e t y p e d name and t i t l e o f i n d i v i d u a l s i g n i n g i n B l o c k 5 . 

7 . E n t e r t h e d a t e t h a t t h e c e r t i f i c a t i o n I s m a d e . 

8 . A f f i x o f f i c i a l s e a l o f r e c i p i e n t o r g a n i z a t i o n . 

6 
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F I G U R E 3 . S A M P L E F O R M A T O F A L E T T E R O F S I G N A T U R E A U T H O R I Z A T I O N 
A N D C E R T I F I C A T I O N 

( T o b e P r e p a r e d b y R e c i p i e n t O r g a n i z a t i o n o n i t s L e t t e r h e a d ) 

( L e t t e r h e a d o f R e c i p i e n t O r g a n i z a t i o n ) 

S I G N A T O R Y A U T H O R I Z A T I O N A N D C E R T I F I C A T I O N 

U ) 
( S i g n a t u r e o f A u t h o r i z i n g O f f i c i a l ) 

T h i s i s t o c e r t i f y t h a t t h e a b o v e i s t h e s i g n a t u r e o f 

( 2 ) , ( 3 ) o f 
( N a m e ) ( T i t l e ) 

( 4 ) , a n d t h a t h e / s h e i s 

( N a m e o f R e c i p i e n t ) 

a u t h o r i z e d t o c e r t i f y t h e s i g n a t u r e s a p p e a r i n g i n B l o c k 7 o f t h e S F - 1 1 9 4 , 

A u t h o r i z e d S i g n a t u r e C a r d f o r P a y m e n t o f V o u c h e r s o n L e t t e r o f C r e d i t . 

O F F I C I A L S E A L ( 5 ) 
( H a n d w r i t t e n S i g n a t u r e o f W i t n e s s ) 

(8) 

( 6 ) 
( T y p e w r i t t e n Name & T i t l e o f W i t n e s s ) 

( 7 ) 
( D a t e ) 

7 
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FIGURE 4 . SAMPLE SF-183, REQUEST FOR PAYMENT OH LETTER OF CREDIT AND 
STATUS OF FUNDS REPORT 

REQUEST KM PAYMENT ON UTTCT Of CftEDTT 
AND 

CTATUS Of FUNW IKPORT 

worn » - « n n * e> n m MM m. om m I W W 

l mi M M « • H H S * W M M tat 1 
wawsmncuiwiBHii 

I mi I I H I I I " IM Mini I I • III urn I I I urn i» in in I I 

* W'l • M M H I M I R M W I M N W N ( 6 . . 
•lOnMMgUBIfHMMBIT ran 
• w » n IIW H I M I I I — m w • iMMimn 

• 

• t 

M I L |«Mt 4«*n WD J M I • / «M fepM M < t | W J 

MTVI 

(11) 

k m 

01) CU) 
m i 

- oM.y 

1 RSSIKI»u**> 
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I N S T R U C T I O N S FOR COMPLETING AND D I S T R I B U T I N G S F - 1 8 3 , 
REQUEST FOR PAYMENT ON L E T T E R OF C R E D I T AND 

S T A T U S OF FUNDS REPORT 

N O T I C E T O DRAWER 

E x t r e m e c a r e s h o u l d be e x e r c i s e d t o p r e p a r e S F - 1 8 3 c o r r e c t l y and c o m p l e t e l y 
i n o r d e r f o r t h e a p p r o p r i a t e T r e a s u r y d i s b u r s i n g c e n t e r t o p r o c e s s t h e 
r e q u e s t f o r payment w i t h o u t d e l a y . I f a r e c i p i e n t r e p e a t e d l y f a i l s t o 
p r e p a r e t h e S F - 1 8 3 c o r r e c t l y and c o m p l e t e l y , t h e T r e a s u r y d i s b u r s i n g 
c e n t e r may r e j e c t f u t u r e r e q u e s t s f o r p a y m e n t . 

W i t h d r a w a l s on t h e l e t t e r o f c r e d i t s h o u l d be made o n l y i n amounts n e c e s s a r y 
t o meet c u r r e n t d i s b u r s e m e n t n e e d s . Such w i t h d r a w a l s o r d i n a r i l y s h o u l d be 
made n o t more f r e q u e n t l y t h a n o n c e d a i l y , be i n amounts more t h a n $5,000 
b u t l e s s t h a n $ 5 , 0 0 0 , 0 0 0 , and i n no c a s e more t h a n $5 ,000 ,000 u n l e s s so 
s t a t e d on t h e l e t t e r o f c r e d i t . 

A l l d o l l a r amounts w h i c h a r e e n t e r e d on t h e S F - 1 8 3 s h o u l d be s h o w n t o two 
p l a c e s p a s t t h e d e c i m a l . E x a m p l e : $ 2 5 , 0 0 0 . 0 0 

S E C T I O N I - REQUEST FOR PAYMENT 

B l o c k 
N o . E x p l a n a t i o n 

1. A g e n c y L o c a t i o n Code ( f o r m e r l y A g e n c y S t a t i o n S y m b o l ) . E n t e r 
t h e e i g h t - d i g i t a g e n c y l o c a t i o n c o d e w h i c h a p p e a r s o n t h e 
S F - 1 1 9 3 A , L e t t e r o f C r e d i t , p r o v i d e d t h e r e c i p i e n t o r g a n i z a t i o n 
b y F A A . 

2 . L e t t e r o f C r e d i t N u m b e r . E n t e r t h e e i g h t - d i g i t l e t t e r o f c r e d i t 
number w h i c h a p p e a r s on t h e r e l a t e d l e t t e r o f c r e d i t . 

3 . Document N u m b e r . E n t e r t h e a p p r o p r i a t e document n u m b e r . F o r 
e a c h l e t t e r o f c r e d i t , t h e document number o f t h e f i r s t SF -183 
s h o u l d b e g i n w i t h " 0 0 1 , " and e a c h S F - 1 8 3 p r e p a r e d t h e r e a f t e r 
s h o u l d p r o g r e s s i n c o n s e c u t i v e l y a s c e n d i n g o r d e r . A l p h a b e t i c a l 
d e s i g n a t i o n s must n o t be u s e d as p a r t o f t h e document n u m b e r . 
Amendments t o t h e l e t t e r o f c r e d i t s h o u l d n o t i n t e r r u p t t h e 
p r o g r e s s i o n o f t h e number a s s i g n e d t o t h e r e q u e s t s f o r payment 
b y t h e d r a w e r . 

4 . Amount R e q u e s t e d . E n t e r t h e t o t a l amount o f t h i s r e q u e s t f o r 
p a y m e n t w h i c h s h o u l d be t h e same as t h e amount r e q u e s t e d on l i n e 7 
o f S e c t i o n I I a n d t h e t o t a l I n S e c t i o n I I I . 

5 . Name and A d d r e s s o f U . S . A g e n c y . E n t e r t h e name and a d d r e s s o f 
t h e F e d e r a l " I s s u i n g A g e n c y " w h i c h a p p e a r s on t h e r e l a t e d 
l e t t e r o f c r e d i t . 

9 
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INSTRUCTIONS FOR COMPLETING SF-183 (cont'd) 

7. Name and Address of Treasury Disbursing Center. Enter the name 
and address of the Treasury disbursing center which appears on 
the related letter of credit. 

8. Make Treasury Check Payable To. Enter the information exactly 
as it appears in block "Treasury Checks to be Made Payable to:" 
on the related letter of credit. 

SECTION II - STATUS OF FEDERAL FUNDS 

Line 
No. Explanation 

1. Federal Funds on Hand. Enter the total amount of undisbursed 
Federal funds received under this letter of credit which was in 
the hands of the recipient organization (drawer) on the first 
day of the current Federal fiscal year. This amount includes a l l 
Federal funds on deposit with a commercial bank or maintained as 
imprest funds and received but undeposited Treasury checks. 

2 . Advances Received Fiscal Year to Date. Enter the total amount of 
a l l advances of Federal funds received under this letter of 
credit during the current Federal fiscal year to date. 

3 . Collections, Refunds, and/or Miscellaneous Receipts. Enter the 
total amount of a l l collections, refunds, and/or miscellaneous 
receipts of funds received during the current Federal fiscal 
year to date* Examples of items to be included in this amount 
are: 

a. Cumulative Federal funds advanced to a secondary recipient 
organization and, subsequently, determined to be in excess 
of immediate disbursement needs, which have been returned to 
the primary recipient during the current Federal fiscal year. 

10 

Block 
No* Explanation 

6. Name and Address of Drawer. Enter the name and address of the 
recipient organization (drawer). This information should be 
identical to that entered in the block "In Favor Of" on the 
related letter of credit. 
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I N S T R U C T I O N S F O R C O M P L E T I N G S F - 1 8 3 ( c o n t ' d ) 

E x p l a n a t i o n 

C u m u l a t i v e F e d e r a l s h a r e o f p r o c e e d s f r o m t h e s a l e o f r e a l 
p r o p e r t y , p e r s o n a l p r o p e r t y , a n d / o r s e r v i c e s r e c e i v e d d u r i n g 
t h e c u r r e n t F e d e r a l f i s c a l y e a r w h i c h a r e a v a i l a b l e t o t h e 
p r i m a r y r e c i p i e n t t o p a y t h e c o s t o f a n y a p p r o v e d p r o g r a m 
a c t i v i t y . 

C u m u l a t i v e i n t e r e s t e a r n e d d u r i n g t h e c u r r e n t F e d e r a l f i s c a l 
y e a r o n F e d e r a l f u n d s w i t h d r a w n f r o m t h i s l e t t e r o f c r e d i t 
p r i o r t o a c t u a l d i s b u r s e m e n t n e e d s o f t h e r e c i p i e n t 
o r g a n i z a t i o n . I n S e c t i o n I I A - R e m a r k s , i n d i c a t e t h e 
a m o u n t o f s u c h i n t e r e s t a n d w h e t h e r t h a t a m o u n t h a s b e e n 
r e m i t t e d t o F A A . 

4 . S u b t o t a l . E n t e r t h e sum o f t h e a m o u n t s r e p o r t e d o n L i n e s 1, 2 , 
a n d 3 o f S e c t i o n I I . 

5 . A c t u a l D i s b u r s e m e n t s F i s c a l Y e a r t o D a t e . E n t e r t h e t o t a l a m o u n t 
o f a c t u a l c a s h d i s b u r s e m e n t s o f F e d e r a l p r o j e c t f u n d s d u r i n g t h e 
c u r r e n t F e d e r a l f i s c a l y e a r t o d a t e . A n y i n t e r e s t e a r n e d o n 
f u n d s p r e m a t u r e l y w i t h d r a w n f r o m t h i s l e t t e r o f c r e d i t a n d 
r e t u r n e d t o F A A s h o u l d b e i n c l u d e d i n t h e a m o u n t s h o w n o n t h i s 
l i n e . 

6 a . F e d e r a l F u n d s o n H a n d a t T i m e o f t h i s R e q u e s t . E n t e r t h e a m o u n t 
r e p o r t e d o f L i n e 4 m i n u s t h e a m o u n t r e p o r t e d o n L i n e 5 . 

6 b . E s t i m a t e d N u m b e r o f D a y s S u p p l y . E n t e r t h e e s t i m a t e d n u m b e r o f 
w o r k d a y s u n t i l t h e a m o u n t r e p o r t e d o n L i n e 6 a w i l l b e d i s b u r s e d . 
F o r e x a m p l e , i f t h e r e q u e s t f o r p a y m e n t i s p r e p a r e d o n a T u e s d a y 
a n d t h e r e c i p i e n t o r g a n i z a t i o n e x p e c t s t o d i s b u r s e t h e F e d e r a l 
f u n d s o n h a n d o n t h e same d a y I t i s p r e p a r i n g t h e r e q u e s t f o r 
p a y m e n t , t h i s r e p r e s e n t s a z e r o d a y s s u p p l y o f F e d e r a l f u n d s . 

7 a . A m o u n t o f t h i s R e q u e s t f o r P a y m e n t . E n t e r t h e t o t a l a m o u n t o f 
t h i s r e q u e s t f o r p a y m e n t , w h i c h s h o u l d b e t h e same a s t h e a m o u n t 
r e q u e s t e d i n S e c t i o n I a n d t h e t o t a l i n S e c t i o n I I I . 

7 b . E s t i m a t e d N u m b e r o f D a y s S u p p l y . E n t e r t h e e s t i m a t e d n u m b e r o f 
w o r k d a y s f r o m t h e e s t i m a t e d d a y o f r e c e i p t u n t i l t h e a m o u n t 
r e p o r t e d o n L i n e 7a w i l l b e d i s b u r s e d . T h i s e s t i m a t e i n c l u d e s 
t h e e x p e c t e d d a y o f r e c e i p t b u t d o e s n o t i n c l u d e t h e d a y o f 
d i s b u r s e m e n t . F o r e x a m p l e , I f t h e r e c i p i e n t e x p e c t s t o 

L i n e 
N o . 

b . 
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12 

L i n e 
N o . E x p l a n a t i o n 

r e c e i v e t h e F e d e r a l f u n d s r e q u e s t e d on a F r i d a y and d i s b u r s e 
t h e s e f u n d s o n Monday o f t h e f o l l o w i n g w e e k , t h i s r e p r e s e n t s a 
o n e - d a y s u p p l y o f F e d e r a l f u n d s a s s u m i n g S a t u r d a y and S u n d a y 
a r e n o t w o r k d a y s . 

8 . U n p a i d R e q u e s t s f o r P a y m e n t P r e v i o u s l y S u b m i t t e d . E n t e r t h e 
t o t a l amount o f t h e r e q u e s t s f o r p a y m e n t w h i c h h a v e been 
s u b m i t t e d t o t h e T r e a s u r y d i s b u r s i n g c e n t e r b u t f o r w h i c h t h e 
r e c i p i e n t o r g a n i z a t i o n has n o t y e t r e c e i v e d p a y m e n t . Do n o t 
i n c l u d e t h e amounts o f r e j e c t e d r e q u e s t s f o r p a y m e n t . 

^* T o t a l . E n t e r t h e sum o f t h e a m o u n t s r e p o r t e d on L i n e s 6 , 7 , and 
8 . 

10a . O u t s t a n d i n g A d v a n c e s t o S u b g r a n t e e s - T o t a l $ . E n t e r t h e 
d i f f e r e n c e b e t w e e n t h e t o t a l amount o f F e d e r a l f u n d s a d v a n c e d t o 
s u b g r a n t e e s and t h e t o t a l amount o f F e d e r a l f u n d s d i s b u r s e d b y 
s u b g r a n t e e s . 

10b. O u t s t a n d i n g A d v a n c e s t o S u b g r a n t e e s - N u m b e r . E n t e r t h e number 
o f r e c i p i e n t s m a i n t a i n i n g t h e o u t s t a n d i n g b a l a n c e s r e p o r t e d on 
L i n e 10a o f t h i s r e q u e s t f o r payment as " O u t s t a n d i n g A d v a n c e s t o 
S u b g r a n t e e s . " I f t h e r e a r e no s u b g r a n t e e s i n v o l v e d , " N . A . " 
s h o u l d be e n t e r e d f o r n o n a p p l i c a b l e . 

S E C T I O N I I A - REMARKS 

T h e r e c i p i e n t o r g a n i z a t i o n ( d r a w e r ) may e n t e r a n y a d d i t i o n a l e x p l a n a t i o n , 
r e l a t e d t o S e c t i o n I I - S t a t u s o f F e d e r a l F u n d s , deemed a p p r o p r i a t e . 

S E C T I O N I I I - C L A S S I F I C A T I O N OF THE AMOUNT OF T H I S REQUEST 

S i n c e a l e t t e r o f c r e d i t may i n c l u d e f u n d s a t t r i b u t a b l e t o more t h a n one 
g r a n t o r p r o j e c t , I t i s e x t r e m e l y i m p o r t a n t t h a t S e c t i o n I I I be p r o p e r l y 
c o m p l e t e d t o show t h e amount o f t h e r e q u e s t f o r payment a p p l i c a b l e t o e a c h 
g r a n t o r p r o j e c t . T h e r e f o r e , f o r e a c h g r a n t o r p r o j e c t f o r w h i c h f u n d s a r e 
b e i n g r e q u e s t e d , e n t e r t h e a p p r o p r i a t e p r o j e c t n u m b e r , and t h e amount o f 
f u n d s r e q u e s t e d f o r e a c h p r o j e c t . 

T h e t o t a l o f t h i s s e c t i o n s h o u l d be t h e same a s t h e "Amount R e q u e s t e d " u n d e r 
S e c t i o n I and t h e "Amount o f t h i s R e q u e s t f o r P a y m e n t " u n d e r S e c t i o n I I . 



11/28/79 AC 10-1 
A p p e n d i x 1 

I N S T R U C T I O N S FOR COMPLETING S F - 1 8 3 ( c o n t ' d ) 

S E C T I O N I V - C E R T I F I C A T I O N 

B l o c k 
N o . E x p l a n a t i o n 

11 . D a t e . E n t e r t h e d a t e ( s ) t h i s S F - 1 8 3 i s c e r t i f i e d . 

1 2 . S i g n a t u r e and C o u n t e r s i g n a t u r e . T w o o f t h e d e s i g n a t e d o f f i c i a l s 
o f t h e r e c i p i e n t o r g a n i z a t i o n a u t h o r i z e d t o c e r t i f y r e q u e s t s f o r 
p a y m e n t on t h e S F - 1 1 9 4 , A u t h o r i z e d S i g n a t u r e C a r d f o r Payment 
V o u c h e r s o n L e t t e r o f C r e d i t , on f i l e w i t h t h e T r e a s u r y 
d i s b u r s i n g c e n t e r s e r v i c i n g t h e r e l a t e d l e t t e r o f c r e d i t w i l l 
a f f i x t h e i r s i g n a t u r e s . Manua l s i g n a t u r e s a r e r e q u i r e d and must 
be i d e n t i c a l t o t h o s e on t h e c u r r e n t S F - 1 1 9 4 . E r a s u r e s , p a i n t -
o v e r s , and t a p e o v e r s a r e u n a c c e p t a b l e . 

13 . T i t l e . E n t e r t h e t i t l e s o f t h e d e s i g n a t e d o f f i c i a l s o f t h e 
r e c i p i e n t o r g a n i z a t i o n c e r t i f y i n g t h i s S F - 1 8 3 . 

14 . D i s t r i b u t i o n o f t h e F o r m . T h e f o r w a r d i n g p o i n t s a r e p r i n t e d on 
t h e b o t t o m o f e a c h c o p y o f t h e S F - 1 8 3 . T h e y a r e d i s t r i b u t e d as 
f o l l o w s : 

a . O r i g i n a l , D u p l i c a t e , and Q u i n t u p l i c a t e . F o r w a r d t o t h e 
T r e a s u r y d i s b u r s i n g c e n t e r s e r v i c i n g t h e r e l a t e d l e t t e r o f 
c r e d i t . 

b* T r i p l i c a t e . A t t h e same t i m e t h e r e c i p i e n t o r g a n i z a t i o n m a i l s 
t h e d e s i g n a t e d c o p i e s i n B l o c k Number 14 a b o v e t o t h e 
a p p r o p r i a t e T r e a s u r y d i s b u r s i n g c e n t e r , t h e t r i p l i c a t e c o p y 
m u s t be s e n t t o t h e a p p r o p r i a t e FAA p r o g r a m o f f i c e . (Do n o t 
s e n d t h e t r i p l i c a t e c o p y t o t h e a c c o u n t i n g o f f i c e w h i c h I s 
s h o w n i n t h e " i s s u i n g a g e n c y " b l o c k on y o u r l e t t e r o f c r e d i t , 
S F - 1 9 9 3 A . ) 

c Q u a d r u p l i c a t e . R e t a i n e d b y t h e r e c i p i e n t o r g a n i z a t i o n ( d r a w e r ) . 

13 
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INSTRUCTIONS FOR PREPARING A FEDERAL CASH CONTROL REGISTER 

Column 

Number Instructions 

1. Enter the document number from SF-183. 

2. Enter date of request from SF-183. 

3 . Enter the amount requested as shown on Line 7 of SF-183. 

4• Self-explanatory. 
5. Enter date Treasury check deposited as shown on notification 

received from bank. 

6. Enter amount of Treasury check from notification received from 
bank. 

7. Self-explanatory. 

8* Enter date of deposit. 

9. Enter amount of deposit. 

10• SeIf-explana t ory. 

11. Enter date funds disbursed to payee by recipient organization. 

12. Enter amount disbursed to payee by recipient organization. 

13. Self-explanatory. 

14. Enter the date of the last entry in either column (5 ) , ( 8 ) , or 
(11) which causes a change in the balance in column (15) . 

15. Enter amount obtained by subtracting cumulative total in column 
(13) from the cumulative total in column (7) plus column (10) . 

14 



FEDERAL CASH CONTROL REGISTER 

REQUEST FOB PAYMENT SUBMITTED U . S . TREASURY CHECKS RECEIVED COLLECTIONS, REFUNDS, 
AHD/OR 

MISCELLANEOUS RECEIPTS DISBURSEMENTS 

BALANCE OF 
FEDERAL 
CASH ON 

HAND 

DOCUMENT 
NUMBER 

SF 1 6 3 
DATE OF 
REQUEST 

AMOUNT 
REQUESTED 

AMOUNT 
FY TO DATE 

DATE 
DEPOSITED 

CHECK 

AMOUNT 
AMOUNT 

FY TO DATE 
DATE 

DEPOSITED 
"CHECK 

AMOUNT 
AMOUNT 

FY TO DATE 

DATE 
D I S ­
BURSED AMOUNT 

AMOUNT 
FY TO 
DATE DATE AMOUNT 

<D (2) <3> <4> (5) (6) (7) 

(POST CUMU­
LATIVE) 
AMOUNT ON 
LINE 2 OF 

SF 183 

(8) (9) (10) 

(POST CUMU­
LATIVE) 
AMOUNT ON 
LINE 3 OF 

SF 183 

( I D (12) (13) 

(POST 
CUMU­
LATIVE^ 
AMOUNT 
ON 
LINE 5 
OF 

SF 183 

<») (15) 
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I N S T R U C T I O N S FOR P R E P A R A T I O N OF 
D A I L Y S T A T U S OF F E D E R A L FUNDS 

B l o c k 

N o * E x p l a n a t i o n 

( 1 ) E n t e r m o n t h o f r e q u e s t f o r d a i l y s t a t u s o f F e d e r a l f u n d s . 

( 2 ) E n t e r " F e d e r a l A v i a t i o n A d m i n i s t r a t i o n . " 

( 3 ) E n t e r name o f r e c i p i e n t o r g a n i z a t i o n ( G r a n t e e ) . 
( 4 ) E n t e r a g e n c y l o c a t i o n c o d e a s s i g n e d t o F e d e r a l p r o g r a m 

a g e n c y ( G r a n t o r ) . 

( 5 ) F e d e r a l f u n d s r e c e i v e d i n c l u d e s p a y m e n t s b y l e t t e r o f c r e d i t , 
d i r e c t T r e a s u r y c h e c k , a n d / o r r e f u n d s and r e c e i p t s , w h e t h e r 
o r n o t d e p o s i t e d . 

( 6 ) F e d e r a l F u n d s d i s b u r s e d i n c l u d e s r e c i p i e n t ' s d i s b u r s e m e n t s t o 
p a y e e s i n c l u d i n g r e f u n d s t o t h e F e d e r a l G o v e r n m e n t f o r e x c e s s 
F e d e r a l f u n d s and i n t e r e s t i n c o m e e a r n e d b y t h e r e c i p i e n t 
o r g a n i z a t i o n on F e d e r a l f u n d s , i f a p p l i c a b l e . 

( 7 ) E n t e r a c t u a l e n d i n g c a s h b a l a n c e o f p r e v i o u s m o n t h . 

( 8 ) E n t e r t o t a l s f o r F e d e r a l f u n d s r e c e i v e d and F e d e r a l f u n d s 
d i s b u r s e d d u r i n g m o n t h , and c a s h o n h a n d a t end o f m o n t h . 

(9 ) E n t e r e s t i m a t e d number d a y s u n t i l t h e c a s h on hand a t end 
o f m o n t h w i l l be e x p e n d e d b y t h e r e c i p i e n t o r g a n i z a t i o n . 

( 10 ) E n t e r m a n u a l s i g n a t u r e o f i n d i v i d u a l p r e p a r i n g r e p o r t f o r 
r e c i p i e n t o r g a n i z a t i o n w i t h t y p e d name and t i t l e and d a t e 
p r e p a r e d . 

(11 ) E n t e r m a n u a l s i g n a t u r e o f a u t h o r i z e d o f f i c i a l o f r e c i p i e n t 
o r g a n i z a t i o n w i t h t y p e d name and t i t l e and d a t e s i g n e d . 

N O T E : A l l b a l a n c e s s h o u l d r e f l e c t t h e a c t u a l c a s h ( n o t a c c r u e d ) 
b a l a n c e o f F e d e r a l f u n d s i n t h e h a n d s o f t h e r e c i p i e n t 
o r g a n i z a t i o n a t t i m e p e r i o d s i n d i c a t e d . 
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FIGURE 6 . SAMPLE DAILY STATUS OF FEDERAL FUNDS REPORT 

DAILY STATUS OF FEDERAL FUNDS REPORT 
FOR THE MONTH ENDED Q} » 19 

Federal Program Agency. ( 2 ) 

Recipient Organization: ( 3 ) 

Agency Location Code* ( 4 ) 

Federal 
Funds Received ( 5 ) 

Federal 
Funds Disbursed ( 6 ] 

Actual Cash Amount of 
Federal Funds on Hand 

Date Ending Balance of Previous Month $ ( 7 ) 
1 . $ S 
2 . 
3 J 
4 . 
5 . 
6 . 
7 . 
8 . 
9 . 

1 0 . 
1 1 . 
1 2 . 
1 3 . 
1 4 . 
1 5 . 1 5 . 

2 9 
3 0 . 
3 1 . 

TOT. S < 8 > S ( 6 ) $ ( 8 ) 
,EnMmat;«»rf r»im>wr A f Aaya nnM 1 raah f\r\ h a n d flf, Anrf n f mAWf-fr -IR qyppnr fo r f i ( Q ) 

Prepared by: 

( 1 0 ) 

Typed Name and Title Date 

Authorized Official 
(Recipient) 

( 1 1 ) 

Typed Name and Title Date 

17 



Location 
Anchorage 
AK 

Austin 
TX 

Birmingham 

Chicago 
IL 

Denver 
CO 

• Honolulu 
HI 

Kansas City 
KS 

Philadelphia 
PA 

San 
Francisco 
CA 
•ashing ton 
DC 

Street Address 
Federal Bldg. 
U.S. Court House 
701 C Street 
Anchorage, AK 

1619 E. Woodward St. 
Austin, TX 

190 Vulcan Road 
Birmingham, AL 

Room 708 
Federal Office Bldg. 
536 S. Clark St. 
Chicago, IL 

Building S3 
Denver Federal Ct r . 
Denver, CO 

3304 Prince Kuhlo 
Federal Building 
Honolulu, HI 

2100 1. 36th Ave. 
Kansas C i ty , KS 

Hailing Address 
Anchorage 
Disbursing Center 
U.S. Court House 
701 C S t . , Box 49 ZIP 99513 

Austin Disbursing Center 
P.O. Box 2907 
Aust in, TX 79767 

Birmingham Disbursing Center 
P.O. Box 2451 
Birmingham, AL 35201 

Chicago Disbursing Center 
P.O. Box 8670 
Chicago, IL 60680 

Denver Disbursing Center 
Bldg. S3, Denver Fed. Ct r . 
Denver, CD 80225 

Honolulu 
Disbursing Center 
P.O. Box 50083 
ZIP 96850 

Positions 
Asst. Director 

Director 

Letter or Credit Control Clerk 

Chief, Accounting Section 

Letter of Credit Clerk 

Principal Bookkeeper 

Supervisor, Payroll 4 Acctg. Sec. 

Special Assignment Clerk 

Letter of Credit Clerk 

Accounting Supervisor 

Disbursing Assistant 

Accounting * Disbursing Clerk 

Kansas City Disbursing Center Chief, Payroll * Acctg. Sec. 
P.O. Box 3329 
Kansas C i t y , KS 66103 Letter of Credit Clerk 

5000 tlssahlckon Ave Philadelphia Disbursing Ctr . Accounts Maintenance Clerk 
Philadelphia, PA P.O. Box 8676 

Philadelphia, PA 19101 Supervisor, Accounting Section 

390 Halne Street 
San Francisco, CA 

441 C Street, W . 
CAO Building 
Washington, DC 

San Francisco Disbursing C t r . Chief, Accounting Section 
P.O. Box 3858 
San Francisco, CA 94119 Letter of Credit Clerk 

Washington Disbursing Center Letter of Credit Clerk 
P.O. Box 1748 
Washington, D.C. 20013 Supervisor, Accounting Section 

a Dial Seattle Operator 
FTS-399-0150 

b Dial San Francisco Operator 
FTS-556-0220 

Telephone Number* 
M/-271-5002 _ 
271-5002 (FTS) 
907-271-5002 , 
217-5002 (FTS) 

734-7751 (FTS) 
512-397-7751 

229-1966 (FTS) 
205-254-1966 

353-2354 (FTS) 
312-353-2354 
353-2350 (FTS) 
312-353-2350 

234-3631 (FTS) 
303-234-3631 
234-3632 (FTS) 
303-234-3632 

546-5646 (FTS) 1 

808-546-5646 . 
546-5646 (FTS) 
808-546-5646 

758-3625 (FTS) 
816-374-3625 

486-5685 (FTS) 
215-951-5685 

556-4204 (FTS) 
415-556-4204 

States Served by Disbursing Center 
(Recipient Organization Location) 

Alaska 

Louisiana 
New Mexico 
Texas 
Alabama 
Florida 
Georgia 

I l l i n o i s 
Indiana 
Kentucky 
Michigan 

Colorado 
South Dakota 
Wyoming 

Mississippi 
South Carolina 
Tennessee 
Minnesota 
Ohio 
WIscons In 

North Dakota 
Utah 

Hawaii 
Guan 
American Samoa 
Pacific Trust Terr i tor ies 

Arkansas 
Iowa 
Kansas 

Connect lcut 
Delaware 
Maine 
Massachusetts 
Mew Hampshire 
Hew Jersey 

Missouri 
Nebraska 
Oklahoma 

New York 
Pennsylvania 
Puerto Rico 
Rhode Island 
Vermont 
Virgin Islands 

Arizona Montana Washington 
Cal i fornia Nevada 
Idaho Oregon 

566-5141/5149 (FTS) Distr ic t of Columbia 
202-566-5141/5149 Maryland Virginia 

North Carolina West V i rg in ia 

NOTEi FTS numbers are for the use of U.S. Government agencies only. 



LETTER OF CREDIT - T R E A S U R Y 

REGIONAL DISBURSING OFFICE (RDO) SYSTEM 

A G E N C Y 

Agency report* 
total o f charge* 
monthly to 
T r e u u r y . B C F O 

Agency review* 
advance copy 
and can request 
Treasury R D O 
t o withhold 
payment 

T R E A S U R Y 
B U R E A U O F 
G O V E R N M E N T 
F I N A N C I A L 
O P E R A T I O N S 
( B C F O ) 

• 

Normal integration 
of agency a i d 
Treasury 
Ii i i m f lift** 

I A G E N C Y make* 
award to Recipient 

Letter o f 
Credit (Copy) 

and •ends letter o f 
credit t o Treasury R D O 

Treasury R D O 
r e p o m total 
o f chirgea 
against agency 
monthly to 
Treasury, B G F O 

Send* advance 
copy of payment 
request and 
periodic coat 
reports to 
agency 

T R E A S U R Y R E G I O N A L 
D I S B U R S I N G O F F I C E ( R D O ) 

ROTE: A l l r e f e r e n c e s t o Treasury KDO above should be i n t e r p r e t e d t o be Treasury d i sburs ing c e n t e r . 
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