IBC Payment Package Cover Sheet for Domestic ASAP Waived Financial Assistance Recipient or Foreign Financial Assistance Recipient with U.S. Bank
	[bookmark: _GoBack]Please fill in this form in order to provide the Interior Business Center (IBC) with the appropriate information to process recipient payments.  Failure to provide complete data may result in delayed payment.

	Section 1: ASAP Waived Verification 

	FWS and IBC must ensure the ASAP Waiver is indicated on the vendor file before processing payment.
Is the ASAP Waived flag checked on the vendor file in FBMS?           Yes         No
If the Waived flag is not checked, DO NOT PAY.  Return to FWS contact listed in Section 5 below.

	Section 2: FBMS Basic Data/Payment Tab

	Invoice Date: (From field on SF 270/SF 271 "Date Request Submitted")
	
	Acceptance  Date:
(From field on SF 270/SF 271 "Period Covered by this Request  - To")
	

	Invoice Received Date: (SF270/SF271 received date)
	
	Total Payment Amount:
	

	Reference Field :
(Information goes to the bank)
	

	Text Field: (FXERO1203XXXXXXX) Enter the invoice naming convention (see below)
	

	F = Fish & Wildlife Service; Vendor Name = first 4 characters; Invoice issue calendar year;
Invoice issue calendar month; Invoice number, region number, customer number, or some other (optional)

	Section 3:  Referencing Payment Information

	Payment Line #
	Referencing Document #
(Award Number/Purchase Order Number)
	Line Dollar Amount

	10
	
	

	20
	
	

	30
	
	

	40
	
	

	50
	
	

	60
	
	

	Section 4: Accelerated Payment Information

	Payment is for a financial assistance agreement and is accelerated.

	Section 5: FWS Contact Information

	Payment request is authorized to pay.
	Region Number:
	

	Cover Sheet Completion Date:
	
	Email:
	

	Employee Name:
	
	Phone Number:
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