[bookmark: _GoBack]BRR/ER PROCEDURE FOR ANNOTATING BANKCARD STATEMENTS

Annotation Components

When you annotate your bankcard statement, please be sure to include:
 
· An Object Class Code, for each item
· A specific description, for each item, unless described explicitly on the statement
· The account number to which an item should be charged, for each item
· The Travel Voucher Number, Location, Dates of Travel and Purpose of Travel if the item is travel related
· The notation “9-803” for each item that was listed on a 9-803 form at the end of a fiscal year
· Your signature and date, along with your supervisor's signature and date

Appropriate example annotations for non-travel items include:

	"Lumber, stainless steel fasteners, chainsaw", "264.B","8/9-4555-0BXXX"
		-or-
	"Shipping", "223.A","9/0-4555-0BXXX"

Appropriate example annotations for travel items include:

	"Lodging", "211.D", "9/0-4555-0BXXX","TV#YYYYYYYY, Cleveland, OH, 10/5/08-10/10/08, Great Lakes Science Conference”
		-or-
	"Rental Car", "211.R", "9-4555-C3ZZZ", "TV#YYYYYYY, Houston, TX, 10/4/08-10/8/08, GSA”
		-or, alternately, for the rental car example-
	"Rental Car", "211.R", "9-4555-C3ZZZ",”SEE NOTE 1” 
-and, elsewhere on the statement, write a neat and legible footnote-
	“NOTE 1:” "TV#YYYYYYY, Houston, TX, 10/4/08-10/8/08, GSA”

Using a footnote is particularly useful when a number of charges for the same trip appear on the statement.  You need only write one footnote, but can refer to it many times.  Use footnotes only with travel related expenses.  All other annotations should be written in full next to each purchased item.

Annotation Do's and Don’ts

Do pay special attention to the year designation in your account numbers.  The portion of the account number associated with the year is now two digits for appropriated funds.  In the examples above, "8/9” means the funding was received in FY2008 and must be spent or returned to the US Treasury by the end of FY2009.  FY09 appropriated funding is be annotated "9/0", while approved carryover funds from FY08 should be designated as "8/9".  Some reimbursable funding is still 1-year funding and the account number for this type begins with a single digit as in the last example above.  The single digit implies that this funding was received in FY2009 and must be spent in FY2009.

Don't attach sticky notes to bankcard statements.  If you wish to have an annotation remain with the bankcard statement, write annotations directly onto the statement.

Signature Do's and Don'ts

Do submit statements with original signatures.

Do submit your statement to your supervisor only after you have annotated it completely, correctly and legibly, you have attached copies of your receipts and you have signed it.

Do use a pen color other than black.
Blue is good because it is difficult to Xerox.

Don't use a pencil.

Do sign legibly.

Do date your signature.

Do make a copy of your statement to keep with your original receipts in your records.

Receipt Do's and Don'ts

Do include one Xerox copy of the receipt for each non-travel-related purchase on your bankcard statement.  
Conference registration receipts must be included, even if they were claimed on a travel voucher.

Do keep the original receipts for your files.

Do attach small receipts to 8.5"x11" pieces of paper before submitting them so that 
they are less likely to get misplaced.  
Multiple receipts per page are ok.

Do not include Packing Slips or other documentation such as the BRR/ER Bankcard Order Forms.

Do sort the receipts and attach them to your bankcard statement in the order in which they appear on the statement.  
