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Subject ACCOUNTING TRANSACTIONS

MANUAL DISBURSEMENT (MD)

A manual disbursement (MD) is another method used to make certain payments of the State. It
is processed in the same manner as a GAX but, instead of a warrant being created, a wire
transfer is made by the Treasurer's Office. An example of an MD form is below.

Departments must obtain approval for initial usage from DAS-SAE Daily Processing Program
Manager and the State Treasurer’s Office (515) 281-6093.

The MD document should be completed, signed, on-lined, pre-audited, and then forwarded to
DAS-SAE-Daily Processing after the required department approvals have been applied on I/3. The
document is delivered to DAS-SAE- Daily Processing in duplicate, where each copy is date-
stamped by DAS-SAE-Daily Processing. DAS-SAE-Daily Processing keeps the original copy. The
other copy is faxed to the Treasurer's Office by DAS-SAE. MDs must be received in DAS-SAE by
9:30 a.m. to be processed the same day.

The document is then approved on 1/3 by DAS-SAE. The next day, the warrant register (see
Procedure 270.350), which was created in the nightly accounting cycle, is sent to the originating
department so they have a record of the transaction.

Attacn supnorting documentation
10 F1e back of s o
BUDGET FY MANUAL DISBURSEMENT  [DOCUMENT NUMBER
(ACH or Federal Wire)
TATE ACCTG PER QO (Amyy)
E WIRE TRANSFER OF FUNDS REQUIRED REPEAT CODE#
[ BANK ACCOUNT DEBITED, RECORD TRANSACTION ONLY
[VENDOR NUMBER | DEPARTMENT SETTLEMENT DATE
[TO (TRANSFER TO) FROM {TRANSFER FROM)
BANK INFORMATION DESCRIPTION AMOUNT
TOTALFUNDS TO TRANSFER $0.00
ORDER APPROVED BY
SIGNATURE TITLE DATE
JAcct. Line 0001 BFY: Period Event Type: Line Amount:
REF DOC: RE F Vendor Line: REF ACTG Line:
[Vendor INW #: Vendor INV Line #: Vendor INV Date:
JACCT Line Desc:
FUND / SUB DEPT UNIT /SUB APPR 0BJT /SUB REV /5UB BSA / SUB
OSBA/SUB DEPT OBJ DEPTREV Loc/suB ACTY/ SUB FUNC / SUB REPT/ SUB
TASK/SUB  TASK ORD MJR PRG PROGM PHASE PRGPERIOD
JAcet. Line 0002 BFY: P eriod: Event Type: Line Amount:
|REFDOC: RE F Vendor Line: REF ACTG Line:
[Vendor [NV #: Vendor INV Ling #: Vendar INV Date:
JACCT Line Desc
FUND / SUB DEPT UNIT /SUB APPR 0BJT /SUB REV /SUB BSA ! SUB
OSBA/SUB DEPT 0BJ DEPTREV Loc/suB ACTY ! SUB FUNC / SUB REPT/ suUB
TASK/SUB TASKORD MJRPRG PROGM PHASE PRGPERIOD

TRACE # PAID DATE
MD ROUTING INSTRUCTIONS: Original and one copy to DAS - SAE
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