FY-13 ADMINISTRATIVE UPDATE

INTERPRETERS ONLY

SALARY VOUCHER PREPARATION – DS-3023 

1. On October 1, the first digit of the BOA (Basic Ordering Agreement also known as Contract Number) will change to the following: BOA NO: SOPRLS-10-G-____, reflecting the start of the 2013 Fiscal Year.  Please note that the BOA number is comprised of the last digit of the fiscal year (10) and then a four-digit number that is unique to you.  
2.    Please utilize the current version of the salary voucher as found on our website. Previous versions should no longer be submitted. Since the new vouchers are sent electronically, all vouchers should be typed to avoid errors and delays in payments. The current version indicates all information now required for processing of the voucher. You are no longer required to provide the following on your salary voucher;

· Social Security number (SSN)
· Banking Information

You must provide your 9 digit DUNS #. 

All banking information updates must be updated in the System Award Management (SAM) at www.sam.gov.  Then notify LS by sending an email to LS-changeofinformation@state.gov .  You must provide your name and DUNS Number.
3. The following data must be provided on the voucher or it will be returned without processing.
· Contractor DUNS number on the same line (REQUIRED)
·  LS Assignment Job Number

· Contractor Signature

· BOA Number (also known as Contract Number)

---For individuals working on Purchase Order the phrase PO should be inserted

· Original receipts for any items (FEDEX, fingerprinting) for which you are claiming reimbursement.

· E-mail address (place this under the phone number information box). If you do not have an e-mail address, it is your responsibility to obtain one. 
For interpreting assignments the number of days billed MUST be identical or smaller than the number of days tasked in the original work order or provided to you by your assigning officer. If a voucher exceeds the days requested in the original work order and the assigning officer has not notified us of the additional work authorized, the voucher will be returned to the assigning officer for adjudication.  Contractors can only be paid for those days included in the original work order or subsequently authorized by the assigning officer.

4. For ECA assignments, please advise the ECA program officer at the end of the program if the number of days worked has exceeded the number of days authorized by the LS assigning officer at the start of the assignment.  The ECA program office must confirm to the LS assigning officer that the program exceeded the authorized number of days before we can process your voucher for payment.

5. For ATAP and all other interpreting assignments and any assignment where you are working on purchase order, please contact your assigning officer to confirm completion of the assignment indicating the exact dates you are claiming on your voucher. Before you agree to continue work beyond the days authorized, inform the client that they must advise the LS assigning officer of the change in requirements.  Upon receipt of this request and appropriate funding data, your assigning officer will confirm that you can continue work.  If you are unable to contact your assigning officer, you continue work at your own risk.  In the past most agencies have been very responsive to our requests for payment for additional work beyond the original authorization.  Remember, as a government agency, we cannot guarantee payment for work not properly authorized.

6. On your voucher please clearly indicate the agency or client for whom you performed the assignment.  ECA vouchers are handled by a different process than other vouchers and if your papers are misdirected at the beginning of the process, your payment may be substantially delayed until the error is discovered.

7. Only one assignment should be billed on a voucher.  Use of a voucher form for more than one assignment creates significant problems in processing and causes delays and errors.  VOUCHERS COVERING MORE THAN ONE ASSIGNMENT WILL BE RETURNED TO CONTRACTOR WITHOUT PROCESSING.
8. Whenever an assignment involves travel authorized by the Office of Language Services, the final salary voucher will only be processed when the contractor has filed the outstanding travel voucher and repaid any monies owed from the travel advance.  

9. Interpreters should submit all salary vouchers in the following manner:
To expedite processing, salary vouchers must be sent with your signature via e-mail to: 
lssalaryvouchers@state.gov
Once a contractor has sent the salary voucher to Language Services by e-mail, he or she is no longer required to send a “hard copy” of the salary voucher.  
10. Salary vouchers are to be submitted within 5 days of the conclusion of an assignment.  Vouchers, which are received before an assignment has been completed, will be RETURNED to the contractor without processing.  Please note, however, that contractors, who are given lengthy assignments of more than 15 days, may submit partial vouchers to bill for the part of the assignment they have already completed.  The voucher should be clearly marked Partial Payment to avoid any confusion or double payments.  At the conclusion of the assignment, the voucher that is submitted should be marked Final Payment and the voucher should indicate the number of partial invoices that have already been submitted.  Contractors should notify their assigning officers whenever partial vouchers are submitted and provide exact dates for which services have been billed so that the assigning officers can authorize the administrative unit to process the partial payment.

11. Contractor interpreters who complete assignments that cross the end of the fiscal year (September 30) must prepare two salary and two travel vouchers.  The first voucher will cover the period of the assignment through September 30.  The second voucher will cover the period beginning October 1 through the end of the assignment.  The same assignment number will be used for the pre and post September 30 periods. VOUCHERS, WHICH ARE SUBMITTED WITH CLAIMS FOR BOTH FISCAL YEARS ON A SINGLE DOCUMENT, WILL BE RETURNED TO SENDER WITHOUT PROCESSING.

12. You should anticipate receipt of funds in your bank about 4 weeks after submission of voucher.  If the payment is not received after 4 weeks, contact your assigning officer with the job number, the amount indicated on the voucher, and the date it was sent to Language Services.  Do not contact Aaron Egana or Erica Foster in the Administrative Division.  Your Assigning Officer will assume that responsibility.  DO NOT SUBMIT A DUPLICATE VOUCHER UNLESS YOUR ASSIGNING OFFICER INFORMS YOU TO DO SO.

PROCESSING OF TRAVEL VOUCHERS
1. Travel vouchers must be submitted within 5 days of completion of travel.  This information is critical to our effort to bill other agencies for services rendered.  IF TRAVEL VOUCHERS ARE NOT SUBMITTED WITHIN THE ESTABLISHED TIME PERIOD, THE ADMINISTRATIVE UNIT WILL NOTIFY THE ASSIGNING OFFICER THAT THE DELINQUENT CONTRACTOR MAY NOT BE ASSIGNED ANY ADDITIONAL WORK UNTIL THE VOUCHER IS SUBMITTED.

2. Interpreters should submit all travel vouchers (the completed SF-1012, plus copies of all necessary receipts) to:
 lstravelvouchers@state.gov
If a contractor has an outstanding travel advance it is not possible to obtain an additional travel advance for a new assignment.  Vouchers clearing a travel advance must be submitted at least 3 working days before a new advance can be authorized.
3. Please do not make changes to travel reservations after orders have been issued because this may necessitate an amendment to the orders.  If such a change is unavoidable, please contact Scott Henderson (202-261-8793)  or Roslyn Blanchard (202-261-8818) IMMEDIATELY so that they can accomplish the necessary adjustments in a timely manner.

4. Under the terms of the State Department’s contract with Carlson-Wagonlit, LS will be charged $73 for any change to a ticket after it has been issued.  Accordingly LS will only authorize changes to purchased tickets to accommodate changes by the client or bona fide emergencies of the contractor.  Unauthorized changes will be charged to the traveler.
5. All travel advances will be electronically deposited in the traveler’s personal bank account.  Contractors should contact their banks a few days after receipt of travel orders to confirm receipt of funds.  Travelers must have current banking information updated in SAM and on file with LS, to insure that funds are properly deposited.  Travel advances will only be processed for assignments of five or more days.  Timely submission of travel vouchers will insure that contractors will receive reimbursement for travel expenses within a week to 10 days after the conclusion of the assignment and submission of the voucher. 

6. Per diem rates will be adjusted on October 1.  Refer to your current travel authorization to confirm the correct rate for assignment location.  Please note that M&IE is only 75% on the first and last day of an assignment, which are considered to be travel days.

7. It is the responsibility of the traveler to cancel travel and hotel reservations if the assignment is canceled or rescheduled.  Any charges that are incurred as a result of the failure to cancel the reservations will be the responsibility of the traveler. Unused airplane tickets must be returned immediately.  The airlines will no longer credit LS for tickets that are returned more than 45 days after the scheduled travel.  Tickets returned after that date will become the financial responsibility of the contractor.

8. If an assignment is cancelled after you have been authorized or paid a travel advance, you must return the advance to the Office of Language Services immediately.  The check or money order should be made payable to the Department of State and marked for the attention of Roslyn Blanchard/Scott Henderson.  In the top left hand corner of the check or money order, please write the travel authorization number and your social security number.  In the memo line on the bottom left of the check, please write “Refund of Travel Advance.”

9. Contractors who are traveling on orders issued by Language Services for assignments that include weekends in which the contractor may not be required to perform any interpreting duties for our clients (e.g., ATAP) are reminded that they may not leave the assignment location without notifying both the client and the assigning officer prior to departure.  Contractors are advised that absence from the assignment location, even with permission, will affect entitlement to M&IE and hotel costs reimbursement for the period away from the assigned location.  In addition, contractors are reminded that whenever the training facility provides meals to them at no cost, they are not entitled to M&IE reimbursement for that meal.\
10. Airlines have begun charging for checked luggage.  ECA will continue its policy of paying for up to two checked bags per visitor and ELO/interpreter.  This will be done in the same fashion in which it is currently being carried out.  Please check with your ECA and NPA program officers in advance of your assignment so that you understand exactly how reimbursement for these charges will be handled.

11. Because airline reservations are difficult to secure, given the current status of the airline industry, under no circumstances may ELOs or interpreters change any airline tickets.   All communication regarding airline tickets must be channeled directly through the National Program Agencies, not through Carlson Wagonlit or the airlines themselves.  
RENTAL VEHICLES

Contractors who are authorized to rent vehicles in connection with their assignments will be authorized to purchase insurance for the vehicle.  Contractors must request insurance coverage that will cover any accident or damage to the vehicle, passengers in the vehicles or any vehicle or individual that might be injured by the rental vehicle.  Unfortunately the type of coverage varies significantly between rental agencies and even when contractors request and pay for coverage, individuals have experienced difficulties when accidents occur.  As a result we are not authorizing rental vehicles for any individual who does not carry personal vehicle coverage since that is the only safeguard against default by the rental agency.  We encourage travelers to use Hertz, Avis or Budget Rental Car services since they appear to have the most straightforward policy on this matter.   For ECA assignments contractors who travel on orders from the International Visitors Program or one of their program agencies should follow the instructions provided by those organizations.

TRAVEL PERFORMED UNDER TRAVEL ORDERS ISSUED BY DEPARTMENT OF STATE

Contractors are asked to remember to advise Scott Henderson immediately when you receive your reservation locator number so that he or she can proceed to issue the travel orders which will pay for the ticket. He can be reached at (202) 261-8793.
The most efficient way to verify that an electronic ticket has been issued (funded) is for the contractor to go to the website (www.virtuallythere.com).  The contractor can enter his or her last name and the 6 letter locator number they are given by Carlson-Wagonlit when he or she makes the airline reservation.  After entering the required information, a screen will appear that will ask for the contractors e-mail address in order for your itinerary to be displayed. Contractors can print out an e-receipt by clicking on the e-ticket receipt box on the left side of the itinerary screen. Contractors should print out this page and take it with them to the airport to show to the airline ticket agent in case there is any question as to whether or not the ticket was funded. 

TRAVEL PERFORMED FOR ECA ASSIGNMENTS THROUGH NATIONAL PROGRAM AGENCIES

Contractors are required to submit all paperwork to the sponsoring program agency immediately upon completion of any assignment for which travel arrangements have been made by the program agency.  The Office of Language Services cannot intervene to resolve any dispute between the contractor and the program agency related to the authorization of travel expenses.

DIRECT DEPOSIT
All contractors are required by law to arrange for the direct deposit of their salary payments. 

This is mandatory when you register in SAM and must be completed as part of the registration process.
If you change financial institutions, you must change it in SAM then notify LS by sending an email to LS-changeofinformation@state.gov BEFORE YOU SUBMIT additional requests for salary vouchers.   
Do not close a designated account until all pending payments have been received.  Contractors who have changed bank accounts without following the appropriate procedures have encountered significant difficulties in obtaining compensation in a timely manner.
CANCELLATION POLICY

The Basic Ordering Agreement does not provide for payment of cancellation fees.  The normal method of compensating contractors for cancelled assignments is to offer the next available assignment in his or her particular language skill set.  There are limited occasions when the Director will approve partial compensation for cancelled assignments.  In general those are restricted to situations in which the contractor can provide written confirmation of other work that was refused in order to honor his or her commitment to the cancelled LS assignment.   Requests for consideration of cancellation payments, including supporting documentation, should be directed to the assigning officer, who will forward the request to the contracting officer.

ECA END OF ASSIGNMENT REPORTS

Whenever a report is submitted as part of the assignment, contractors are required to complete and submit the report within 15 days of completion of the assignment.  Contractors may request extensions of this time frame from their assigning officers when there is a personal emergency or back-to-back LS assignments. However, reports received more than 60 days after the completion of an assignment will be returned to contractor without payment. 

ECA has requested that, contractors submit their reports electronically to the ECA program officer.  This facilitates administrative processing of the information.  However, LS will not process payment until we have received a copy of the report. If a copy of the report has not been provided, the voucher will be adjusted to exclude the claim for the report. 
When sending the report to LS, you need to ensure the following:

1. The name of the Assigning officer is noted on the cover page.

2. The job number is noted on the cover page and subject line of the e-mail.

3. The report and corresponding voucher must be sent to the proper e-mail address. 

4. Contractors are required to send an electronic copy of the ECA report to
 LS-ECAReports@State.gov , as well as ‘cc” a copy to their Assigning officer.

 Please note that an actual signed voucher must still be submitted by e-mail with your signature.
EMERGENCY NOTIFICATION, CHANGE OF ADDRESS UPDATES AND CHANGE OF CITIZENSHIP STATUS
CONTRACTORS SHOULD ADVISE US WHEN THERE IS A CHANGE IN THEIR CITIZENSHIP STATUS. Please provide us with the number of your naturalization certificate as well as the location of the court and date it was issued.  Information should also be submitted electronically to LS-Changeofinformation@State.gov.   Contractors should contact their assigning officers to advise them of any changes in availability and to inform them of any temporary changes in address or telephone number. Permanent changes in addresses and telephone numbers should also be submitted electronically to LS-Changeofinformation@State.gov, with a cc to your assigning officers.
On our website you’ll find the “Emergency Notification” document, which should be completed and returned if you have not already done so or if there is a change in the information you have submitted. Information may be submitted electronically to LS-Changeofinformation@State.gov
Please note: If documents are returned to LS from the US Postal Service with an undeliverable address and we are unable to identify your residency, your BOA may be cancelled.
USE OF LS INTERPRETING EQUIPMENT

Contractors are responsible for arranging for the timely pick-up of interpreting equipment.  Contractors need to contact Tyesha Sills (202-261-8800) at least two weeks before start of assignment to insure that arrangements are in place for the upcoming job.  Contractors should follow up with a call about 24 hours before they come to get the equipment to finalize arrangements.

Equipment should be returned (or mailed) immediately following the completion of an assignment.  Do not hold onto it for another assignment, without the express approval of Tyesha Sills and the assigning officer. When equipment fails to operate or you experience difficulties, contact Tyesha Sills immediately.  It is the interpreter’s responsibility to return equipment in the same orderly manner that it is received.  If any equipment is damaged or lost, the interpreter must provide a written explanation of the problem to Ms. Sills.

Contractors who return equipment by UPS (United Parcel Service) or other commercial vendors should prepare a miscellaneous voucher with receipt attached and forward it to Ms. Sills.  Ms. Sills will confirm receipt of the equipment and pass the voucher to administration for payment. If you do not have a copy of the miscellaneous voucher form (SF-1164), please call Ms. Sills to obtain a copy of that form.
USE OF PERSONAL CELL PHONES

Interpreters working on the International Visitors Program for ECA are entitled to reimbursement for program-related use of their personal cell phones while on assignment.  In order to be reimbursed, the contractor must provide his or her cell phone number to the ECA and program agency program officers in charge of the assignment at the beginning of the trip.  The maximum reimbursable amount that interpreters may claim for program-related cell phone calls is $10 per week, up to a maximum of 3 weeks, depending on the length of the assignment. This applies only to the ELOs accompanying the group for the entire 24-day grant.   ELOs assigned to team city splits are subject to the $10 per week reimbursement policy. 

The Anti-terrorism Training Assistance Program (ATAP) has requested that any individual serving as administrative escort carry a personal cell phone.  The individual will be compensated for the use of that telephone on a flat basis of $10 per week. However, there is no reimbursement for cell phone usage while on the DS/ATA "Dog Training" assignment in Front Royal, VA.  Due to the lack of cell phone towers and the hilly terrain, usage is sketchy to non-existent and requires the interpreter(s) to either return your call from their hotel or the ATF offices where a land-line is available.
DUNS NUMBER AND SYSTEM AWARD MANAGEMENT (SAM)
The State Department now requires all contractors to obtain a DUNS number for processing payments for services rendered.  Payments cannot be processed without this DUNS number.  To obtain your DUNS number call 1-866-705-5711.  The service is free and the process should require no more than 10 minutes of your time.  Contractors who have already complied with this requirement should continue to use their existing DUNS number. 

As noted on our website, contractors are now required to register in the System Award Management (SAM).  You may do so at www.sam.gov.  Unfortunately the registration process is time-consuming.  Before you access the website, you will need some basic information available to expedite the process.  This includes an official business name and TIN (Taxpayer Identification Number.) Please note that since all LS contractual agreements are issued to individuals, contractors must complete the information using your individual name and Social Security number.  In addition you will be required to provide your DUNS number, complete banking information and a full address. 

SECURITY CLEARANCE AND USE OF E-QIP

As part of your responsibilities as a Language Services contractor, you will be required to submit a security clearance package. You will be informed in that event. The Office of Diplomatic Security will no longer accept paper copies of SF 85p and SF 85p-s Questionnaire for Non-Sensitive Positions. You will complete the SF-85-p and SF 85-p-s for Public Trust Positions, using the Office of Personnel Management’s electronic Questionnaires for Investigations Processing (E-QIP). E-QIP is a secure website that can be accessed from any computer system that has an Internet connection. If you do not have access to the internet AND a printer at home, you will need to find another venue from which you can use E-QIP, such as an internet café, a public library or copy center.

To start the process:

· Go to the following link to begin completing your SF-,  using E-QIP: http://www.opm.gov/e-qip/browser-check.asp .    

· You will be prompted to answer “3 Golden Questions” one of the questions is “city of birth”, please use the response “unknown”. You will need to change “unknown” to your actual place of birth after you are in the application. The E-Qip system is case sensitive, please use lower case.
· Upon completing the electronic process, please print and then sign the three release forms  from the E-Qip site.  

· Also sign the provided DS-4002, Disclosure and Authorization Pertaining to Consumer Report and SF 87/A, Fingerprint Card. 
· LS policy is that you have 30 days from date of initiation, to complete this process. If it is not completed in that time frame, the session will be terminated and you will have to start the process all over again.
· Complete the enclosed voucher with the appropriate receipt you will be reimbursed for the cost. 

· Please do not return an incomplete package since this will delay the processing of your clearance. 
· Make sure you enclose only 5 documents in the self-addressed envelope.  Please DO NOT submit the 32 pages to our office. These 5 documents can be mailed via Federal Express or UPS Express directly to: 
 

Attention: Ms. Darlee Washington

Department of State – A/OPR/LS

2401 E Street, NW –14th Floor

Washington, DC  20522

202-261-8777

 

If you encounter any problems during the process of completing the SF documents, you will need to immediately contact the Office of Personnel Security and Suitability’s Customer Service Center (CSC).  The CSC is staffed Monday through Friday, excluding federal holidays, from 8:00 AM until 5:00 PM (EST/EDT), and they can be telephoned toll-free within the U.S. at (866) 643-INFO (4636), or at (571) 345-3186.  You can also send an e-mail to: securityclearance@state.gov  
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