FY13 SUBMISSION OF SALARY VOUCHER TIPS

1. All changes to banking information must be completed in SAM at www.sam.gov .   Then notify LS by sending an email to LS-changeofinformtion@state.gov .  You must provide your name and 
DUNS Number.
2. All salary vouchers must be e-mailed to lssalaryvouchers@state.gov. If you are required to submit a corrected voucher, print CORRECTED COPY at the top of the voucher to avoid multiple payments.
3. We no longer accept salary vouchers with banking information or social security number.
4. We no longer accept salary vouchers that are faxed.
5. You must have a 9-digit DUNS Number.
6. Vouchers will be returned without processing if:
 -the signature is missing
-old versions of the voucher are submitted.
-vouchers without job number.
7. Only one copy of the voucher is needed.  No duplicates unless advised by your assigning officer.
8. Handwritten vouchers must be legible or they will be returned.
9. Do not submit a voucher with the report listed on the voucher unless the report is attached or sent the same time as the voucher.
10. Make sure all vouchers are signed.
11. The voucher number box is for official use only-LEAVE BLANK.
12. You must provide your BOA number.
13. The ACH form is only for contractors on Purchase orders.
14. Do not send vouchers, reports or salary voucher inquiries to Erica Foster’s or Aaron Egana’s direct email address.
15. Do not contact Erica Foster or Aaron Egana by phone (or leave a message) regarding the status of a salary voucher. Direct your inquiries to your assigning officer, who will follow up.
16. When inquiring about your vouchers with your assigning officer, you must provide your name, job number, the period of services worked and your DUNS Number.
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