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CHAPTER 1 

GENERAL INFORMATION

__________________________________________________________________

Purpose 
The purpose of this Guide is to provide ASAP 1031 account users with  reference information and procedures necessary to establish and maintain1031 accounts in the ASAP system.  



The 1031 Accounts are accounts established and funded by Federal agencies in the ASAP system for which the Payment Requestor authorized by the Recipient Organization, Financial Management Service, and the Federal agency request funds solely via the Federal Reserve Bank (FRB), FEDWIRE system. The FEDWIRE Payment Requestors are Depository Financial Institutions (DFI).  FEDWIRE payments settle the same day the request is made.  Funds settle at the Recipient Organizations’ financial institution within minutes after the request is made and approved in the ASAP system.  There is a cost associated with receiving FEDWIRE payments to the Recipient Organization.



The ASAP 1031 accounts are established primarily for Federal grant or program funds in which the 1031 ASAP system of funding and cash management satisfies the requirements of the Federal agency and the Recipient Organization users.   


__________________________________________________________________

In This
 This chapter covers the following topics: 

Chapter
	Topic
	Page

	ASAP System Overview
	2

	How Do ASAP 1031 Accounts Work?
	4

	ASAP 1031 Account Procedures Overview
	5


__________________________________________________________________

1

ASAP System Overview 
__________________________________________________________________

Overview
ASAP is a system through which organizations receiving Federal funds can draw funds pre-authorized by Federal Agencies for payment through the U.S. Treasury.



It is an all-electronic payment and information system developed jointly by the Financial Management Service (FMS) of the US Treasury and the Federal Reserve Bank of Richmond.



__________________________________________________________________

ASAP

At a high level, ASAP functions as follows:

Business
Functions
Federal Program Agencies (FPAs) enroll on a one‑time basis to use ASAP.

FPAs that administer various Federal programs and or grants establish, 

authorize, and certify accounts in ASAP for each of their Recipient Organizations.

Payment requests against accounts are initiated by the Recipient Organization or its duly authorized Payment Requestor, and are processed through the ACH system for next business day payments, or the Federal Reserve’s FEDWIRE system for same-day payments.  

For ASAP 1031 accounts, all payments are requested and processed through the 


Federal Reserve FEDWIRE system.    

__________________________________________________________________

         Continued on next page
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ASAP System Overview (continued) 

________________________________________________________________

User Groups
Primary users of the ASAP system are Federal Program Agencies, 

Recipient Organizations, and Payment Requestors.  Further descriptions 

of each user are as follows.

	
User
	
Description

	Federal Program

Agency (FPA)
	The FPA provides funds to the Recipient

Organization.  

The FPA is responsible for collecting enrollment

information for itself, the Recipient

Organization, and the Payment Requestor.  The

FPA is also responsible for establishing, funding, and

maintaining the status of the 1031 accounts in the ASAP system.

	Recipient

Organization (RO)
	Recipient Organization can be any organization outside the Federal Government (including any State or local government, educational institution, international organization, or any other public or private business or organization) receiving funds under a Federal grant and or other programs.



	Payment

Requestors (PR)
	Payment Requestors can be any organization (including Federal, State or local government, educational institution, public or private business or organization) authorized to request funds on behalf of Recipient Organizations.

Payment Requestors of ASAP 1031 accounts

are depository financial institutions (DFIs)

designated by the Recipient Organization, and or FPA.  

The DFI will not have access to the ASAP System, for purposes of the ASAP 1031 accounts.  All payment requests are accomplished via the Federal Reserve’s FEDWIRE system.


       ___________________________________________________________
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How Will ASAP 1031 Accounts Work? 
__________________________________________________________________

The process
The FPA identifies a recipient organization to be placed on an ASAP 1031

account funding method.  The FPA must obtain approval from FMS to establish

a 1031 account. Once approved by FMS, the Recipient Organization and or the FPA selects a DFI that agrees to fund an account on behalf of the Recipient Organization.  The account would be funded using the replenishment account funding method.  The funding method may include other perimeters as specified by the Federal grant or program for which the 1031 account is funded. 

The FPA establishes the ASAP 1031 account in the ASAP system.  On or after the effective date of the account, the Recipient Organization begins to issue payments in fulfillment of grant or program related obligations.  

As the Recipient Organization's disbursements are presented for payment against its bank account at the DFI, the DFI totals the payments and makes a payment request against the ASAP 1031 account for that total amount.  All fund requests, rejects, transfers, and reversals are accomplished by the DFI via the Federal Reserve FEDWIRE system.

The ASAP system will edit the request to determine its validity, debit the Treasury General Account and credit the DFI for the amount of the payment request. The DFI subsequently credits the Recipient Organization's bank account.

__________________________________________________________________
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ASAP 1031 Account Procedures Overview 

__________________________________________________________________

Introduction
The purpose of this section is to provide a general overview of the procedures to

be followed when administering ASAP 1031 accounts. A detail

description of each of these procedures can be found in Chapter 2, Detailed

Procedures. 

__________________________________________________________________

Approval to
The FPA must obtain approval from the Department of the Treasury, Financial
Use ASAP 
Management Service (FMS) to establish a 1031 account in ASAP.  (Chapter 2,

1031  

Section A of this Guide provides contact information for the FMS).

Accounts

__________________________________________________________________

Selection of a  The selection of a DFI is determined based on the type of grant or program for 

Depository
which the 1031 account is established.  The FPA may solicit a bid for the 

Financial 
selection of a DFI, allow the Recipient Organization to use its DFI  
Institution 
selection, or the FPA and Recipient jointly select the DFI.  The DFI must be Federally approved to function as a payment requestor for ASAP 1031 accounts.  An official agreement is established, generally, between the Recipient Organization and the DFI, which meets the standards for administration of the grant or program, and the approval of the FPA. The official agreement must be finalized before a 1031 account becomes effective in ASAP.  Chapter 2, Section B of this Guide provides guidelines on the selection of the DFI.

__________________________________________________________________

Enrollment
The FPA is responsible for enrolling its agency, the Recipient Organization, and DFI into the ASAP system. To do so, the FPA should use the required enrollment forms to collect the necessary information from the appropriate organizations. The FPA is responsible for submitting all forms to its servicing FMS, RFC. The RFC will verify the banking information and, subsequently, update the appropriate databases in the ASAP system.  Chapter 2, Section C of this Guide provides detail guidelines on the enrollment form requirements and procedures.

__________________________________________________________________

         Continued on next page
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ASAP 1031 Account Procedures Overview (continued) 
__________________________________________________________________

Establishing
Once all participants are enrolled in ASAP, the FPA may establish 1031

A 1031

accounts in the ASAP system on‑line or by batch processing.  In

Account in 
establishing a 1031 account in ASAP, the FPA includes information on the 

ASAP
 
authorized parties to which the account pertains, the effective beginning and ending dates of the account, and other relevant information.

In addition to establishing the 1031 account in ASAP, the FPA is responsible for

establishing the authorization amount of the account. This amount represents the

maximum amount of funds available to the recipient organization for a specified

time period.

Periodically, it may be necessary to amend the ASAP 1031 account or the authorization amount. All maintenance to the account or the authorization amount is the responsibility of the FPA, with appropriate input provided by the DFI and the Recipient Organization. All transactions are performed on-line and or by batch processing in the ASAP System.

__________________________________________________________________

Requesting
Once the 1031 account is established in ASAP, the DFI can request funds 

and

against the account using a Funds Typecode 1031, Request for Credit Transfer, 

Transferring
message.

Funds
If the Funds Typecode 1031 message passes all edits, the funds will be transferred

to the DFI with a Funds Typecode 1032, Transfer Honoring Request for Funds,

message.

If the Funds Typecode 1031 message is rejected, the ASAP system will generate a Funds Typecode 1033, Refusal of Request for Funds, message.

__________________________________________________________________

         Continued on next page
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ASAP 1031 Account Procedures Overview (continued) 
__________________________________________________________________

Returning
Payment requests against ASAP 1031 accounts should be equal to the total

Excess Funds
amount of the disbursements presented for payment against the recipient

organization's bank account.  The DFI should not request any funds in excess of the entitled amount. 

If the DFI mistakenly requests excess funds, the DFI must return the overpayment immediately by using Funds Typecodes 1002, Reversal of Transfer, 1008, Reversal of Prior Day Transfer, or 1000, Partial Reversal of Transfer, message.

__________________________________________________________________

End of Day
Throughout the business day, as requests for funds and reversals of funds are

Settlement
processed by the ASAP system, accounting transactions are generated. The

and

affected DFI's account balance, as maintained by FEDWIRE's Account Balance

Processing
Monitoring system, is credited by the amount of the 1032's and/or debited by the

Times

amount of the 1002's, 1008's, and 1000's. 

All activity on an ASAP 1031 account must be accomplished within the time

frames established by the ASAP system.

__________________________________________________________________
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CHAPTER 2


DETAILED PROCEDURES 

Overview 
__________________________________________________________________

Introduction
This chapter provides detailed procedures on establishing, maintaining, and

requesting funds against ASAP 1031 accounts. 

__________________________________________________________________

In This
This chapter is divided into the following sections: 

Chapter

	
Section
	
Title
	
Page

	A
	Approval to use ASAP 1031 Accounts
	9

	B
	Selection of Depository Financial Institutions
	10

	C
	Enrollment into ASAP
	12

	D
	Establishing and Maintaining1031 Accounts 
	20

	E
	Requesting and Transferring Funds
	24

	F
	Returning Excess Funds
	27

	G
	End-of-Day Settlement and Processing Schedule
	28


__________________________________________________________________
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SECTION A

Approval to use ASAP 1031 Accounts
__________________________________________________________________

Overview
The FPA must obtain approval from the Department of the Treasury, Financial

Management Service (FMS) prior to establishing an ASAP 1031 account.

__________________________________________________________________

Requesting
To request approval to use an ASAP 1031 account, the FPA should contact: 

Approval


Financial Management Service 

Manager, Payment Automation Branch

401 14th St., SW Mail Stop 326

Washington, DC 20227




Telephone Number: (202) 874‑6820 

__________________________________________________________________

9
SECTION B

Selection of Depository Financial Institution
__________________________________________________________________

Overview
Before any activity can take place on an ASAP 1031 account, an official

agreement governing the 1031 account must be in place.  The type of Federal grant or program, and the requirements for administration of the funds will determine how the official agreement is established, and the parties to the agreement, i.e., FPA, Recipient Organization, and the DFI.  The FPA and Recipient Organization may jointly select the DFI, or the Recipient Organization informs the FPA of its desired DFI.  The Recipient Organization’s DFI must meet the requirements of the FPA. 
__________________________________________________________________

Minimum
In order to request funds against an ASAP 1031 account, the DFI must, at a

DFI

minimum, be able to perform the following functions: 

Processing
Requirements
- Request funds via‑ FEDWIRE 

- Operate the Recipient Organization's account in a way that will minimize

   overdrafts

- Provide account balance information on request 

- Total all charges against a recipient organization's account each day

- Maintain acceptable cash management practices

__________________________________________________________________

        Continued on next page
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SECTION B

Selection of Depositary Financial Institution (continued)
__________________________________________________________________

Agreement
The official agreement(s) involving the FPA, Recipient Organization, and the

Elements
DFI must, at a minimum, address the following elements:

- Prompt return of excess Federal funds.

- Payment of interest by the DFI on any part of an ASAP 1031 account

  payment request that is in excess of the disbursements presented for

  payment against the Recipient Organization's bank account.

- Liability of the DFI for the amount of any erroneous or unauthorized

  request for funds and processing or posting errors that result in a loss of

  use of funds to Treasury or the Recipient Organization, and interest on

  the funds for the period of time outstanding.  Interest should be computed

  at a rate no lower than the weekly Federal Funds Rate. This rate is the

  rate at which Treasury earns interest on investment of certain tax receipts

  and other monies and can be obtained by contacting the Federal Reserve

  Bank of New York on (212) 720‑6130.
- Intent of the DFI to honor disbursements properly presented for payment

   against the Recipient Organization's bank account at the DFI.

- Intent of the DFI to operate ASAP 1031 account funds in accordance

  with these and any FPA specific requirements.

- Reimbursement amounts for banking services and the manner by which

   these costs will be paid. (Normally, charges for DFI services should be

   paid directly with grant or program funds, if the services are allowable

   grant and program contract costs). 

__________________________________________________________________
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SECTION C

Enrollment into ASAP 
__________________________________________________________________

Enrollment
The FPA is responsible for enrolling itself, the Recipient Organization, and the

DFI into the ASAP system. To do so, the FPA should obtain the necessary

information from the appropriate organizations. The FPA is responsible for

submitting all ASAP enrollment forms to its servicing FMS, Regional Financial Center (RFC).  The RFC ASAP Staff will verify the banking information and subsequently update the appropriate databases in the ASAP system. 

__________________________________________________________________

In This
This section covers the following topics: 

Section
	
Topic
	Page

	FPA Enrollment
	13

	Depository Financial Institution Enrollment
	14

	Recipient Organization Enrollment
	18


__________________________________________________________________
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SECTION C

FPA Enrollment 
__________________________________________________________________

Enrollment
The enrollment forms which must be completed by the FPA to enroll the FPA in 

Forms

ASAP include:

- FMS Form 2958, Delegation of Authority 

- FMS Form 210, Designation for Certifying Officer 

- ASAP Organization Enrollment and User ID Request Form for Federal 


  
  Agencies 

- ASAP Software Request Form for Federal Agencies 

__________________________________________________________________

Further
Detailed procedures on the FPA enrollment process can be found in the

Information
Automated Standard Application for Payment (ASAP) Enrollment Handbook for 

Federal Program Agencies.  Appendix C of this Guide provides procedures for completing the required enrollment forms for the Recipient Organization and DFI for 1031 accounts in the ASAP system. 

__________________________________________________________________
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SECTION C
Depository Financial Institution Enrollment 
__________________________________________________________________

Enrollment
Before any funds can be requested against an ASAP 1031 account, the DFI must

Forms

be enrolled in the ASAP system. The FPA is responsible for submitting the

necessary enrollment forms on behalf of the DFI, with input provided by

the DFI. The forms required to enroll the DFI in ASAP include: 

- ASAP Organization Enrollment and User ID Request Form 

- ASAP Bank Information Form

__________________________________________________________________

ASAP

The FPA is required to submit an ASAP Organization Enrollment and User ID

Organization
Request Form on behalf of the DFI for each ASAP 1031 account from which the 

Enrollment
DFI request funds. This information is used in ASAP to establish the relationship

Form

between the various FPA programs and the individual accounts. 

Example:
XYZ Bank requests funds from four ASAP 1031 accounts. The FPA must

complete and submit four individual ASAP Organization Enrollment 



Forms on behalf of the DFI for each ASAP 1031 account. 

The FPA must obtain the information necessary to complete Section I of the Organization Enrollment Form. The FPA may do so by obtaining the necessary information from the DFI and, subsequently, completing Section I, or instruct the DFI to complete Section I and return the form to the FPA. 

Section II of this Form should be left blank or marked N/A for not applicable.

The FPA’s Certifying Officer must complete Section III, certifying that the information provided in Section I is accurate and complete.  The Certifying Officer will be held responsible for all information submitted on this form. 

For detailed instructions on completing this form, refer to Appendix C of

this Guide. 

__________________________________________________________________

         Continued on next page
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SECTION C

Depository Financial Institution Enrollment (continued) 
__________________________________________________________________

ASAP

The FPA is also required to submit an ASAP Bank Information Form on behalf

Requestor
of the DFI for each ASAP 1031 account against which the DFI requests funds. 

Bank

Similar to the ASAP Organization Enrollment Form, the FPA may either obtain

Information
the information from the DFI and, subsequently, complete the form or instruct the

Form

DFI to complete Sections I, II, and III, and forward the form to the FPA.   

The FPA Certifying Officer must certify in Section IV that all information on 

the form is complete and accurate. The Certifying Officer will be held responsible for all information submitted on this form.  For detailed instructions on completing this form, refer to Appendix C of this Guide.

__________________________________________________________________

Submitting
If the FPA’s servicing RFC is located in the Eastern time zone, completed forms Completed
should be forwarded to: 

Forms
Financial Management Service

Philadelphia Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 8676

Philadelphia, PA 19101-8676

Telephone Number: (215) 516-8021

If the FPA’s servicing RFC is located in the Central time zone, completed forms should be forwarded to:

Financial Management Service

Kansas City Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 12599  

Kansas City, MO 64116-0599 




Telephone Number: (816) 414-2100

__________________________________________________________________

         Continued on next page
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SECTION C
Depository Financial Institution Enrollment (continued)
__________________________________________________________________

Submitting
If the FPA’s servicing RFC is located in the Pacific time zone or time zone  

Completed 
further west, completed forms should be forwarded to:

Forms
Financial Management Service

San Francisco Financial Center

Attention: ASAP Customer Support Staff

P. O. Box 193858

San Francisco, CA 94119-3858

Telephone Number: (415) 817-7182

Note: The FMS RFC to which completed forms are sent is determined by the time zone location of the FPA’s servicing RFC, and not the DFI or Recipient Organization.

__________________________________________________________________

Verification
The RFC ASAP Staff will verify all banking information submitted by the FPA,

Of Banking
by initiating a telephone call to the Bank.  If exception processing is required by 

Information
the Bank, verification can be done by fax.    

To verify the financial information by telephone, the ASAP Staff will initiate a call to the Bank representative or Bank Official designated on the Bank Enrollment Form.  A verification of the Bank’s ABA, bank account title, number, and type should be confirmed.  The ABA and Bank Account Number must be accurate with no discrepancies.  If this information is modified or altered, a new ASAP Bank Information Form will be required.

To verify the financial information by fax, the ASAP Staff will fax a screen copy of the Payment Requestor profile established in the ASAP system from the DFI’s Banking Information Form to the DFI representative designated on the form. The bank representative must answer the questions at the bottom of the confirmation acknowledgement copy, and sign and date the confirmation, acknowledging the accuracy of the ABA, account number(s), title, and the other Payment Requestor profile information on the screen copy.  The DFI representative should immediately fax the completed, signed confirmation back to the appropriate FMS RFC. 

__________________________________________________________________

  Continued on next page
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SECTION C

Depository Financial Institution Enrollment (continued)
__________________________________________________________________

Verification 
The contact information and fax number for the FMS RFC ASAP staff are as 

Of Banking
follows:
Information

Philadelphia Financial Center:

Facsimile Number: (215) 516‑8263 or 8010 

Attention: ASAP Customer Support Staff

Kansas City Financial Center:

Facsimile Number: (816) 414‑2111

Attention: ASAP Customer Support Staff

San Francisco Financial Center:

Facsimile Number: (415) 817‑7345

Attention: ASAP Customer Support Staff

__________________________________________________________________

         Continued on next page
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SECTION C

Recipient Organization Enrollment
__________________________________________________________________

Enrollment
The Recipient Organization must be enrolled in the ASAP system before any 

Form 

funds can be requested against an ASAP 1031 account.  The FPA is responsible 

for completing the necessary enrollment forms on behalf of the Recipient

Organization with input from the Recipient Organization. The form required to enroll the Recipient Organization into ASAP is:

-
ASAP Organization Enrollment and User ID Request Form _________________________________________________________________

ASAP

The FPA is required to submit an ASAP Organization Enrollment Form on behalf

Organization
of the Recipient Organization. The Recipient Organization is only required to 

Enrollment 
enroll in ASAP one time.  No further enrollment forms are necessary for

Form

subsequent ASAP 1031 accounts granted to that Recipient Organization.

The FPA must obtain the necessary enrollment information from the Recipient Organization to complete Section I of the form on behalf of the Recipient Organization, or instruct the Recipient Organization to complete Section I of the form and return the form to the FPA.

Section II of the enrollment should be completed if the Recipient Organization request access to the 1031 account in ASAP for Inquiry Only purposes.  Otherwise, Section II should be left blank or marked N/A for not applicable. 

The FPA Certifying Officer must complete Section III, certifying that the information provided in Section I (and II, if applicable) is accurate and complete. The Certifying Officer will be held responsible for all information submitted on the enrollment form.
For detailed instructions on completing this form, refer to Appendix C of

this Guide.

__________________________________________________________________

         Continued on next page
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SECTION C

Recipient Organization Enrollment (continued)
__________________________________________________________________

Submitting
If the FPA’s servicing RFC is located in the Eastern time zone, completed forms Completed
should be sent to:

Forms

Financial Management Service

Philadelphia Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 8676

Philadelphia, PA 19101-8676

Telephone Number: (215) 516-8021

If the FPA’s servicing RFC is located in the Central time zone, completed forms should be sent to: 



Financial Management Service

Kansas City Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 12599-0599

Kansas City, MO 64116‑0599

Telephone Number: (816) 414-2100

If the FPA’s servicing RFC is located in the Mountain or Pacific time zone or time zones further west, completed forms should be sent to:

Financial Management Service

San Francisco Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 193858

San Francisco, CA 94119‑3858

Telephone Number: (415) 817-7182

Note: The FMS Regional Financial Center to which the completed forms are sent is determined by the location of the FPA’s servicing RFC, not the Recipient Organization or DFI.

__________________________________________________________________
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SECTION D

Establishing and Maintaining 1031 Accounts in ASAP 
__________________________________________________________________

Overview
Once all participants are enrolled in ASAP, the FPA may establish ASAP 1031 accounts in the ASAP system on‑line, or by batch processing.  The establishment of an ASAP 1031 account includes the authorized parties to which the account pertains, the effective beginning and ending date (as applicable), and other relevant information.

In addition to establishing the ASAP 1031 account, the FPA is responsible for

establishing and certifying the authorization amount for the account. This amount represents the 
maximum amount of funds available to the Recipient Organization for a specified period of time (as applicable).

Periodically, it may be necessary to amend the ASAP 1031 account or the

authorization amount. All maintenance to the account or the authorization amount

is the responsibility of the FPA, with appropriate input provided by the DFI and

the Recipient Organization.  All maintenance to the 1031 account is performed on-line or by batch processing in the ASAP System. 

__________________________________________________________________

Renewable
Some ASAP 1031 accounts may have authorizations that are funded on 

Authorization a renewable basis. Accounts funded on a renewable basis in ASAP are 

Amounts 
accounts for which the authorizations, and certification of the authorizations are done automatically either monthly or quarterly as specified by the FPA.  All quarterly renewable accounts will be based on Federal fiscal year quarters with starting dates of October 1, January 1, April 1 and July 1.  The monthly renewable accounts are based on starting dates beginning with the first of the month.  Thus, on the first day of the month or quarter, the original authorization amount, minus any balance greater than zero, is automatically restored to the account by the ASAP system, and that amount is available for payment requests.

__________________________________________________________________

         Continued on next page
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SECTION D

Establishing and Maintaining 1031 Accounts in ASAP (continued) 

__________________________________________________________________

Ending Date
The establishment of the ASAP 1031 account will also include a designation of

of ASAP
the end‑date type of the account.  There are two possible choices:

1031 Account


-
Without Time Limit ‑ The ASAP 1031 accounts that are designated as

"Without Time Limit" are valid indefinitely, until revoked by the FPA.

These ASAP 1031 accounts may or may not have renewable authorization

amounts.

-
With End Date ‑‑ The ASAP 1031 accounts with designated “End Dates" are automatically suspended in ASAP the day after the “End Date” of the account.  The FPA must access ASAP and either re‑open the account or decrease the authorization to zero out the available balance, and change the account profile status to close (C).  The FPA should notify its servicing RFC of all closed accounts.  Upon notice from the FPA, the RFC will  mark the accounts for deletion.  The ASAP 1031 accounts that have a designated “End Date” may not have renewable authorizations.

__________________________________________________________________

Sending
Once the ASAP 1031 account is established in the ASAP system and the

Relevant
authorization amount is available for payment requests, the FPA is responsible

Information
for supplying the DFI and the Recipient Organization with the relevant account 

to the DFI
information to request payments, and manage the ASAP 1031 account.

The account information provided to the DFI should include the necessary data elements for the DFI to include in the FEDWIRE Funds messages.  For a detailed description of the data elements, refer to Chapter 3.

__________________________________________________________________

Notifying
The FPA is also responsible for notifying the DFI and Recipient Organization, in  

Financial
writing, that the ASAP 1031 account is established and when the DFI can 

Institution of
begin requesting funds against that account. The process through which this

Account
information is provided to the DFI and Recipient Organization should be included

Status 

in the agreement(s) entered into by the relevant parties.

__________________________________________________________________

         Continued on next page
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SECTION D

Establishing and Maintaining 1031 Accounts in ASAP (continued) 

__________________________________________________________________

Account 
The FPA will notify the DFI directly when the ASAP 1031 account is available Availability
for draw down requests.

__________________________________________________________________

Changing
Periodically, it may be necessary to change the attributes of the ASAP 1031

ASAP 1031
account.  The FPA is responsible for accessing the account information in ASAP
Account 
and making any necessary changes to the account profile data or financial status
Information   of the account.  The FPA is also responsible for notifying the DFI and the Recipient Organization of any changes having impact on the access, status, or use of the account.  The manner by which this information will be communicated to the DFI and the Recipient Organization shall be determined by the FPA. 

__________________________________________________________________

Changes in
If changes to an ASAP 1031 account are necessary due to changes to a

Profile

current DFI's profile, e.g. change in contact name, phone numbers, etc., the 

Information   DFI should contact the FPA who will, subsequently, submit an updated     Organization Enrollment and User ID Request Form.  

If a change to the ASAP 1031 account is necessary due to a new DFI, which will be requesting funds, the FPA must follow the enrollment procedures outlined in Chapter 2, Section C, to enroll the new DFI as the Payment Requestor in the ASAP system.

The FPA will be responsible for assuring that the 1031 ASAP account agreement documentation(s) is also updated to reflect changes having impact on the original  agreement(s). 

__________________________________________________________________

         Continued on next page
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SECTION D

Establishing and Maintaining 1031 Accounts in ASAP (continued) 

__________________________________________________________________

Changes in 
If changes to an ASAP 1031 Account are necessary due to a change in  

Banking 
the DFI’s ABA number or the bank account number to which the funds should be 

Information
transferred, the DFI should immediately notify the FPA of the changes.  The FPA will be required to submit another ASAP Bank Information Form to its servicing FMS RFC.

__________________________________________________________________

Closing
If an ASAP 1031 account is no longer valid, the FPA is responsible for closing

ASAP 1031
the account in the ASAP system. This process is accomplished via on‑line or

Accounts
batch processing by the FPA. The FPA should provide the DFI and Recipient Organization prior notification of the closure of an account.  Once an account has been closed by the FPA, all 1031 payment requests against that account will be rejected by the ASAP system.

__________________________________________________________________
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SECTION E

Requesting and Transferring Funds
__________________________________________________________________

Overview
Once the FPA, DFI, and Recipient Organization are enrolled, and the ASAP 1031 account is established, and available for payment request, the DFI can begin requesting funds against the ASAP 1031 account. This section provides DFIs the detailed procedures by which they request and receive funds. 

__________________________________________________________________

Totaling
Each day, the DFI totals all of the disbursements presented for payment against 


Charges 
the Recipient Organization's bank account at the DFI. The request for funds against the ASAP 1031 account initiated by the DFI should equal the amount of all of the disbursements presented for payment.

Initiating a
When the total charges have been calculated, the DFI initiates a Funds Typecode

Payment
1031, Request for Credit Transfer, message. The 1031 message will be edited by

Request
the ASAP system to ensure that all necessary data elements are present, the ASAP

1031 account is active, and that the amount requested is available for draw down.

For the structured format of the Funds Typecode 1031 message, refer to

Chapter 3, Page 30.

__________________________________________________________________

Providing
The DFI is responsible for providing the Recipient Organization payment request

The Recipient information, such as the payment request amount and whether the request was  

Organization
approved or rejected by ASAP.  The exact procedures shall be determined by the 

Payment
Recipient Organization, and the DFI, and outlined in the agreement established Request
for the 1031 account.

Information

__________________________________________________________________

         Continued on next page
24


SECTION E

Requesting and Transferring Funds (continued)
__________________________________________________________________

Transfer of
When the ASAP system receives the 1031 wire message from the DFI, it will

Funds

perform necessary edits. If all edits are passed, the ASAP system initiates a

Funds Typecode 1032, Transfer Honoring Request for Funds, to the DFI.  Upon receipt of the Transfer Honoring Request for Funds, the DFI should immediately post the funds to the Recipient Organization's bank account.

The structured format of the Funds Typecode 1032 is outlined in Chapter 3,

Page 34.

__________________________________________________________________

Refusal of
The ASAP system automatically initiates a Funds Typecode 1033, Refusal of 

Payment
Payment Request for Funds, if the incoming 1031 does not pass the ASAP edits.

Request


It is the responsibility of the DFI to take the appropriate corrective action necessary based on the error message on the Funds Typecode 1033 message. 

The format of the Funds Typecode 1033 is outlined in Chapter 3, Page 33.  The

explanations of the Funds error messages are outlined in Appendix A.



________________________________________________________________







Changes
The DFI should establish its own internal procedures for the initiation of a 

To Type 
request for funds for internal control purposes.  

1031 

Message
The Receiver ABA Number 051036803 should be used on the Funds Typecode Procedures
1031 message transmitted to ASAP.  

The Receivers Short Name should be “ASAP FRB RICH” on the Funds Typecode 1031 message.

The FPA’s Agency Location Code (ALC) should be transmitted in the Funds Typecode 1031 message.  The FPA should provide the DFI and the Recipient Organization with the ALC to use for the 1031 account.  __________________________________________________________________

Continued on next page
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SECTION E

Requesting and Transferring Funds (continued)
__________________________________________________________________

Contingency
In the event the DFI cannot make a same day payment request because of internal

Procedures 
FEDWIRE access problems or the ASAP System is inoperable, in accordance with the DFI’s FEDWIRE Operational Guide, the DFI should have off-line service procedures, and the necessary codewords established to request an off-line 

FEDWIRE entry through its servicing Federal Reserve Bank (FRB).  The off-line FEDWIRE servicing FRB Customer Service numbers are as follows:

FRB Kansas City 

Toll Free Number: 800-333-2448

Facsimile Number: 800-333-2835




FRB Boston




Toll Free Number: 800-327-0147




Facsimile Number:  617-973-5918

__________________________________________________________________
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SECTION F

Returning Excess Funds
__________________________________________________________________

Overview
The DFI’s Payment request against an ASAP 1031 account should be equal to the total amount of the disbursements presented for payment.  The DFI should not request any funds in excess of that amount.

If the DFI mistakenly requests excess funds, it must, immediately, return the overpayment using the Funds Typecodes 1002, Reversal of Transfer, 1008, Reversal of Prior Day Transfer, or 1000, Partial Reversal of Transfer, message.

__________________________________________________________________

Same Day
The DFI should initiate a Funds Typecode 1002, Reversal of Transfer, message 

Reversal of
to return the full amount of a same day funds transfer.

Funds 

Transfer
__________________________________________________________________

Prior Day
The DFI should initiate a Funds Typecode 1008, Reversal of Prior Day Transfer, 

Reversal of
message to return the full amount of a prior day’s funds transfer.

Funds 

Transfer
__________________________________________________________________

Partial

The DFI should initiate a Funds Typecode 1000, Partial Reversal of Transfer,  

Reversal of
message to return a partial amount of a funds transfer.

Funds 

Transfer
If the DFI mistakenly requested excess funds (i.e., the DFI requested an amount greater than the total amount of payments presented against the Recipient's bank account), the DFI need only return the amount of the excess funds requested. 

__________________________________________________________________

        Continued on next page
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SECTION G

End‑of‑Day Settlement and Processing Schedule
__________________________________________________________________

End of day
Throughout the business day, as requests for funds and reversals of funds are

Settlement
processed by the ASAP system, accounting transactions are generated.  The

affected DFI's account balance, as maintained by FEDWIRE's Account Balance

Monitoring system, is credited by the amount of the 1032's and/or debited by the

amount of the 1002's, 1008's, and 1000's.

Processing
The following chart depicts the processing time schedule in the ASAP system: 

Time
	
Transaction
	
Hours of Operation*

	Account/Authorization Establishment

and Maintenance (on-line)
	8:00 a.m. - 9:00 p.m.

	Account/Authorization Establishment

and Maintenance (batch processing)
	24 hours a day (Account authorizations

received in a batch environment after

9:00 p.m. will be updated in the ASAP

system the following business day.)

	FEDWIRE Payment Requests
	8:00 a.m. - 5:45 p.m.**


* All time periods are Eastern Time and refer to regular business days (excludes

Saturdays, Sundays, and Federal Reserve Bank holidays).

** The DFIs are encouraged to submit their payment request within a reasonable time period before the 5:45 p.m. cutoff time.  This will enable a DFI to correct any possible processing problem(s) encountered, and resubmit a payment request before the cutoff time so that the payment can still be made on the same business day.

__________________________________________________________________
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CHAPTER 3


FUNDS FEDWIRE TYPECODE MESSAGE FORMATS
__________________________________________________________________

Introduction
This chapter provides DFIs with the structured FEDWIRE message formats. 

__________________________________________________________________

Making
The DFI is encouraged to create templates for FEDWIRE messages that will be

Templates
transmitted to ASAP. The creation of such templates will eliminate the need to

key‑enter information that remains constant for every message, such as the ASAP

ABA number. The operator would only need to enter information that is specific

to each FEDWIRE message, such as the monetary amount.

In This
This chapter provides the following FEDWIRE message formats:

Chapter
	
FUNDS Fedwire Message Format
	Page

	Funds Typecode 1031, Sent to ASAP
	30

	Funds Typecode 1032, Sent from ASAP
	34

	Funds Typecode 1033, Sent from ASAP
	36

	Funds Typecode 1000, 1002, or 1008, Sent to ASAP
	37

	Funds Typecode 1000, Sent from ASAP
	39


__________________________________________________________________

29

Funds Typecode 1031 - Sent to ASAP

Data Elements To Be Incorporated into New Funds Message Formats
The following chart depicts the structured format for a funds Typecode 1031, Request for Funds message.

	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	*
	{3400} /01
	Receiver ABA Number
	9
	051036803

	
	{3400} /02
	Receiver Short Name
	13
	ASAP FRB RICH

	
	{3600} /01
	Business Function
	3
	DRC

	
	{4200} /01
	Beneficiary ID Code
	1
	D

	*
	{4200} /02
	Account Number
	17
	Recipient Organization’s bank account number at DFI to which funds will be deposited

	
	{4200} /03
	Beneficiary Name
	35
	Recipient Organization’s Name

	
	{4200} /04
	Beneficiary Address - Line 1
	35
	Recipient Organization’s Address - Line 1

	
	{4200} /05
	Beneficiary Address - Line 2
	35
	Recipient Organization’s Address - Line 2

	
	{4200} /06
	Beneficiary Address - Line 3
	35
	Recipient Organization’s Address - Line 3


* Denotes ASAP’s mandatory fields/elements.  These fields will be used by ASAP to determine the validity of the request and must match the information in the ASAP databases precisely.

______________________________________________________________________
Continue on next page
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Funds Typecode 1031 - Sent to ASAP

Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	
	{4400} /01
	Drawdown Debit Account Identifier
	1
	D

	*
	{4400} /02
	Agency Location Code (ALC)
	8
	ALC of agency which grants funds to the Recipient Organization

	*
	{4400} /02
	Region Code
	2
	A two-character “suffix” to the ALC used to further identify the agency.  (This field element should be blank spaces if there is no Region Code.)

	*
	{4400} /03
	Recipient Organization (RO) ID 
	7
	Recipient Organization ID as established in the ASAP system which uniquely identifies the recipient of Federal funds

	*
	{4400} /03
	
	1
	Space

	*
	{4400} /03
	Account ID
	20
	Account ID as established by the agency in the ASAP system which identifies the ASAP account against which the payment request is made

	
	{5000} /01
	Originator ID
	1 
	9

	*
	{5000} /02
	Payment Requestor (PR) ID
	7 
	Payment Requestor ID as established in the ASAP system, which uniquely identifies the DFI, which is requesting funds on behalf of the recipient organization.  (NOTE -- one DFI may have multiple Payment Requestor IDs if that DFI requests funds against multiple ASAP accounts.)

	
	{5000} /03
	Originator’s Name
	10
	Payment Requestor’s Short Name


* Denotes ASAP’s mandatory fields/elements.  These fields will be used by ASAP to determine the validity of the request and must match the information in the ASAP databases precisely.
___________________________________________________________________
Continue on next page
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Funds Typecode 1031 - Sent to ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	
	{5000} /04
	Originator’s Address - Line 1
	35
	Address of Payment Requestor - Line 1

	
	{5000} /05
	Originator’s Address - Line 2
	35
	Address of Payment Requestor - Line 2

	
	{5000} /06
	Originator’s Address - Line 3
	35
	Address of Payment Requestor - Line 3 

	*
	{5400} /01
	Account Credited in Drawdown
	9
	ABA # of institution to which the response will be sent, i.e., ABA # of the sending DFI

	*

	{6100} /01
	Cash on Hand
	23
	Cash on hand in Recipient Organization’s bank account at DFI.  Includes dollar sign, commas, decimals

	
	{6500} /01
	Information for DFI purposes (optional)
	1-35 Can Occur up to 5 times.
	DFIs may place information they deem necessary to properly post an account for the requested amount.  This information may include information about sub-recipients or other information deemed necessary by the DFI.  The information included in field {6500} of the 1031 will be included in field {6500} of the corresponding 1032 wire.

	*
	
	
	
	USE {6100} AND {6500} AS SHOWN ABOVE - OR-

USE {6500} AS SHOWN BELOW

	*1
	{6500} /01
	Cash on Hand
	23
	Cash on hand in Recipient Organization’s bank account at DFI.  Includes dollar sign, commas, and decimals.


* Denotes ASAP’s mandatory fields/elements.  These fields will be used by ASAP to determine the validity of the request and must match the information in the ASAP databases precisely.                    

Funds Typecode 1031 - Sent to ASAP

Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	
	{6500} /01
	Information for DFI purposes (Optional)
	1-35 Can Occur up to 5 times.
	DFIs may place information they deem necessary to properly post and account for the requested amount.  This information may include information about sub-recipients or other information deemed necessary by the DFI.  The information included in field {6500} of the 1031 will be included in field {6500} of the corresponding 1032 wire.
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Funds Typecode 1032 - Sent from ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	 
	{3500} /01-03
	
	22
	IMAD of 1031 to which this 1032 is responding.

	
	{3600} /01
	Business Function
	3
	DRW

	
	{4200} /01
	Beneficiary ID Code
	1
	D

	
	{4200} /02
	Account Number
	17
	Recipient Organization’s bank account number at DFI to which funds will be deposited

	
	{4200} /03
	Beneficiary Name
	35
	Recipient Organization’s Name

	
	{4200} /04
	Beneficiary Address - Line 1
	35
	Recipient Organization’s Address - Line 1 

	
	{4200} /05
	Beneficiary Address - Line 2
	35
	Recipient Organization’s Address - Line 2

	
	{4200} /06
	Beneficiary Address - Line 3
	35
	Recipient Organization’s Address - Line 3


               ___________________________________________________________________
Continue on next page
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Funds Typecode 1032 - Sent from ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	 
	{5000} /01
	Drawdown Debit Account Identifier
	1
	D

	
	{5000} /02
	Agency Location Code (ALC)
	8
	ALC of agency which grants funds to the Recipient Organization

	
	{5000} /02
	Region Code
	2
	A two character “suffix” to the ALC used to further identify the agency

	
	{5000} /03
	Recipient Organization ID
	7
	Recipient Organization ID as established in the ASAP system which uniquely identifies the recipient of Federal funds

	
	{5000} /03
	
	1
	Space

	
	{5000} /03
	Account ID
	20
	Account ID as established by the agency in the ASAP system which identifies the ASAP account against which the payment request is made

	
	{5000} /04
	Originator’s Name
	10
	Federal Program Agency’s Short Name

	
	{6100}
	Payment Requestor ID
	7
	Payment Requestor ID as established in the ASAP system, which uniquely identifies the DFI, which is requesting funds on behalf of the recipient organization.  (NOTE -- one DFI may have multiple payment Requestor IDs if that DFI requests funds against multiple ASAP accounts.)

	
	{6500} /01
	Information for DFI purposes
	1-35 Can Occur up to 5 times.
	Field {6500} will include the same DFI information that was contained in field {6500} on the corresponding 1031


35

Finds Typecode 1033 - Sent From ASAP

Data Element to be Incorporated Into New Funds Message Formats
Wire will contain the same information as the original 1031, except that:

· Sender and receiver will be reversed,

· Field {3500} will contain IMAD of the 1031 to which this 1033 is responding, and

· Field {6500}, line 1 will contain the reason for the rejection.

36


Funds Typecode 1000, 1002, or 1008 - Sent to ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	 
	{3400} /01
	Receiver ABA Number
	9
	051036803

	
	{3400} /02
	Receiver Short Name
	13
	ASAP FRB RICH

	
	{3600}
	Business Function
	3
	CTR

	
	{4200} /01
	Beneficiary ID Code
	1
	D

	
	{4200} /02
	Agency Location Code (ALC)
	8
	ALC of agency, which grants funds to the Recipient Organization.

	
	{4200} /02
	Region Code
	2
	A two-character “suffix” to the ALC used to further identify the agency.

	
	{4200} /03
	Recipient 

Organization ID
	7
	Recipient Organization ID as established in the ASAP system, which uniquely identifies the recipient of Federal funds.

	
	{4200} /03
	
	1
	Space

	
	{4200} /03
	Account Number
	20
	Account ID as established by the agency in the ASAP system

	
	{4200} /04
	Beneficiary Name
	10
	Federal Program Agency’s Short Name

	
	{5000} /01
	Originator ID Code
	1
	9






               ___________________________________________________________________
Continue on next page
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Funds Typecode 1000, 1002 or 1008 - Sent to ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	
	{5000} /02
	Account Number
	17
	Recipient Organization’s bank account number at DFI from which funds are being requested.

	
	{5000} /03
	Originator’s Name
	35
	Name of the Recipient Organization on whose behalf the funds are being returned.

	
	{5000} /04
	Originator’s Address - Line 1
	35
	Address of the Recipient Organization 

	
	{5000} /05
	Originator’s Address - Line 2
	35
	Address of the Recipient Organization 

	
	{5000} /06
	Originator’s Address - Line 3
	35
	Address of the Recipient Organization 
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Funds Typecode 1000 - Sent from ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	 
	{3600}
	Business Function
	3
	CTR

	
	{4200} /01
	Beneficiary ID Code
	1
	D

	
	{4200} /02
	Account Number
	17
	Recipient Organization’s bank account number at receiving DFI

	
	{4200} /03
	Beneficiary Name
	35
	Recipient Organization’s name

	
	{4200} /04
	Beneficiary Address - Line 1
	35
	Recipient Organization’s Address - Line 1 

	
	{4200} /05
	Beneficiary Address - Line 2
	35
	Recipient Organization’s Address  - Line 2 

	
	{4200} /06
	Beneficiary Address - Line 3
	35
	Recipient Organization’s Address - Line 3 

	
	{5000} /01
	Originator ID Code
	1
	9

	
	{5000} /02
	Agency Location Code (ALC)
	8
	ALC of agency that grants funds to the Recipient Organization 

	
	{5000} /02
	Region Code
	2
	A two character “suffix” to the ALC used to further identify the agency





               ___________________________________________________________________
Continue on next page
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Funds Typecode 1000 - Sent from ASAP


Data Elements To Be Incorporated into New Funds Message Formats
	
	Field Tag/ Element
	Data Element Name
	
Field


Length
	
Data Element Description

	 
	{5000} /03
	Recipient Organization ID
	7
	Recipient Organization ID as established in the ASAP system which uniquely identifies the recipient of Federal funds

	
	{5000} /03
	
	1
	Space

	
	{5000} /03
	Account ID
	20
	Account ID as established by the agency in the ASAP system

	
	{5000} /04
	Originator’s Name
	10
	Federal Program Agency’s Short Name

	
	{5000} /04
	
	1
	Space

	
	{5000} /04
	FPA’s CFDA
	5
	Federal Program Agency’s Catalog of Federal Domestic Assistance (CFDA) Number (if available).

	
	{6000} /01
	Payment Requestor
	10
	Payment Requestor’s (PR) Short Name

	
	{6000} /02
	ASAP IMAD
	33
	ASAP IMAD Date, Lterm, Sequence Number, and Time

IMAD assigned by ASAP when the payment request was made. 

	
	{6000} /03
	ASAP IMAD
	6
	ASAP IMAD Item Number

IMAD assigned by ASAP when the payment request was made.
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APPENDIX A

ERROR MESSAGES

ERROR MESSAGES
__________________________________________________________________________________________

Error Messages
The following chart depicts the error messages which will be transmitted to the DFI when an error is found on a

Funds message transmitted to ASAP by the DFI.

The first column contains the error message that will be transmitted to the DFI.  The error message will be

placed in the last 22 characters of the last line of text of the Funds message.  The second column explains the

meaning of the error message.  The third column provides the action(s) necessary by the DFI to correct the problem.

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	Modes not equal
	The test/production mode indicator of the Funds message does not match the ASAP application test/production mode indicator.
	The DFI should verify that the mode indicator is appropriate.  If the ASAP application is in test mode, the Funds message should also be in test mode.  Similarly, if the ASAP application is in production mode, the Funds message should be in production mode.

	Cyc dates not equal
	The cycle date of the Funds message does not match the ASAP cycle date.
	The DFI should ensure that the Funds message has a cycle date that matches the ASAP cycle date.

	Status = “Closed”
	The ASAP application status is “closed.”  No processing can take place until the application status is set to open.
	The DFI should re-transmit the Funds message when the ASAP system is “open,” usually the next business day.

	Status = “Initialized”
	The ASAP application status is “initialized.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.


__________________________________________________________________________________________

         Continued on next page
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	Status=Ready For Open
	The ASAP application status is “ready for open.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.

	Status=Funds Settle
	The ASAP application status is “ready for funds settlement.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.

	Status=”End of Day”
	The ASAP application status is “end of day.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.

	Status=End of Day Done
	ASAP application status is “end of day.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.

	Status=”Shut Down”
	ASAP application status is “shut down.”  No processing can take place until the application status is set to “open.”
	The DFI should re-transmit the Funds message when the ASAP application is set to “open,” usually later that same business day.

	Past ASAP Cutoff Tm
	The cycle time of the Funds message is past the ASAP cutoff time.
	The DFI should re-transmit the Funds message the next business day.

	Dupl Funds mrked orgnl
	The current Funds message has been processed earlier.
	The DFI should confirm that the first Funds message was processed properly.


__________________________________________________________________________________________

Continued on next page
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	Dupl Funds marked dupl
	A Funds message, which is a duplicate, has been sent to ASAP.
	The DFI should confirm that the first Funds message was processed properly.

	Transfer amt invalid
	The amount field in the Funds message is invalid.
	The DFI should re-transmit the Funds message with a valid amount.

	Product Cd not=DRC
	--The first tag found is not “DRC/”

--Data found in front of “DRC/” beginning in col 20.
	The DFI should re-transmit the Funds message with a properly formatted “DRC=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)

	DBT=Missing Date
	-The second tag found is not “DBT=”

-Data exists between “DRC/” and “DBT=” tags.

-ALC code missing after “DBT=” tag.

-ALC code contains embedded spaces and is 8 characters long.

-The third tag found not equal “/AC-“.

-Account ID missing after “/AC-“ tag.

-Account ID contains embedded spaces or is not 8 characters long.
	The DFI should re-transmit the Funds message with a properly formatted “DBT=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)

	CDT=Data incorrect
	-The fourth tag found is not “CDT=”

-ABA number missing after “CDT=” tag.

-ABA contains embedded spaces or is not 9 characters long.

-ABA is not numeric or is an invalid ABA number.
	The DFI should re-transmit the Funds message with a properly formatted “CDT=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)


__________________________________________________________________________________________
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	BNF=Missing Data
	-The fifth tag found not equal “BNF=”

- Recipient Organization name missing after “BNF=” tag.

- The sixth tag found not equal “*”.

- Serial number not immediately following “*” tag.

- Serial number not 7 characters in length or is not numeric.

- The seventh tag found is not equal “/AC-“.

- Bank account number missing after “/AC-“ tag.

- Bank account number is more than 20 characters in length.
	The DFI should re-transmit the Funds message with a properly formatted “BNF=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)

	RFB=in wrong format
	- The eighth tag found not “RFB=.”

- Balance on hand missing after “RFB=” tag.

- Balance on hand contains embedded spaces or decimal point.

- Balance on hand is missing.

- Balance on hand is not numeric or is too large.

- Data found after balance on hand and “BBI” tag is not found.
	The DFI should re-transmit the Funds message with a properly formatted “RFB=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)


__________________________________________________________________________________________
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	BBI=In wrong format
	End of delimiter of “**” not found.
	The DFI should re-transmit the Funds message with a properly formatted “BBI=” field.  (Please refer to Chapter 3 for the proper Funds message formats.)

	Send DI info invalid
	Data exists after the sender’s name in the Sender Info line.
	The DFI should re-transmit the Funds message with valid Sending DFI Information.  (Please refer to Chapter 3 for the proper Funds message formats.)

	ALC not valid
	The Agency Location Code (ALC) in the “DRC/DBT=” field is not a valid ALC in the ASAP database.
	The DFI should re-transmit the Funds message with a valid ALC number for the FPA.  The DFI should contact the FPA for the correct ALC information.

	ALC inactive
	The ALC in the “DRC/DBT=” field is an inactive ALC in the ASAP database.
	The DFI should re-transmit the Funds message with an active ALC number for the FPA.  The DFI should contact the FPA for the correct ALC information.

	ALC deleted
	The ALC in the “DRC/DBT=” field is deleted in the ASAP database.
	The DFI should re-transmit the Funds message with a valid ALC number for the FPA.  The DFI should contact the FPA for the correct ALC information.

	Account not found
	No ASAP 1031 account is found based on the ASAP 1031 Account ID in the “DRC/DBT=” field.
	The DFI should re-transmit the Funds message with a valid ASAP 1031 Account ID in the “DRC/DBR=” field.


__________________________________________________________________________________________
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	Account not open
	The ASAP 1031 account is not open.
	The DFI should re-transmit the Funds message with a valid ASAP 1031 Account ID.  The DFI should confirm with the FPA that the Account ID is valid.

	Account Deleted
	The ASAP 1031 account is marked for deletion in the ASAP system.
	The DFI should re-transmit the Funds message with a valid ASAP 1031 Account ID.  The DFI should confirm with the FPA that the Account ID is valid.


   When the Recipient Organization is enrolled in the ASAP system, a unique Recipient Organization (RO) ID is assigned to that

   organization.  Based upon the information provided in the Funds message, the ASAP system will locate the Recipient Organization

   ID in the Recipient Organization database.  This Recipient Organization ID is an element of the ASAP 1031 profile and

   must be valid for the Funds message to be honored.  The following three error messages relate to the Recipient Organization ID.

	RO ID not found.
	Recipient Organization ID derived from the ASAP 1031 account is not on the Recipient Organization database.
	The DFI should ensure that the ASAP 1031 account is valid and that the Recipient Organization is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.


__________________________________________________________________________________________

        Continued on next page
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ERROR MESSAGES (continued)

__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	RO ID not active
	Recipient Organization ID derived from the ASAP 1031 account is not active on the Recipient Organization database in ASAP.
	The DFI should ensure that the ASAP 1031 account is valid and that the Recipient Organization is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.

	RO marked deleted
	Recipient Organization ID derived from the ASAP 1031 account is marked for deletion in the Recipient Organization database in ASAP.
	The DFI should ensure that the ASAP 1031 account is valid and that the Recipient Organization is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.


   When the DFI is enrolled as the Payment Requestor in the ASAP system, a unique Payment Requestor ID is assigned to that DFI.

   Based upon the information provided in the Funds message, the ASAP system will locate the Payment Requestor ID in the 

   Payment Requestor database in ASAP.  This Requestor ID is an element of the ASAP 1031 profile and must be valid for the Funds

   message to be honored.  The following three error messages relate to the Payment Requestor (Rqstr) ID.

	Rqstr ID invalid length
	DFI’s Payment Requestor ID has an invalid length
	The DFI should ensure that the Reqstr ID used is   accurate, and a valid number of characters for that 1031 account ID.

	Rqstr ID not numeric
	DFI’s Payment Requestor ID is not numeric
	The DFI should ensure that the Reqstr ID used is accurate, and that all of the characters are numeric.


__________________________________________________________________________________________

         Continued on next page
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	Rqstr ID not found
	DFI’s Payment Requestor ID is not found on the Payment Requestor database.
	The DFI should ensure that the ASAP 1031 account is valid and that the DFI is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.

	Rqstr is not active
	DFI’s Payment Requestor ID is not active.
	The DFI should ensure that the ASAP 1031 account is valid and that the DFI is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.

	Rqstr marked deleted
	DFI’s Payment Requestor ID is marked for deletion.
	The DFI should ensure that the ASAP 1031 account is valid and that the DFI is properly enrolled and identified for that ASAP 1031 account.  The DFI should contact the FPA for this information.

	DI not valid requestor
	DFI, as the Payment Requestor of the 1031 account, does not have an assigned Funds ABA number.  Funds payments are not allowed.
	The DFI should contact the FPA to verify that the DFI is properly enrolled in ASAP, and have the appropriate account ID information for a drawdown request on the ASAP 1031 account.

	DI not defined to ASAP
	Funds ABA found on the Payment Requestor profile is not found on the ASAP Payment Requestor database.
	The DFI should contact the FPA to verify that the DFI is properly enrolled in ASAP, and have the appropriate account ID information for the ASAP 1031 account.


__________________________________________________________________________________________

         Continued on next page
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ERROR MESSAGES (continued)
__________________________________________________________________________________________

	
Error Message
	
Explanation of Error Message
	
DFI Action to Correct Error

	DI marked for deletion
	Funds ABA found on the Payment Requestor database is marked for deletion.
	The DFI should ensure that it is properly enrolled in the ASAP system.  The DFI should contact the FPA for this information.

	Rqstr-ABA mismatch
	The Payment Requestor (DFI) ABA as transmitted in the Funds message does not match the ABA on the ASAP 1031 account profile.
	The DFI should ensure that it is using the proper ABA number.  If the DFI detects a possible error on the ASAP 1031 account profile, it should contact the FPA to correct the problem.

	Rqstr Fds bnk mismatch
	The Receiver’s Bank Account Number as transmitted in the Funds message does not match the ASAP Funds Bank Account Number as indicated on the ASAP 1031 account profile.
	The DFI should ensure that it is using the proper Receiver’s Bank Account Number on the Funds message.  If the DFI feels that there is an error on the Bank Account Number on the ASAP 1031 account profile, it should contact the FPA to correct the problem.

	Transfer > Avail Bal
	Funds amount requested from the ASAP 1031 account is greater than the available balance of the account.
	The DFI should re-transmit the Funds message with a requested amount less than or equal to the ASAP 1031 available authorization balance.


_________________________________________________________________________________________
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APPENDIX B
CONTACT LIST
CONTACT LIST
__________________________________________________________________

General
All general questions regarding the ASAP 1031 Program and establishing new

Questions 
1031 accounts should be directed to:

Financial Management Service

Disbursement Management Division

Attention: Payment Automation Branch, ASAP Staff     

401 14th St., SW, Room 325

Washington, DC 20227

Telephone Number: (202) 874‑ 6945 or (202) 874‑6542 

__________________________________________________________________

Questions on
All questions regarding the ASAP system operation, enrollment, and processing ASAP system
should be directed to:

Financial Management Service

Philadelphia Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 8676

Philadelphia, PA 19101

Telephone Number: (215) 516‑8021




Email: pfc.asap.team@fms.treas.gov



Financial Management Service

Kansas Financial Center

Attention: ASAP Customer Support Staff

P. O. Box 12599

Kansas City, MO 64116-0599


Telephone Number: (816) 414-2100




Email: kfc.asap.team@fms.treas.gov




Financial Management Service

San Francisco Financial Center

Attention: ASAP Customer Support Staff

P.O. Box 193858

San Francisco, CA 94119‑3858

Telephone Number: (415) 817‑7182

Email: SFC.asap.team@fms.treas.gov

__________________________________________________________________

Questions on
All questions regarding FUNDS Fedwire transfers should be forwarded

FEDWIRE
to the Customer Support Department at your local Federal Reserve Bank.

__________________________________________________________________
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APPENDIX C

HOW TO COMPLETE ENROLLMENT FORMS

HOW TO COMPLETE THE ASAP ORGANIZATION ENROLLMENT FORMS
__________________________________________________________________

Introduction
ASAP Organization Enrollment Forms must be completed for the DFI and the

Recipient Organization before any funds from ASAP can be transferred. The

following provides guidance to the FPA, DFI and the Recipient Organization to

complete the Organization Enrollment Form.

For more information on the ASAP Enrollment Process, refer to Chapter 2,

Section C of this Guide.  

__________________________________________________________________
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HOW TO COMPLETE THE ASAP BANK INFORMATION FORM
__________________________________________________________________

Introduction
A Bank Information Form must be completed for each ASAP 1031 account for 

which the DFI requests funds. The following are instructions for the FPA and DFI to complete the form.

Prior to completing Section I, enter the current date, and check the applicable Requested Action statement.  

For more information on the enrollment process, refer to Chapter 2,

Section C of this Guide.

__________________________________________________________________

Section I
The Payment Requestor Organization Information is information requested on the DFI.  The DFI must complete Section I as it applies.

_________________________________________________________________

Section II
The Bank Information pertains to the DFI, and the Fedwire Account.  The DFI, or the FPA on behalf of the DFI, must complete Section II:

-
Bank Name

-
Mailing Address, City, State, Zip Code

· FEDWIRE Account Information, as indicated

NOTE:  Do not complete the ACH information since all funds transfers for ASAP

1031 accounts will be accomplished via the FEDWIRE system. The Bank Representative should be that person who can assume responsibility for the Account Information provided on the form.

__________________________________________________________________ 

Section III
The Bank Official is responsible for the information in this Section, whether the FPA completes the form on behalf of the DFI, or the DFI completes the form.  

__________________________________________________________________ 

Section IV
The Approval by Organization’s ASAP Financial Official information must be completed by the FPA’s Certifying Officer, acknowledging the responsibility for the content, and accuracy of the information on the ASAP Bank Information Form.

__________________________________________________________________
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Sample
ASAP Bank Information Form


Effective Date: _October 4, 2001___ 


REQUESTED ACTION:  [x] NEW ORGANIZATION         [ ]  CHANGE *         [ ] ADD ADDITIONAL ACCOUNT      [ ]  DELETE*
Section I  - Payment Requestor Organization Information

Payment Requestor Organization Name: Standard Federal Financial Institution____________________________ _____________
Address: _1212 Belcrest Boulevard____________________________________________________________________________

City, State and Zip:  Belcrest, MD__77099______________________________________________________________________

Primary Contact Name: _Judy U. Anderson_____________________________
Phone: 301-444-5577     _____________________

Section II  - Bank Account Information

Bank Name: _Standard Federal Financial Institution_____________________________________

Bank Mailing Address: _1212 Belcrest Boulevard_______________________________________

City, State, Zip: _Belcrest, MD  77099________________________________________________

ASAP allows a maximum of four accounts; please select which number is to be assigned to this account:  [x] ONE   [ ] TWO  [ ] THREE  [ ] FOUR 

(*If this is a change or delete to an existing account, select the number currently assigned to that account)

(ABA Number:  _1  _1  _1   _2   _2   _3   _3  _3  -   _0                             Account Title: _Research and Development Institute of America       ____ 

(Account Number (17-character maximum): _R_  _D_  _0_  _0_  _1_  _4_  _6_  __  __  __  __  __  __  __  __  __  __

(The ABA and ACCOUNT NUMBER MUST be accurate.  If there are discrepancies with this key information, a new ASAP Bank Information Form will be required.  This could delay your ASAP implementation.
ACH Information

Account Type:
[ ]    Demand (Checking)
[ ]    Savings

Bank Representative’s Name: _                                           ____________
Bank Representative’s Phone Number: _                             ____________ Bank Representative’s Fax Number: _                  _______________

Fedwire Information

For Further Credit ABA: _1 _1  _1  _2   _2   _3  _3  _3   -  _0

Bank Representative’s Name: _Mildred A. Covington       _____________

Bank Representative’s Phone Number: __301-444-1212   _____________ Bank Representative’s Fax Number: __301-444-1313_____________

Section III  -  Bank Official

__Donna V. Montgomery__________________            
_President________________________________        _301-444-4545______________   

Bank Official’s Name

 

Bank Official’s Title
 

        
Phone Number                           

Section IV  - Approval by Organization’s ASAP Financial Official

Disclosure Statement: "I, hereby certify that all of the above information is true and accurate in accordance with all ASAP 

policies and procedures.  I understand that failure to provide correct and complete information may prevent the receipt of

payments.”

_John W. Westly___________________________
_John W. Westly                     _____
_Director, Financial Services Division_____

Signature




Name



 Title

_U.S. Department of Agencies________________
_202-555-1010__________________
_October 4, 2001_____________________

Organization Name


                
Phone Number


 Date

Form Dated: 06/2001
            


Filename:  BIF AE 6-19-01
RFC Use Only: ASAP ID: ______________________
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HOW TO COMPLETE THE ASAP ORGANIZATION ENROLLMENT AND USER ID REQUEST FORM 

__________________________________________________________________

Introduction
An ASAP Organization Enrollment and User ID Request form must be completed for each ASAP 1031 account.  A separate form should be completed for the DFI, as the Payment Requestor, and the Recipient Organization.

For more information on the enrollment process refer to Chapter 2, Section C of this handbook.

__________________________________________________________________

Section I
The FPA should obtain the Organization Information from the DFI and the Recipient Organization to complete this Section of an ASAP Organization Enrollment and User ID Request form for the DFI and the Receipt Organization. The FPA may do so by obtaining the information from the DFI, and the Recipient Organization, respectively, and then complete Section I of each form, or provide a form to the DFI, and the Recipient Organization and have them to complete Section I of their form, and return the form to the FPA.

_________________________________________________________________

Section II
The Individual User Information Section of the form does not apply to DFIs who are requesting funds on behalf of the Recipient Organization.  This Section should be left blank or marked N/A for not applicable for the DFI.  



The Individual User Information Section of the form for the Recipient Organization should be completed for the Recipient Organization if the Organization requires access to the ASAP system for Inquiry Only purposes.  Otherwise, this Section should be left blank or marked N/A for Not Applicable.

__________________________________________________________________

Section III
The Authorizing Official’s Signature information must be completed by the FPA Certifying Official, certifying that the information provided on the form is accurate and complete.

__________________________________________________________________

User 

The FPA Certifying Officer is responsible for requiring all users that 

Signature
must have ASAP access to read, sign and date the User Responsibility Statement, which is the second page of the original ASAP Organization Enrollment and User ID Request Form. 
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Sample – DFI Payment Requestor

ASAP Organization Enrollment and User ID Request Form

Section I - Organization Information

Date:  October 4, 2001
Action:   [x] NEW ORGANIZATION         [ ] CHANGE EXISTING ORGANIZATIONAL DATA

For RFC Use Only:  [ ] Passport
[ ] CQ  
Organization Name:
Standard Federal Financial Institution                       

 

Operating System: [ ]DOS       [ ]Win 3.1       [ ]Win ’95/’98/NT       [ ] Win 2000















         [ ]OS/2       [ ]MAC       [x]None

Organization Type: [ ] State Agency   [ ] University   [ ] ITO   [ ]For Profit   [ ] Non-Profit   [ ] Other

If an existing organization, do you need additional software?  [ ] Yes     [  ] No



[ ] EBT Processor      [x ]  FRB LOC 






CD Tutorial Version: [ ] Audio/Text   [ ] Text Only   [x] None

User Type:  [x] Payment Requestor ONLY          [ ] Payment Requestor and Recipient Organization 

DUNS Number  (9 Digits):_______________________________________________


                               [ ] Recipient Organization ONLY             [ ] Super User



Employer Identification Number (EIN) (9digits):  111-00-2222__________________

Access:  [  ] On-Line    [  ] Voice Response System    [  ] Both     [x ] None




Organization Short Name (10 characters maximum):  SFFI                ______________  

Mailing Address:

1212 Belcrest Boulevard                                                                                   

Street Address:
1212 Belcrest Boulevard__________________________________   

______________________________________________________________



 _____________________________________________________

City, State and Zip:
Belcrest, MD  77099                                                                                                   
City, State and Zip: Belcrest, MD  77099____________________________________

Primary Contact Name:
Judy U. Anderson                                                                                                              
Secondary Contact Name:
Melvin G. Nash_________________________________

Phone:
301-444-5577                                                      
Fax:_301-444-8888                                            

Phone:
301-444-5555_____________  Fax:  301-444-8888          _______________

Internet E-Mail Address:       janderson@SFFI.org                                                                                          

Internet E-Mail Address: mnash@SFFI.org_________________________________

Section II – Individual User Information







FOR RFC USE ONLY - ASAP ID:_________________________

	NAME

Include First, Middle Initial, and Last Name. Each individual MUST sign in the appropriate space on the reverse side.
	TELEPHONE NUMBER
	FUNCTIONS
	ACCESS
	Current Users Only:
	RFC Use Only

	
	
	Payment Request
	Inquiry Only
	AMA


	On-Line
	VRS
	User’s Logon ID
	VRS PIN
	User Group

	[ ] Add   [ ] Change   [ ] Delete
	
	
	
	
	
	
	
	
	

	[ ] Add   [ ] Change   [ ] Delete
	
	
	
	
	
	
	
	
	


Legend:  Functions:  A=Add, D=Delete.  If requesting AMA, an AMA Access Form is required.

Access:  Y = Yes, N = No.  Users may choose both access options if the organization is a VRS user.   Access to ASAP can be On-Line and/or by telephone (VRS).

Current Users Only: Indicate the existing individual’s logon ID for any changes to a user’s functions or access in this column. 

Section III – Authorizing Official’s Signature

By signing this document, I certify that the individual(s) requiring access to ASAP and identified above have read and signed the “User Responsibility Statement” on the reverse side of this document and signatures will be maintained by the organization. 

   __John W. Westly_________________________________________ 

_Director, Financial Services Division__________________________________

      Signature

  Title

    _John W. Westly                  _________________________________ 

_202-555-1010___________________       

October 4, 2001_________ 

      Name                                                                                                                            

  Phone Number                                                    
Date
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FEDERAL RESERVE BANK OF RICHMOND


USER RESPONSIBILITY STATEMENT

LOGON ID AND PASSWORD:
The Federal Reserve Bank of Richmond will assign you a temporary password, which you must change within twenty-four hours from date of issuance to avoid being placed in a revoked status.  The password, which is under your sole control, provides protection for you and us.  The pattern of your logon ID may be known by others, and the logon ID is displayed on the terminal screen when entered, but your 8-character password is not displayed and not known by anyone other than you.  After initial logon, all ASAP users must access the system at least once within a six-month period to remain active.  After nine months of non-use, your logon ID is deleted and new paperwork must be submitted to reissue your ID.  If at any time during the log-on process the individual’s logon ID or password should become suspended or revoked, please contact your servicing Regional Financial Center. 

USER RESPONSIBILITIES:
Once assigned a logon ID and temporary password by the Federal Reserve Bank of Richmond, you agree to be responsible for the consequences that result from the disclosure or use of your password.  To avoid compromising your password, you agree that you will:

· not make your password known to anyone or put it in written form unsecured;

· prevent others from watching you enter your password and guessing your password (for example, you should not use names of persons, places, or things                that are                 identified with you);

·        passwords MUST be 8 characters and MUST contain a combination of alpha and numeric characters. 

· log off of the system whenever you leave the terminal unattended.

You must change your password periodically.  We encourage all users to change their passwords monthly.  In addition, you must report unauthorized use and if you feel that someone may know your password or otherwise feel insecure, you should CHANGE THE PASSWORD IMMEDIATELY.

I have read the Federal Reserve Bank of Richmond’s User Responsibility Statement, agree to its terms, and understand my responsibilities for the use and protection of my logon ID and password and for the consequences that may result from disclosure or use.  If I fail to adhere to any of the terms in this statement, the Federal Reserve Bank of Richmond may revoke my logon ID and take other appropriate action.

User’s Signature:  _______________________________________________

Date:  ________________________

User’s Signature:  _______________________________________________

Date:  ________________________

AUTHORIZING OFFICIAL RESPONSIBILITIES:
· Provide this statement to individuals requiring access to ASAP.

· Certify on the ASAP Organization Enrollment and User ID Request Form that your organization users have read and signed this statement.

· Maintain the User Responsibilities Statement with your organization’s users’ signatures.
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Sample – Recipient Organization  (ASAP Access Not Applicable)

ASAP Organization Enrollment and User ID Request Form

Section I - Organization Information

Date:  October 4, 2001__________
Action:   [x] NEW ORGANIZATION         [ ] CHANGE EXISTING ORGANIZATIONAL DATA

For RFC Use Only:  [ ] Passport
[ ] CQ  
Organization Name:
Research and Development Institute of America                                    

Operating System: [ ]DOS       [ ]Win 3.1       [ ]Win ’95/’98/NT       [ ] Win 2000















         [ ]OS/2       [ ]MAC       [x]None

Organization Type: [ ] State Agency   [ ] University   [ ] ITO   [ ]For Profit   [ ] Non-Profit   [ ] Other

If an existing organization, do you need additional software?  [ ] Yes     [ ] No



[ ] EBT Processor      [x ]  FRB LOC 






CD Tutorial Version: [ ] Audio/Text   [ ] Text Only   [x ] None

User Type:  [  ] Payment Requestor ONLY          [ ] Payment Requestor and Recipient Organization 

DUNS Number  (9 digits):_________________________________________________


                               [x] Recipient Organization ONLY             [ ] Super User



Employer Identification Number (EIN) (9digits): 111-00-2222___________________

Access:  [  ] On-Line    [  ] Voice Response System    [  ] Both     [x ] None




Organization Short Name (10 characters maximum):  RDIA              _______________

Mailing Address:

5566 Boardview Avenue____________________________________________ 
Street Address:  5566 Boardview Avenue      __________________________________

_______________________________________________________________



_______________________________________________________

City, State and Zip:
Upton, New York  223311                       ______________________________              
City, State and Zip: Upton,  New York  223311     _____________________________

Primary Contact Name:
Joanne M. Taylor     ______________________________________________              
Secondary Contact Name:
_Susan R. Smith__________________________________

Phone:
212-999-1111________________________
Fax:  212-999-3333                    _____________

Phone: 212-999-5555_______________  Fax:  212-999-3333                    ___________

Internet E-Mail Address: jtaylor@RDIA.org ____________          ________________________________

Internet E-Mail Address: ssusan@RDIA.org                                              ___________

Section II – Individual User Information






FOR RFC USE ONLY - ASAP ID:_________________________

	NAME

Include First, Middle Initial, and Last Name. Each individual MUST sign in the appropriate space on the reverse side.
	TELEPHONE NUMBER
	FUNCTIONS
	ACCESS
	Current Users Only:
	RFC Use Only

	
	
	Payment Request
	Inquiry Only
	AMA


	On-Line
	VRS
	User’s Logon ID
	VRS PIN
	User Group

	[ ] Add   [ ] Change   [ ] Delete
	
	
	
	
	
	
	
	
	

	[ ] Add   [ ] Change   [ ] Delete
	
	
	
	
	
	
	
	
	


Legend:  Functions:  A=Add, D=Delete.  If requesting AMA, an AMA Access Form is required.

Access:  Y = Yes, N = No.  Users may choose both access options if the organization is a VRS user.   Access to ASAP can be On-Line and/or by telephone (VRS).

Current Users Only: Indicate the existing individual’s logon ID for any changes to a user’s functions or access in this column.  

Section III – Authorizing Official’s Signature

By signing this document, I certify that the individual(s) requiring access to ASAP and identified above have read and signed the “User Responsibility Statement” on the reverse side of this document and signatures will be maintained by the organization. 

   John W. Westly_____________________________________________________ 

Director, Financial Services Division     _____________________________

      Signature

  Title

    John W. Westly____________________________________________________ 

202-555-101______________________   
October 4, 2001____________ 

      Name                                                                                                                            

  Phone Number                                               Date
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FEDERAL RESERVE BANK OF RICHMOND


USER RESPONSIBILITY STATEMENT

LOGON ID AND PASSWORD:
The Federal Reserve Bank of Richmond will assign you a temporary password, which you must change within twenty-four hours from date of issuance to avoid being placed in a revoked status.  The password, which is under your sole control, provides protection for you and us.  The pattern of your logon ID may be known by others, and the logon ID is displayed on the terminal screen when entered, but your 8-character password is not displayed and not known by anyone other than you.  After initial logon, all ASAP users must access the system at least once within a six-month period to remain active.  After nine months of non-use, your logon ID is deleted and new paperwork must be submitted to reissue your ID.  If at any time during the log-on process the individual’s logon ID or password should become suspended or revoked, please contact your servicing Regional Financial Center. 

USER RESPONSIBILITIES:
Once assigned a logon ID and temporary password by the Federal Reserve Bank of Richmond, you agree to be responsible for the consequences that result from the disclosure or use of your password.  To avoid compromising your password, you agree that you will:

· not make your password known to anyone or put it in written form unsecured;

· prevent others from watching you enter your password and guessing your password (for example, you should not use names of persons, places, or things that         are                identified with you);

· passwords MUST be 8 characters and MUST contain a combination of alpha and numeric characters. 

· log off of the system whenever you leave the terminal unattended.

You must change your password periodically.  We encourage all users to change their passwords monthly.  In addition, you must report unauthorized use and if you feel that someone may know your password or otherwise feel insecure, you should CHANGE THE PASSWORD IMMEDIATELY.

I have read the Federal Reserve Bank of Richmond’s User Responsibility Statement, agree to its terms, and understand my responsibilities for the use and protection of my logon ID and password and for the consequences that may result from disclosure or use.  If I fail to adhere to any of the terms in this statement, the Federal Reserve Bank of Richmond may revoke my logon ID and take other appropriate action.

User’s Signature:  _______________________________________________

Date:  ________________________

User’s Signature:  _______________________________________________

Date:  ________________________

AUTHORIZING OFFICIAL RESPONSIBILITIES:
· Provide this statement to individuals requiring access to ASAP.

· Certify on the ASAP Organization Enrollment and User ID Request Form that your organization users have read and signed this statement.

· Maintain the User Responsibilities Statement with your organization’s users’ signatures.
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� Cash on Hand must be included in either {6100} or {6500}.  ASAP will not validate the dollar amount in the Cash on Hand field


___________________________________________________________________


Continue on next page	
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