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Bulletin: OCFO 15-05 

Date:  December 15, 2015 

To: All Agencies 

Subject: Completing FMMI Direct-Entry Invoice and Framework Purchase Order Reference 

Fields to Ensure Proper Vendor Payment Identification 

PURPOSE 

This bulletin establishes policy and provides procedures to Financial Management 

Modernization Initiative (FMMI) users that will help vendors and other payees properly 

identify payments.  

 

Agency compliance with this policy will result in more efficient operations and greater 

cost effectiveness for Agencies and USDA. 

DEFINITIONS 

Direct-Entry Invoice:  Accounts payable documents entered directly into FMMI by a 

user based on individual invoices received. 

 

Framework Purchase Orders (PO):  Obligations entered into FMMI by a user to 

establish a recurring payment.   

BACKGROUND 

It is USDA’s responsibility to ensure vendors are paid timely, in accordance with the 

Prompt Pay Act, and are provided with the information necessary to properly identify and 

apply payments. OCFO’s Financial Management Services (FMS) is establishing this 

policy in response to an increase in the number of payments returned to Treasury by 

USDA vendors and payees due to an inability to identify the invoice, contract, or grant 

number. This can result in additional work for the Agency related to reprocessing and has 

the potential to negatively impact future transactions with their vendors. 

POLICY 

Departmental Offices and Agencies shall ensure an entry is made in the “Reference” field 

of the Document Header section for a Direct Entry Invoice or the “Your Reference” field 

for Framework Purchase Order (PO) which will enable the vendor in identifying and 

properly recording the payment. FMS is requesting all Agencies implement the following 

procedures in processing these types of invoices and POs. 
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RESPONSIBILITIES 

FMMI users are responsible for following the instructions provided in Procedures below 

when direct-entering invoices or Framework POs in FMMI to facilitate vendor payment 

identification and processing  

PROCEDURES 

When direct-entering an invoice in FMMI, the user shall provide information relevant to 

the vendor (e.g., vendor invoice number, contract/award number, or grant number) in the 

“Reference” field of the Document Header section (see Figure 1).  

Figure 1  

 

When establishing a Framework PO, the user shall populate the “Your Reference” field 

with the same type of identifying information listed above (see Figure 2). 
 

Figure 2 
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The information entered in these fields will be included on the Electronic Funds Transfer 

information or paper check allowing vendors to more easily match payments received to 

applicable invoices, contracts, or grants. 

 

Existing Framework POs should be modified, if needed, to include the appropriate 

information in the “Your Reference” field. If this field is left blank, the system will 

automatically add the Treasury In-Transit (TI) document number and a contact phone 

number to the payment remittance. 

INQUIRIES 

Any questions concerning this bulletin should be directed to the Financial Management 

Services Center (FMSC) at fmsc.help@nfc.usda.gov, (877) 243-3072, or (504) 426-5695. 

EFFECTIVE DATE 

This bulletin is effective immediately. 

 
 
/s/ 
 

C.J. STATON, Director  

Financial Management Services 
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