AUTHORIZATION BATCH HEADER

Regional Office:_____________________________________    Service Program: ____________________________


Authorization Number: __________________ through ______________________    Total Count: ________________

Batch Prepared By: __________________________________________________     Date: ______________________



FISCAL MANAGEMENT USE ONLY




Received By: _______________________________________________________    Date: ________________________

Verified By: ________________________________________________________    Date: ________________________

Batch:    OK _______________    Other:  ________________________________________________________________



INSTRUCTIONS:
SEPARATE AUTHORIZATIONS BY SERVICE PROGRAM.  SET THE NUMBER STAMP SO EACH

NUMBER CAN BE STAMPED TWICE; ONCE ON THE REGIONAL OFFICE COPY, AND THE SECOND ON THE FISCAL MANAGEMENT COPY OF THE AUTHORIZATION.   NUMBER STAMP EACH GROUP OF AUTHORIZATIONS BY SERVICE PROGRAM.  COMPLETE AUTHORIZATION BATCH HEADER.

REGIONAL OFFICE:
Name of regional office submitting the authorizations.

SERVICE PROGRAM:
Name of service program the authorizations cover.  KEEP AUTHORIZATIONS SEGREGATED BY SERVICE PROGRAM.

AUTHORIZATION
Insert the beginning and ending authorization numbers in the batch.  The authorization numbers MUST BE sequential within service program.

TOTAL COUNT:
Count of the total documents in the batch.

BATCH PREPARED BY:
Signature of the person preparing the Authorization Batch Header.

DATE:
Month, day and year the Authorization Batch Headers submitted to the Bureau of Fiscal Management.

ATTACH TWO COPIES OF THE AUTHORIZATION BATCH HEADER TO THE FISCAL MANAGEMENT AUTHORIZATIONS AND SUBMIT TO THE BUREAU OF FISCAL MANAGEMENT.  ATTACH THIRD COPY OF THE AUTHORIZATION BATCH HEADER TO THE REGIONAL OFFICE COPIES OF THE AUTHORIZATIONS.  KEEP EACH BATCH INTACT UNTIL FISCAL MANAGEMENT RETURNS A SIGNED COPY OF THE AUTHORIZATION BATCH HEADER TO THE EXECUTIVE SECRETARY.  A SIGNED COPY AND THE "BATCH OK" LINE CHECKED-OFF DESIGNATES THAT THE REGIONAL OFFICE COPIES CAN BE FILED.  KEEP SIGN-OFF COPY IN THE BATCH HEADER FILE.



