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CHAPTER 11 
 

PAYMENT ACTIVITIES REPORT 
 
1101 GENERAL
 

National Aeronautics and Space Administration (NASA) Centers will submit an annual 
report on cash management and prompt payment activities.  The report will assist the Center 
Deputy Chief Financial Officers (Finance) and the Headquarters Office of the Chief Financial 
Officer in analyzing the effectiveness of payment practices to ensure compliance with Public 
Law 97-177 as amended, 5 CFR 1315, Prompt Payment, and the Treasury Financial Manual 
(TFM), Volume I, Part 6, Chapter 8000, Cash Management. 
 
1102 COVERAGE

The "Payment Activities Report" includes invoice and contract financing payments.  It 
excludes payments for employee compensation, employee travel vouchers, payments to other 
U.S. Government organizations and miscellaneous claims, awards and consultant fees. 

 
1103 REQUIREMENTS 
 

110301. General Payment data will be submitted on a fiscal year basis.  NASA 
report Control Number 10-0000-00903 has been assigned to this Report. 
 

110302. NASA Centers 
 
A. The report shall be completed in accordance with instructions listed 

below.  See Section 1104 “Payment Activities Report” for instructions to access the Payment 
Activities Report online. 

 
B. Statistical sampling may be used to furnish requested data.   When 

sampling is used, a brief description of the methodology employed shall be provided in or 
attached to the report. 
 
1104 INSTRUCTIONS 
 

110401. Following are detailed descriptions of data included in the report: 
(a) Section 1 – Timeliness: For each of the entries in Section 1, show (in the adjacent column) 
the percentage, to one decimal place, that the number or amount of payments is of the total 
number or amount of payments (line 1.d.).  Invoice and contract financing payments shall be 
reported separately. 

1 Line 1.a.(1) - Early - Approved - Enter the total number and amount of invoice payments 
subject to reporting made 8 days or more before their due dates based upon a determination in 
accordance with 5 CFR 1315 and NASA Policy Directive 7410.5, Approval of Early Payment to 

11-1  



NASA Financial Management Requirements Volume 8, Chapter 11 
 September 2004 

Contractors Under the Prompt Payment Act.  Do not include payments where cash discounts met 
the economic criteria and were taken; such payments were on time. 

2 Line 1.a.(2) - Early - Not Approved - Enter the total number and amount of invoice payments 
subject to reporting made 8 day or more before their payment due dates, without a determination 
of necessity in accordance with 5 CFR 1315.  Do not include payments where cash discounts met 
the economic criteria and were taken; such payments were on time.   

3 Line 1.a.(3) - Early – Total Early - Enter the total number and amount of early payments, i.e., 
the sum of lines 1.a.(1) and 1.a.(2). 

4 Line 1.b. - Late - Enter the total number and amount of payments subject to reporting made 
subsequent to their due dates. 

5 Line 1.c. - OnTime - Enter the total number and amount of payments subject to reporting made 
during the eight-day period beginning on the seventh day prior to the due date. 

6 Line 1.d. – Total Payments - Enter the total number and amount of payments subject to 
reporting, i.e., the sum of lines 1.a.(3), 1.b. and 1.c.  These values must agree with those shown 
for 2.d. 

(b) Section 2 – Method 

7 Line 2.a. – Electronic Fund Transfer (EFT) - Enter the total number and amount and their 
respective percentages of the total transactions paid using EFT mechanisms. 

8 Line 2.b. – Treasury Check – Enter the total number and amount and their respective 
percentages of the total transactions paid by Treasury check. 

9 Line 2.c. - Other Non-EFT (identify) - Enter the total number and amount and their respective 
percentages of the total transactions paid using any other non-electronic mechanism. 

10 Line 2.d. – Total Payments - Enter the total number and amount of the total transactions listed 
in 2.a., 2.b. & 2.c. This value must agree with 1.d. 

(c) Section  3 - Discounts 

1 Line 3.a. - Available – Amounts shown in this section shall be in whole dollars.  Enter the total 
number and amount of discounts available (not the amount of the associated payments). 

2 Line 3.b. - Taken - Enter the total number and amount of discounts taken.  Show percentage of 
discounts available that were taken. 

3 Line 3.c. - Not Taken - Enter the total number and amount of discounts not taken because they 
did not meet the economic criteria.  Show percentage of discounts available that were not taken.   

(d) Section  4 – Penalties This section is for reporting interest and additional penalties due and 
paid on late invoice payments. 
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1 Line 4.a. - Interest Penalties Paid - Enter the total number and amount of penalties paid on late 
invoice payments.  The amount should be reflected in the pre-closing balances of general ledger 
accounts 58X0. 

2 Line 4.b. - Additional Penalties Paid - Enter the total number and amount of additional 
penalties paid as required by 5 CFR 1315. 

3 Line 4.c. (1) – Total Penalties Paid – Show the sum of 4.a. and 4.b. 

4 Line 4.c. (2) - Percentage of Total Payments - Show the percentage Total penalties are of total 
payments (line 1.d.). 

5 Line 4.d. – Penalties Due, Not Paid - Enter the total number and amount of penalties due but 
not paid and provide an explanation in the comments section. 

(e) Section 5 – Erroneous Payments  

Line 5. - Erroneous Payments.  Enter total number and amount of payments made in error such 
as duplicate payments or overpayments included in line 1.d.  The amount should be reflected in 
the pre-closing balances of general ledger account 6790.  Show percentages for the number and 
amount of erroneous payments are of total payments (line 1.d.) 

(f) Section 6 – Other Information  

1.  Line 6.a. – Name, telephone number and email address of the designated Center contact 
regarding the Report. 

2.  Line 6.b. – Date of the last Cash Management Review   

3.  Line 6.c. – If statistical sampling was used to generate any of the data in the Report, describe 
methodology employed and provide details of where and how it was used. 

4.  Line 6.d. – Provide comments on any aspect of the report requiring further explanation, e.g., 
new initiatives, corrective actions. 
 
 
1105 SUBMISSION 
 

110501. Form.  The form is available in Microsoft Excel. 
 
110502. Due Dates.   Centers will submit the Report annually on the date specified 

by the OCFO.   
 

110502. Mailing.  Mailing Center reports will be mailed to the Director, Financial 
Management Division, NASA Headquarters, Office of the Chief Financial Officer (OCFO) 
Washington, D.C. 20546.  The envelope will contain the following legend in the lower left-hand 
corner: "Financial Report - Please deliver unopened to Financial Management Division. 
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1106 PAYMENT ACTIVITIES REPORT
The Payment Activities Report is included on the following two pages.  
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PAYMENT ACTIVITIES REPORT

CENTER:_____________REPORT PERIOD:____________

 INVOICE PAYMENTS CONTRACT FINANCING PAYMENTS TOTAL PAYMENTS

Number % Amount ($K) % Number % Amount ($K) % Number % Amount ($K) %

1.  TIMELINESS:

  a. Early                                                                                           

  (1)  Approved

  (2)  Not Approved

  (3)  TOTAL Early

  b.  Late

  c.  On-Time

  d.  TOTAL Payments

2.  METHOD:

  a.  EFT

  b.  Treasury check

  c.  Other non-EFT

  d.  TOTAL Payments

3.  DISCOUNTS: Dollar amounts entered below shall be in whole dollars.

  a. Available

  b. Taken

  c. Not Taken   

4.  PENALTIES:

  a. Interest penalties paid

  b. Additional penalties paid
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FMM APPENDIX 9385-3A

PAYMENT ACTIVITIES REPORT

CENTER:_____________REPORT PERIOD:____________

6.  OTHER INFORMATION:

 a.  Name, phone #, email
   address of contact person

 b.  Date of last Cash Mgt.
   Review (FMM 9051-5b.)

 c.  If statistical sampling used,
      provide details

 d.  Comments  
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