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IN REPLY REFER TO:      

1384

(UT-950)P








August 21, 2002

Instruction Memorandum No. UT 2002-075

Expires:  09/30/2003

To:

DSDs, Field Office Managers

From:

State Director

Subject:
Procedures for Designation of Collection Officers

As per IM No. UT-2002-037, the authority for approving designation of collection officers in Utah has been delegated to the Deputy State Director for Support Services.  Please direct any requests for designation of collection officers to UT-950 using the attached format.  The employee and supervisor should sign the form prior to submitting.  A signed copy will be returned to the originating office, the employee, and Accounts in the Utah State Office. Request for revocation of Collection Officer designation should also be sent to UT-950. 

Please note, requests for the designation of cashier should continue to be sent to the Director, National Business Center (BC-610).  Please address any questions on these proceedures to Scott Packer at (801) 539-4126.

Signed by:







Authenticated by:

Robert A. Bennett






Rosie Geren

Acting State Director






Records Manager

Attachment:


Designation form letter
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IN REPLY REFER TO:      

1384

(UT-950)

Memorandum

To:

Deputy State Director for Support Services

Through:
(Field Manager or DSD)

From:

(Supervisor)

Subject:
Notice of Designation

In accordance with the Bureau’s recommendation, (employee name) has been designated as a

Collection Officer effective ( Date ). A general description of the functions of accountable officers and agents is contained in BLM Manual 1384 and in the Collections Reference Guide dated April 6, 1998. The specific criteria for Collection Officers are in 1372.

(Employee name) is familiar with the contents of the BLM Manual concerning the

responsibilities/liabilities of their duties. Also, since the Federal Government no longer provides surety bond coverage, the employee is aware that, if found responsible, employees may be held liable for irregularities, shortages, or losses of public funds. Accountable officers and agents who desire to do so may obtain a personal bond at their own expense; however, there is no requirement for such a bond.

Signing this memorandum certifies that the employee has been advised of their duties/ responsibilities; accepts the responsibilities/liabilities; has been trained in collection procedures and has been furnished adequate facilities for safeguarding public funds.

Employee  ______________________________________________ Date _________________

Supervisor ______________________________________________ Date _________________

DSD Support Services Approval _____________________________ Date _________________
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