Business Continuity Plans
In the event the Statewide Financial Management Application (SFMA) is not available

In the event SFMA is not available and is not expected to be available for over one week, the staff at SFMS must put manual processes in place so that agencies have a method to write checks and SFMS staff have a daily method to track appropriation, limitation and/or cash.  
Agencies will need to use non-receipted accounts (Treasury suspense accounts) to write checks in the event SFMA is not available.  Agencies that currently have non-receipted accounts may choose to use the operative non-receipted account or set-up a special non-receipted account designated for an emergency situation in which SFMA is not operative.    Agencies will want to take into consideration the process to set-up a new suspense account compared to the requirement that dollars be segmented later.  Agencies that do not have suspense accounts and issue warrants out of receipted accounts would likely set up at least one non-receipted account for each receipted account.  

Agencies may choose to set these accounts up in advance of an emergency or wait until an emergency arises.  Experience tells us that we can get accounts set-up and check stock to agencies in about eight business days.  However, in the event numerous requests are made at one time, there will need to be a method to prioritize the suspense account requests.

Instructions for establishing Treasury (OST) non-receipted accounts can be found at:

http://www.ost.state.or.us/Services/CashMgmt/Manual.asp
· Click on Section III for access to instructions for setting up non-receipted accounts

· Click on Forms for forms C-1 and C-2.  These are attached for your convenience.
When SFMA is operative, SFMS staff will generate appropriate cash/allotment/appropriation/limitation balances for each agency account.  SFMS is generating this information weekly on Monday.  The weekly generated information will be sent to OST and OST will send it to its business continuity planning site.  

In the event of a disruption of service for SFMA for longer than one week, we will put the emergency plan into place as follows:

· OST and SFMS staff will work with agencies to set-up non-receipted accounts.  If numerous accounts need to be set-up, SFMS staff will help prioritize the process for the printing of checks.  
· SFMS staff will generate the manual balance for each type of account, General Fund/Federal Fund; Other Funds and Non-budgeted based on the most recent weekly generated balances.  

· Daily, agencies will send SFMS a spreadsheet of the emergency account checks written or documentation indicating no checks were written. BCP Agency Issue File
· For the agencies that SFMS has received disbursement information, or an indicator that there was no activity, SFMS staff will review the OST account information to apply deposits and check amounts against the OST account, allotment, and/or appropriation balances as appropriate.    
· SFMS staff will prepare the listing of checks for all emergency accounts daily information received to send to OST and send an update to agencies on the respective cash/appropriation/allotment position.   SFMS staff will only track emergency account activities.  Current suspense accounts will be tracked consistent with current processes.  
· Consistent with the current warrant redemption process, OST will provide a daily redemption file of the emergency agency suspense accounts to SFMS staff.  In addition to providing the daily redemption file, OST will also provide an exception report of redeemed checks that do not match issue information provided.  We only have until the end of the work day that the respective exception report is received to identify a fraudulent check.  SFMS will need an agency contact to discuss and research exception checks.  
· We will continue along this process until SFMA becomes available.

· OST will be understanding and flexible about charges to agencies for overdrawing suspense accounts as a result of SFMA not being operative.  OST will develop a process for addressing overdraft charges on a case-by-case basis.  
Agency Responsibility:

Agencies have the option of setting up emergency suspense accounts prior to an emergency or waiting until an emergency exists.  If you believe your agency will need to be writing checks within a few days of an emergency, it is recommended a suspense account be set-up in advance.  The risk of setting a suspense account up in advance is properly securing the unused checks and keeping up-to-date on check signers.
During an emergency, agencies will need to send check information from emergency accounts to SFMS so that exception checks and balances can be tracked.  

SFMS and Treasury Responsibility:
SFMS is generating appropriate cash/allotment/appropriation/limitation balances for each agency and sending the information to Treasury for safekeeping at its BCP site.   

During an emergency, SFMS staff will be generating balances on emergency accounts and sending the balance information to the respective agencies.  SFMS staff will also be working with agencies on possible fraudulent checks related to emergency suspense accounts.  
NOTE:

The process described above will only work properly if agencies are diligent about providing SFMS staff a spreadsheet of emergency account checks written or a document indicating no checks were written.  
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