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7. Vendor Name and Address: 
o Attorney: will populate from VIN of attorney. 
o Check OGC website for additional Attorney information. 

8. Treasury Offset Eligible: will populate based on Vendor ID in #4. 
o Attorney Fee and Other Transactions—Treasury Offset Eligible (ZS) 

9. Amount: 
o Amount of Payment per memo. Verify this amount matches amount in 

suspense. 
10. Invoice Date: 

o Date of memo 
11. Description: (For internal use only) 

a. Attorney Fee: ATTY fee (Veterans Last Name)/(Attorney last name) 
12. Click “Save” to save header information. 

  
Establishing Line 
Item 

Add Line Item:  

 
LINE 1: 
1. Vendor Invoice: No spaces, punctuations, special character input allowed. 

o Veterans last name and last four of the file number 
2. Invoice Date: 

o Date of Memo 
3. Unapplied Deposit #: 

o 334XXXXXXXXXXX ATTORNEY FEE/VETERAN 
• Station #, X’s = Veteran’s file number. Found on UDST under fund 

6279. (UDST table is found in FMS) 
4. Amount: 

o Amount of payment per memo. 
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5. Description: 
o Attorney Fee: ATTY fee (Veterans Last Name)/(Attorney last name) 

Click “Save” 

Notes Notes are optional, not required 
Attachments Attachments are required. 

Submit Scroll back to the top of the page and click “Action” then select “Submit” from the 
dropdown box. Then click “Go”  
 

 
 

Admin Fee 1.  RO Finance will submit the assessment fee information to the Administrative and Loan 
Accounting Center (ALAC)’s Accountant on a Miscellaneous Transfer Form (MTF), 
including the ZS payment document ID and amount.  

o Check the VEN2 table to make sure the vendor code is valid.  
o Make sure the person that digitally signs the MTF is on your current Delegation 

of Authority in the transfer section 
 
 
 
 

 
 
2. ALAC will process a transaction transferring the 5%, or up to $100, assessment fee to the 

GOE and provides the transaction information / documentation to the RO Finance. 
3. Please note that you cannot process this transaction in CAATS. CAATS was not built for 

this type of transfer. The transfer necessary to process this transaction is a TR 44 with 
Revenue Source Code 3011. TR 44 is a brand-new transaction code / type combination 
as well as Revenue Source Code 3011. Both were specially made just for us and GOE 
Assessment Fees. 

4. The DNA of this transaction is commercial, so it requires a commercial vendor code. 
Because these assessment fees are related to attorney fees, the appropriate vendor 
code would be the attorney’s vendor code. 

 
Create Form 1047 1. Open up Suspense payment in CAATs transaction   

 
 
 
 
 

 
2. Click view on item in CAATs you just created. (verify dollar amount.) 
3. Click generate 1047 form. 
4. Click open.   
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5. Find “Schedule No.” on top right-hand side of form, and type the words “Claim 
#”, and add Veteran’s claim number. 

6. In “Paid” block, type in the date and VARONAME 
7. On lines 9,10,11 type Veteran’s Name, and the words “FOR ATTORNEY FEES” 
8. On line 13 type the total deposit amount 
9. Insert new line (14) type “minus assessment fee” and the assessment fee amount. 
10. Find “Schedule No.” on top right-hand side of form, and type the words “Claim 

#”, and add Veteran’s claim number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. In “Paid” block, type in the date and VARONAME 
12. On lines 9,10,11 type Veteran’s Name, and the words “FOR ATTORNEY FEES” 
13. On line 13 type the total deposit amount 
14. Insert new line (14) type “minus assessment fee” and the assessment fee amount 
15. On line 16 type in the amount paid to the attorney. 
16. Print one copy and mail to the attorney. 
17. Save to PDF (Converting Documents to PDF Job Aid) 

 
Upload Form 1047 
to VBMS/ALAC 
Transaction 
documentation 

Upload to VBMS using standard naming convention of “Public Voucher (Form 1047) 
Attorney Fee Release”.  

Notification to AAFC Reply to original e-mail from AAFC that payment is complete. 
Update Tracking 
Spreadsheet 

Update columns: date release memo received, payment release / 1047 date, date 1047 
uploaded to VBMS, date notify AAFC transaction is complete. 

 
 




