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I.   
PURPOSE

The purpose of this Revenue Procedure is to provide the requirements, formats, and specifications for filing Certification/Recertification, Weekly Update, and Missing Address records on magnetic tape for Guaranty Agency accounts which are eligible for the Treasury Offset Program.  This procedure also provides the formats and specifications for Missing Address Records, Unprocessable Records, and Weekly Collection (Offset/Reversal) Records, which will be sent by the Department of the Treasury (Treasury) to the Department of Education and, in turn, to the appropriate guaranty agency.  This Revenue Procedure is issued under the authority contained in the Debt Collection Act of 1982 and the Debt Collection Improvement Act of 1996.

II.  
GENERAL REQUIREMENTS AND SPECIFICATIONS

A. Included in this Revenue Procedure are Guaranty Agency (GA) requirements, formats, and specifications for submitting Certification/Recertification; Weekly Update; and Missing Address records.

All participating GAs must:

Submit, via magnetic tape, the appropriate Certification/Recertification records for inclusion in the Treasury Offset Program (TOP) as follows:

1) Type 1, Action A record to certify an account in the TOP that was not previously certified in the 1999 processing year forward.

2) Type 1, Action Y record to recertify an account in the TOP that was previously certified in the 1999 processing year forward.

3) Type 2, Action A record to add an address if an address was not previously provided to/accepted by Treasury.

4) Type 2, Action U record to update an address previously provided to Treasury.

5) Type 4, Action A record to add an alias name and name control to the record so that Treasury will use the name control to match against Federal payment streams for possible offset.

i

Submit, via magnetic tape, the appropriate Weekly Update records as follows:

1) Type 1, Action S record to decrease the certified balance (e.g., for payments) on a currently certified account.

2) Type 1, Action I record to increase the certified balance (e.g., for interest accrual) on a currently certified account. 

3) Type 1, Action Y record to reactivate an account in the TOP and/or replace the certified balance on a currently certified account.

4) Type 1, Action 1 record to report an agency refund of an offset.

5) Type 1, Action R record to report an adjustment (decrease) to a refund previously reported.

6) Type 1, Action U record to inactivate an account in the TOP or to report changes to first name and/or middle initial on a currently certified account.

7) Type 2, Action A record to add an address if an address was not previously provided to/accepted by Treasury.

8) Type 2, Action U record to update an address previously provided to Treasury.

9) Type 4, Action A record to add an alias name and name control to the record so that Treasury will use the name control to match against payment streams for possible offset.

Submit, via magnetic tape, Missing Address records as follows:

1) Type 2, Action A record to add an address for accounts indicated on the Missing Address file.

B. All GA tapes are to be submitted directly to the Department of Education (Education).  All GA accounts will be merged with Education accounts to create a single tape for forwarding to Treasury.  DO NOT SEND TAPES DIRECTLY TO THE INTERNAL REVENUE SERVICE OR TREASURY.  
ii

Tapes must be delivered to the following address, via the U.S. Postal Service or a private delivery service:



Computer Sciences Corporation



Attention:  FFEL Tape Librarian



71 Deerfield Lane, 2nd Floor



Meriden, CT 06450

C. All tapes submitted to Education must be accompanied by the Magnetic Media Transmittal Form indicated in Appendix B of this Revenue Procedure.

D. Specifications for the following GA-submitted records are contained in this Revenue Procedure.

1. Certification/Recertification:

The GAs participating in the TOP must submit their Certification/Recertification files in accordance with the TOP Magnetic Tape Specifications, and the formats indicated in Chapter 1 of this Revenue Procedure.

· GA-TOP Certification/Recertification Header Record

· Type 1 GA-TOP Certification/Recertification Detail Record 

· Type 2 GA-TOP Address Detail Record 

· Type 4 GA-TOP Alias Name Detail Record 

· GA-TOP Certification/Recertification Control Record

2. Weekly Update:
The GAs participating in the TOP must submit Weekly Update records in accordance with the TOP Magnetic Tape Specifications, and the formats indicated in Chapter 2 of this Revenue Procedure.  This information may be submitted to Education as frequently as weekly but not less frequently than monthly.  These records must be received at Education’s Data Processing Center in Meriden, Connecticut, each Wednesday in order to meet the next Weekly Update cycle.  Tapes received later than Wednesday may not be processed until the following week.

· GA-TOP Weekly Update Header Record

· Type 1 GA-TOP Weekly Update Detail Record

· Type 2 GA-TOP Address Detail Record

· Type 4 GA-TOP Alias Name Detail Record

· GA-TOP Weekly Update Control Record

iii

3. Missing Addresses:

Within 30 days of receipt of an ED-TOP Missing Address record tape, your agency should supply Treasury, via Education, with the most recent deliverable address available from your database (or the address obtained in the most recent Pre-offset Address Request process).  If your agency does not currently have a deliverable address for an account and your agency participates in the IRS Skip Trace process with Education, please consider requesting an address through this process.

There are two ways to supply the address information to Treasury.  Your agency may submit this information on a GA-TOP Missing Address tape.  Or, if your agency prefers, you may include Type 2 Address records for these accounts on your Weekly Update tape.  Regardless of which method your agency selects, be sure to use an Action of "A" (Add).  If your agency selects to submit a GA-TOP Missing Address record tape it must be in accordance with the TOP Magnetic Tape Specifications, Page vi, and the formats indicated in Chapter 4 of this Revenue Procedure.  The processable records will be submitted to Treasury. 

· GA-TOP Missing Address Header Record

· GA-TOP Missing Address Detail Record

· GA-TOP Missing Address Control Record

E. All tapes submitted must conform exactly to this Revenue Procedure.  If tapes are unprocessable, they will be returned to the submitting GA for correction and replacement.  

F. Tapes received that contain any of the following error conditions will be returned in their entirety as unprocessable:

1. A record contains an invalid money amount field (non-numeric).

2. The control record does not balance with the detail records on count and/or amount.

3.
The Tape Creation Date in the Header Record does not match the Tape Creation Date on the Magnetic Media Transmittal Form.

G. The GAs participating in the TOP must submit their Certification/Recertification files in accordance with the TOP Magnetic Tape Specifications, Page vi, and Chapter 1 of this Revenue Procedure.

Upon receipt of a tape containing the Certification/Recertification file, Education will validate all records.  Those records deemed unprocessable will be returned to the GA on a separate tape file containing the elements as specified in Chapter 3 of this 

iv

Revenue Procedure and the appropriate alphabetic Education Error Codes as indicated in Appendix C.  Those records which are processable will be merged onto the consolidated Certification/Recertification tape for submission to Treasury.

Treasury, upon receipt of the consolidated Certification/Recertification tape, will also perform validity checks on the data.  Those records deemed unprocessable will be returned to Education and, in turn, to the submitting GA on a separate tape file containing the elements as specified in Chapter 3 of this Revenue Procedure and the appropriate numeric Treasury Error Codes as indicated in Appendix D.  

Treasury will update their database with the processable Type 1 Certification/Recertification records and the corresponding processable Type 2 and Type 4 records.  Treasury will update accounts on a weekly basis for offsets and reversals they perform and for increases, decreases, inactivations, reactivations, agency refunds and adjustments to refunds from processable Type 1 records reported by the submitting GA.  Additionally, Treasury will update accounts on a weekly basis with address and alias names from processable Type 2 and Type 4 records, respectively, reported by the submitting GA.  New debts/accounts cannot be added to the file after the processing of the Certification/Recertification file.

Treasury will provide Education with a weekly transaction file containing Collection (Offset/Reversal) information in the form of magnetic tape [ED-Weekly Collection (Offset/Reversal) file].  GAs can expect to receive their respective Collection (Offset/Reversal) tapes from Education within 10 days after Education receives the data from Treasury.

H. Specifications for the following records returned to the GA by Education or via Education are contained in this Revenue Procedure, Page vi.  The formats for these records are contained in the Chapter indicated.

Chapter 3:

· ED-TOP Unprocessable Header Record

· ED-TOP Unprocessable Detail Record

· ED-TOP Unprocessable Control Record

Chapter 4:

· ED-TOP Missing Address Header Record

· ED-TOP Missing Address Detail Record

· ED-TOP Missing Address Control Record

Chapter 5:

· ED-TOP Weekly Collection (Offset/Reversal) Header Record

· ED-TOP Weekly Collection (Offset/Reversal) Detail Record

· ED-TOP Weekly Collection (Offset/Reversal) Control Record

v

III. TOP MAGNETIC TAPE SPECIFICATIONS

A.
The following TOP Magnetic Tape Specifications define the required format and content of the records to be included in the Certification/Recertification, Weekly Update, Unprocessable, Missing Address and the Weekly Collection (Offset/Reversal) files.   These specifications must be adhered to.

B.  
All files must  meet the following specifications:

           1.  
Must be IBM compatible 3420 round reel with a density of 1600 or 6250 BPI OR must be IBM compatible 3480/3490 cartridge.

2.
Must be in character format.

C.
All tape files must be unlabeled internally.

D.
All tape files must contain one data file that will consist of one header record, the detail records, and one control record.  There must be no tape marks imbedded within the data file between the header record, detail records, and control record.

E.
The logical record length (LRECL) and block size (BLKSIZE) for GA FILES (sent from GA to ED) are as follows:

FILE NAME





LRECL
 BLKSIZE
GA-TOP Annual Certification/Recertification File
   200

   32,000

GA-TOP Weekly Update File



   200
 
   32,000

GA-TOP Missing Address File


   200

   32,000

F.
The logical record length (LRECL) and block size (BLKSIZE) for ED FILES (sent from ED to GA) are as follows:

FILE NAME





LRECL
BLKSIZE
ED-TOP Unprocessable File



   221

  22,100

ED-TOP Missing Address File


   150

  30,000

ED-TOP Weekly Collection (Offset/Reversal) File
   250

  30,000

vi

CHAPTER 1

CERTIFICATION/RECERTIFICATION 

PROCESS

TOP RECORD FORMATS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS

Type 1 records (GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD) are used to certify or recertify an account in the Treasury Offset Program (TOP).  Enter a “Y” in the Action field (Tape Position 35) for each account that is being recertified; that is, any account that was previously accepted for certification in the 1999 processing year forward (i.e., 1999, and/or 2000, and/or 2001, etc.).  The current balance (consisting of Principal and Interest only) should be entered in the Initial Delinquent Debt Amount field (Tape Positions 135-146).  This amount will replace the debt amount of any recertified account.  Enter an “A” in the Action field for each account you are certifying that received a TOP 65-day notice this year and was not previously certified in the 1999 processing year forward.  Again, you will need to enter the current balance (consisting of Principal and Interest only) in the Initial Delinquent Debt Amount field (Tape Positions 135-146).  This amount will establish the debt amount of the certified account.  

It is important to understand that the Type 1 record will be returned by Treasury as unprocessable if a “Y” or an “A” is incorrectly indicated in the Action field (that is, a “Y” is indicated, but it should have been an “A”, or vice versa).

As you know, the Debt Number for an account consists of the first two characters of the  agency's Site ID plus the nine digit SSN.  Therefore, if a GA having a Site ID of “AB” certifies an account having an SSN of 999-99-9999, the Debt Number would be AB999999999.  FMS would have this Debt Number on their database if the account was certified in the 1999 processing year forward.  Think of it in terms of whether the Debt Number is on the FMS database.  FMS cannot update (Action Y) an account if the Debt Number is not on their database nor can they add (Action A) an account if the Debt Number already exists on their database.

Please note that the "A"  (provide a balance) action code vs. the "Y" (replace balance) action code is for FMS' processing purposes only.  It does not relate to whether your agency sent a new TOP 65-day notice.  For example:

Your agency may have certified an account for the 1999 processing year but did not subsequently certify the account for the 2000, 2001, etc. processing year.  If the account is eligible for certification for the upcoming processing year, your agency must send a new TOP 65-day notice and afford the borrower all their due process rights.  If the borrower is eligible for certification for the upcoming processing year, the action on the Certification/Recertification tape must still be indicated as a "Y" because, again, FMS would already have the Debt Number on their database since the account was previously certified in the 1999 processing year.

In the certification/recertification process, all eligible accounts must appear on this tape, whether they are being certified or recertified.  Only one account per SSN, consisting of all eligible debts for that obligor, should be submitted.  Since Education will submit a tape to inactivate all currently certified accounts, any account that is currently certified but is not submitted as a Type 1 GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD will be decertified or inactivated by Treasury.  Therefore, the only accounts that will be certified in the upcoming processing year will be the accounts (Type 1 records) appearing on your Certification/Recertification tape.  

In addition, the Type 1 records should also be accompanied by a Type 2 record (GA-TOP ADDRESS DETAIL RECORD) during the certification/recertification process.  If an account was previously certified in the 1999 processing year forward, a “U” (update) should be indicated in the Action field (Tape Position 35) of the Type 2 record.  The address provided will overlay the address previously provided.  If the account was not previously certified by your agency in the 1999 processing year forward, an “A” (add) should be indicated in the Action field of the Type 2 record.  Therefore, if your agency is certifying/recertifying 10,000 accounts, your agency should submit 10,000 Type 1 and 10,000 Type 2 records.  To further break the 10,000 accounts down, if 6,000 of these accounts are Type 1, Action Y records and 4,000 are Type 1, Action A records, these records should be accompanied by 6,000 Type 2, Action U records and 4,000 Type 2, Action A records.  Agencies should provide the best address available for the borrower, as Treasury may use this address to send their notification of offset to the borrower.  If, for some reason, you do not have an address, your agency should still submit a Type 1 record.  Treasury will only offset if they have an address, but some payment streams provide addresses, which Treasury will use to offset an account.
The Type 2 record will be returned by Treasury as unprocessable if an “A” or a “U” is incorrectly indicated in the Action field (that is an “A” is indicated but it should have been a “U”, or vice versa).  Please note that if your agency’s Type 1 record is rejected, the Type 2 and Type 4 records associated with that account will automatically be rejected in the certification/recertification process.  However, a Type 1 record will still be processed (and the account considered certified) even if the Type 2 and/or Type 4 record is rejected.
FMS, Treasury, will match recertification records (Action Y) by comparing the Agency ID (Agency Code), Agency Site ID (Subagency Code), Debt Number (Agency Case Number), and Tax ID Number (SSN).  Treasury will not reject a record

if the name and name control are different than what was previously submitted in the 1999 processing year forward because Treasury will, in essence, ignore the name and name control fields on a recertified account.  By the same token, Treasury will not update its records with the name and name control submitted on a recertified account, even if they changed. 

Type 4 records (GA-TOP ALIAS NAME DETAIL RECORD) are used to notify FMS of name changes.  If you certify MARY SMITH, but know that her maiden name was JONES, your agency should submit a Type 4 record at Certification/Recertification (MARY JONES with an alias agency name control of JONE).  FMS uses these additional name controls (along with SSN, of course) to match against the payment files - thereby increasing the possibility of offset.  The same is true if you certify MARY SMITH and subsequently find that she has married and her name is now JONES (in this case, your agency would submit the Type 4 record during the Weekly Update process).  You only need to report the alias name once, but you can report multiple Type 4 records, as necessary (if you have someone who has either changed their name more than once or married more than once).  If you do not report the alias name, your agency runs the risk of not receiving an offset because the only name you provide does not match the payment file.

If a Type 4 record is submitted, Treasury will just add the name to the existing record—the record will still be under the name that was used when it was first certified in the 1999 processing year forward.  Additionally, Treasury uses the name submitted for certification by an agency in its letters to the borrowers.  Therefore, an accurate name and name control is extremely important in the certification process.  Treasury is exploring ways to allow agencies to change last names on certified accounts.  We will notify you of any other changes to procedures/processes, as we become aware of them.  

If an incorrect name (as opposed to a name changed through marriage) was certified in the 1999 processing year forward, we urge all guaranty agencies to certify the account by adding an “A” to the Debt Number instead of recertifying the account.

For example, let’s say your agency (Site ID “AB”) has a borrower, JOHN DOE, SSN 000-00-1234.  In error, your agency certified the account for the 2001 processing year (submitted for certification in December 2000) under the name of JANE SMITH.  Normally, if the borrower was eligible for certification in a subsequent year, your agency would submit the record as a recertification (Action “Y”) under the Debt Number of AB000001234.  However, since Treasury will ignore the name in the recertification process, your agency should submit the account for certification (Action “A”) under the name of JOHN DOE, using the Debt Number of AB000001234A.  Otherwise, Treasury will recertify the account under JANE SMITH, and Treasury will prepare letters addressed to “JANE SMITH”.  Obviously, your agency should inactivate an account using the GA-TOP WEEKLY UPDATE DETAIL RECORD as soon as you become aware that an incorrect name or SSN has been certified/recertified.       

Treasury compares the SSN and Name Control on the Federal payment streams (including Federal Tax Refunds) with the SSN and Name Control on the certification and alias name records submitted by the agency.  If there is a match, an offset will occur.  Therefore, a Type 4 record (GA-TOP ALIAS NAME DETAIL RECORD) should be 

submitted in the certification/recertification process, if you are aware of a name previously used by the borrower or, in the case of a recertified account, a new name.  This will ensure that all possible names will be used in matching against the payment streams.

All Type 1 records must be listed first on any tape submitted to Treasury.  If you wish to send all Type 1 records first, followed by all Type 2 records, and then followed by all Type 4 records -  that would be acceptable.  It would also be acceptable to send all records for one account together, as long as you have Type 1 records listed first (e.g., TIN [SSN] 111-11-1111 Type 1; TIN [SSN] 222-22-2222 Type 1, Type 2 and Type 4).  It is completely up to your agency.  All alpha characters must be in capital letters.
TOP RECORD FORMATS FOR USE IN THE

CERTIFICATION/RECERTIFICATION PROCESS
GA-TOP CERTIFICATION/RECERTIFICATION HEADER RECORD

Identifies the beginning of the file for all records on the GA-TOP Certification/Recertification tape file.  This record must appear as the first data record on the tape file, which is submitted to Education.  If Education cannot validate the information in the header record, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP CERTIFICATION/RECERTIFICATION HEADER RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	REQUIRED. Must contain constant “HDR1”.  Identifies the first record on the file. AN

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury. Must contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Must contain code assigned by Education to identify GA accounts. (See Appendix A.) LJ SF AN

	21 - 45
	File Identifier
	25
	REQUIRED. Identifies the file type. Must contain “GATOPCERTRECERT”. LJ SF AN 

	46 - 53
	Tape Creation Date
	8
	REQUIRED. Must contain the date the tape was created.  Must be valid date.  Format is YYYYMMDD.  N

	54 - 200
	Filler
	147
	REQUIRED. Space fill.


TOP RECORD FORMATS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS

Type 1 records (GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD) are used to certify or recertify an account in the Treasury Offset Program (TOP).

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 1 – GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED.  Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A 

A=Provide a balance for newly certified accounts  Y=Replace balance for recertified accounts

	36
	Record Type
	1
	REQUIRED.  Enter constant “1”. N

	37 - 45
	Tax ID Number

[SSN]
	9
	REQUIRED.  Enter the obligor’s Social Security Number (SSN) as assigned by SSA.  Pseudo SSNs are not allowed. N

	46 - 80
	Last Name
	35
	REQUIRED.  Enter the obligor’s last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN

	81 - 115
	First Name
	35
	REQUIRED (if available).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters. LJ SF AN

	116
	Middle Initial
	1
	OPTIONAL.  If not needed, space fill. SF A

	117 - 124
	Date Delinquency Began

[Delinquent Date]
	8
	REQUIRED.  The date at which the obligation was delinquent.  Format is YYYYMMDD. N

	125 - 127
	Local Contact Code 

[Local Code]
	3
	REQUIRED.  Enter constant “000”.  Code used to identify GA address and contact information for Treasury generated Offset Notices. N


	128 - 134
	Filler
	7
	REQUIRED.  Space fill.

	135 - 146
	Initial Delinquent Debt Amount

[Amount Owed]
	12
	REQUIRED.  Enter the principal and interest amount owed by the obligor.  The amount must be entered in dollars and cents.  Do not enter dollar signs, commas, decimal points, or negative amounts.  Amount owed may never be less than $25.00 (000000002500). This amount will replace the balance of any account you are recertifying. RJ ZF N  

	147 - 148
	Debt Type
	2
	REQUIRED.  Enter constant “OD”. A

	149
	Individual
	1
	REQUIRED.  Enter constant “I”. A

	150
	Judgement Debt Indicator
	1
	REQUIRED. Enter a "J" if it is a Judgement Debt; otherwise, space fill.  A

	151 - 160
	Filler
	10
	REQUIRED.  Space fill.

	161 - 164
	Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	165 - 200
	Filler
	36
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
All Type 1 records should also be accompanied by a Type 2 record (GA-TOP ADDRESS DETAIL RECORD) during the certification/recertification process.  If, for some reason, you do not have an address, your agency should still submit a Type 1 record.  For an account previously certified in the 1999 processing year forward, a “U” (update) should be indicated in the Action field (Tape Position 35).  The address provided will overlay the address previously provided.  If the account was not previously certified by your agency in the 1999 processing year forward, an “A” (add) should be indicated in the Action field.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 2 – GA-TOP ADDRESS DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A

A=Add a new address. 

U=Update an existing address on a recertified account. 

	36
	Record Type
	1
	REQUIRED.  Enter constant “2”. N

	37 - 66
	Address, 

Line 1
	30
	REQUIRED.  Address obtained through pre-offset address request process or current mailing address of the obligor. LJ SF AN

	67 - 96
	Address,

Line 2
	30
	OPTIONAL.  LJ SF AN

	97 - 121
	Address, City
	25
	REQUIRED.  LJ SF AN

	122 - 123
	Address, 

State Code
	2
	REQUIRED.  Enter the standard U.S. Postal State code from Appendix F (State Codes).  Enter “!”, if foreign (not “US”) Country Code (Tape Positions 133-135) is present.  LJ AN SF

	124 - 132
	Address, 

Zip Code
	9
	REQUIRED. If foreign address, Zip Code may contain alpha characters, as described herein.  First 5 bytes must be numeric or alpha (except spaces).  Next 4 bytes may be numeric or alpha (including spaces).  

ZF or SF (as appropriate) LJ A N 


	133 - 135
	Address, 

Country Code
	3
	REQUIRED.  Country code for obligor.  Enter “US” for addresses in the United States, or, if a foreign address, enter appropriate code from Appendix E (Country Codes). 

LJ SF AN

	136 - 200
	Filler
	65
	REQUIRED. Space fill.


TOP RECORD FORMATS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
A Type 4 record (GA-TOP ALIAS NAME DETAIL RECORD) may be submitted, if you are aware of a name previously used by the borrower or, in the case of a recertified account, a new name.  If a Type 4 record is submitted, Treasury will just add the name to the existing record—the record will still be under the name that was used when it was certified.  

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 4 – GA-TOP ALIAS NAME DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  Enter constant “A”. 

A=Add a new alias name for a certified account. A

	36
	Record Type
	1
	REQUIRED.  Enter constant “4”. N

	37 - 38
	Sequence Number
	2
	REQUIRED.  Enter constant “00”. N 

	39 - 73
	Last Name
	35
	REQUIRED.  Enter the obligor’s alias last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN 

	74 - 108
	First Name
	35
	REQUIRED (if available).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters. LJ SF AN

	109
	Middle Initial
	1
	OPTIONAL.  If not needed, space fill. SF A

	110 - 113
	Filler
	4
	REQUIRED.  Space fill. 

	114 - 121
	Effective Date
	8
	REQUIRED.  Enter date agency received alias information.  Cannot be greater than current date.  Format is YYYYMMDD. N 

	122 –

130
	Filler
	9
	REQUIRED.  Space fill.


	131 –

134
	Alias Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s alias last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	135 - 200
	Filler
	66
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
GA-TOP CERTIFICATION/RECERTIFICATION CONTROL RECORD

Identifies the end of the file for all records on the GA-TOP Certification/Recertification tape file.  This record must appear as the last data record on the tape file, which is submitted to Education.  If the Item Count and/or the Total Debt Amount does not balance when the tape is validated by Education, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP CERTIFICATION/RECERTIFICATION CONTROL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	REQUIRED. Must contain constant “CNTL”.  Identifies the last record on the file. A 

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury. Must contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Must contain code assigned by Education to identify GA accounts. (See Appendix  A.)  LJ SF AN

	21 - 28
	Item Count
	8
	REQUIRED. Must contain count of all Type 1, Type 2, and Type 4 records on the file.  Do not include Header Record or Control Record in Item Count. RJ ZF N

	29 - 42
	Total Debt

Amount
	14
	REQUIRED. Must contain the sum of all Initial Delinquent Debt Amounts in Tape Positions 135 - 146 of the Type 1 records. RJ ZF N

	43 - 200
	Filler
	158
	REQUIRED. Space fill.


CHAPTER 2

WEEKLY UPDATE PROCESS

TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO REPORT DECREASES, INCREASES, REACTIVATE AN ACCOUNT AND/OR TO REPLACE CERTIFIED BALANCE

The purpose of the GA-TOP WEEKLY UPDATE DETAIL RECORD is to update and/or report changes on accounts certified in the TOP.  All Type 1 records must be listed first on any tape submitted to Treasury.  If you wish to send all Type 1 records first, followed by all Type 2 records, and then followed by all Type 4 records -  that would be acceptable.  It would also be acceptable to send all records for one account together, as long as you have Type 1 records listed first (e.g., TIN [SSN] 111-11-1111 Type 1; TIN [SSN] 222-22-2222 Type 1, Type 2 and Type 4).  It is completely up to your agency.  All alpha characters must be in capital letters.  

Agencies must use a Type 1 record (GA-TOP WEEKLY UPDATE DETAIL RECORD) to report payments to decrease the certified balance (Action “S”); or report increases to the certified balance due to interest accrual (Action “I”); or to reactivate an account (Action “Y”); or to replace the certified balance (Action “Y”).  

For example, Type 1 records with an action of "S" should only be used to indicate a decrease in the certified/offsetable balance.  Decreases would occur if a borrower made a payment or received a credit which reduced the balance owed, regardless of the reason.   If an agency certified an account for $2,000.00 (principal and interest only) and received  a payment, which reduced the principal and interest owed by $500.00, your agency  should send a Type 1 record with an Action “S” for $500.00.  In this example, Treasury's records would indicate a current balance or amount that can be offset of $1,500.00 ($2,000.00 certified amount minus $500.00 Action "S" amount reported).  

Type 1 records with an action of "I" should only be used to indicate an increase in the certified/offsetable balance for interest accrual or a bounced check.  For example, if an agency certified an account for $2,000.00 (principal and interest only) and six months later, the total principal and interest owed is $2,050.00, due to interest accrual, your agency should send a Type 1 record with an Action "I" for $50.00.  In this example, Treasury's record would indicate a current balance or amount that can be offset of $2,050.00 ($2,000.00 certified amount plus $50.00 Action "I" amount reported).

Type 1 records with an action of "Y" are used to reactivate accounts if your agency previously inactivated the account.  If your agency inactivated an account, for example, because a borrower filed bankruptcy, your agency may reactivate the account once the bankruptcy case is dismissed or discharged, as long as the timeframe between the inactivation and reactivation is within six months and within the same processing year (PY).  If the timeframe is more than six months or the change is in a different PY, your agency must send the borrower a new TOP 65-day notice.  To ensure that the borrower is aware of the conditions under which offset attempts were suspended by an inactivation request, the agency must send a letter, which was included in the TOP Agreement package, to the borrower to explain that offset action is being temporarily suspended for specific reasons, but that offset efforts will resume without further notice if and when the guarantor concludes that those conditions no longer apply.  Your agency should also include a Type 2 record (GA-TOP ADDRESS DETAIL RECORD) with a current address for each reactivated account or anytime there is a change in address.

Additionally, since Treasury will inactivate an account if a refund of a current year offset is reported, if you want the account to remain active, your agency should reactivate the account (submit a Type 1 record with an action of "Y") on a subsequent Weekly Update tape. 

Please note that, although not recommended, Action "Y" can also be used to replace the certified balance on an active account.  This means that if a Type 1 record with an action of "Y" is submitted, Treasury will overlay the current balance or amount that can be offset with the amount indicated in the record.  For example, if an agency certified an account for $2,000.00 (principal and interest only) and subsequently submits a Type 1 record with an Action "Y" for $1,500.00, Treasury's records would indicate a current balance or amount that can be offset of $1,500.00 (Action "Y" amount reported $1,500.00 would overlay $2,000.00 certified amount).
The reason it is not recommended that your agency submit an Action “Y” on active accounts is because Treasury may be sending your agency information about an offset at the same time.  In this case, Treasury would overlay the balance with the amount provided by your agency, which would artificially raise the amount that may be offset.  Here is an example of what can occur.  Let's say your agency certified an account for $2,000.00 and received a payment of $500.00.  Your agency submits a Type 1 record with an Action of "Y" for $1,500.00.  Before Treasury receives and processes the $1,500.00 Action Y record, let's say Treasury performs an offset for $1,900.00.  In this case, Treasury's records would indicate a current balance or amount that can be offset of $100.00 ($2,000.00 certified amount less $1,900.00 offset).  If Treasury then processes the Action "Y" record of $1,500.00, their current balance or amount that can be offset will be $1,500.00.  Therefore, guaranty agencies are urged to submit a Type 1 record with an Action of "S" as previously described to report payments.
All amount fields are unsigned (no + or - signs) and should be sent as "positive" numbers.  The Action Code determines whether the balance that may be offset is decreased or increased (Action Code “S” - balance will be decreased by the amount reported; Action Code “I” - balance will be increased by the amount reported).  

TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

GA-TOP WEEKLY UPDATE HEADER RECORD
Identifies the beginning of the file for all records on the GA-TOP Weekly Update tape file.  This record must appear as the first data record on the tape file, which is submitted to Education.  If Education cannot validate the information in the header record, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP WEEKLY UPDATE HEADER RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	REQUIRED. Must contain constant  “HDR1”.  Identifies the first record on the file. AN 

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury. Must contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Must contain code assigned by Education to identify GA accounts. (See Appendix A.)  LJ SF AN

	21 – 45
	File Identifier
	25
	REQUIRED. Identifies file type. Must contain

“GATOPWEEKLYUPDATE”. LJ SF AN

	46 - 53
	Tape Creation Date
	8
	REQUIRED. Must contain the date the tape was created.  Must be valid date.  Format is YYYYMMDD.  N

	54 - 200
	Filler
	147
	REQUIRED. Space fill.




TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO REPORT DECREASES, INCREASES, REACTIVATE AN ACCOUNT AND/OR TO REPLACE CERTIFIED BALANCE 

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A

S=Adjustment to decrease balance 

I=Adjustment to increase balance

Y=Replace balance – A “Y” will automatically reactivate an account which was previously inactivated (decertified).

	36
	Record Type
	1
	REQUIRED. Enter constant “1”. N

	37 - 45
	Tax ID Number

[SSN]
	9
	REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

	46 - 134
	Filler
	89
	REQUIRED.  Fill with spaces.

	135 - 146
	Delinquent Debt Adjustment or Replacement Amount
	12
	REQUIRED.  RJ ZF N

For Action ‘S’: enter amount to decrease balance.  

For Action ‘I’: enter amount to increase balance.  

For Action ‘Y’: enter the amount to replace the balance.  

	147 - 148
	Debt Type
	2
	REQUIRED.  Enter constant “OD”. A


	149
	Individual
	1
	REQUIRED.  Enter constant “I”. A

	150 - 160
	Filler
	11
	REQUIRED.  Space fill.


	161 - 164
	Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	165 - 200
	Filler
	36
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO REPORT REFUNDS OF OFFSETS AND

ADJUSTMENTS TO REFUNDS PREVIOUSLY REPORTED IN ERROR

Type 1 records must also be used to report refunds of offsets and adjustments (decreases) to refunds previously reported in error or for situations where the refund check to the borrower was not received or returned by the borrower.  If a refund of an offset is reported, Treasury will not do a reversal.  It is very important, therefore, to report all refunds of offsets, even if the offset occurred in previous years, so that Treasury does not do a reversal; otherwise, the borrower will receive a double refund.  Treasury may do a reversal up to seven years after the effective date of the offset.  If Treasury does a reversal and your agency does a refund, your agency is responsible for recovering the money from the borrower.
Please note that if an agency reports a refund for a current year offset, Treasury will inactivate the account.  Therefore, if your agency reports a refund but wishes the account to remain certified, it is recommended that your agency submit a Type 1, Action “Y” record on a subsequent Weekly Update tape.  

Refunds or adjustments to refunds are reported by the numeric or alpha code below in the Action field (Tape Position 35):
To report a refund of an offset, use the following action code:

1– agency refund 

To report an adjustment (decrease) to a refund previously reported, use the following action code:


R – agency refund adjustment 

NOTE:  It is imperative to populate the Year of Original Offset (Tape Positions 151-160) with the year that the original offset was taken when reporting a refund or an adjustment (decrease) to a refund previously reported.

If your agency reports a refund that needs to be increased, your agency must submit a “1” in the Action field (Tape Position 35) to report another refund.  For example:



If a $200.00 refund of an offset for a specific processing year was previously reported and the correct amount was actually $2,000.00, a refund should be reported in the amount of $1,800.00.  In this example, Treasury's records would indicate a total refund amount of $2,000.00 ($200.00 refund [Action Code 1] plus $1,800.00 refund [Action Code 1]).
As noted, an “R” is required in the Action field (Tape Position 35) to report an adjustment (decrease) to a refund previously reported.  The Adjustment to Refund  amount should be the difference between the Amount of the Refund previously reported and the correct amount.  For example:


If a $2,000.00 refund of an offset was previously reported for a specific  processing year and the correct amount was actually $200.00, an Adjustment to Refund should be reported in the amount of $1,800.00.  In this example, Treasury's records would indicate a refund amount of $200.00 ($2,000.00 refund [Action Code 1] minus $1,800.00 adjustment to refund [Action Code R]).

All amount fields are unsigned (no + or - signs) and should be sent as "positive" numbers.  The Action Code determines whether the refund amount is increased (Action Code 1) or decreased (Action Code R) by the amount reported.
TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO REPORT REFUNDS OF OFFSETS AND

ADJUSTMENTS TO REFUNDS PREVIOUSLY REPORTED IN ERROR

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 – 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  AN

To report a refund of an offset, use the following special action code:

1 – agency refund 

To report an adjustment (decrease) to a previously reported refund, use the following special action code:

R – agency refund adjustment



	36
	Record Type
	1
	REQUIRED. Enter constant “1”. N

	37 - 45
	Tax ID Number

[SSN]
	9
	REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

	46 - 134
	Filler
	89
	REQUIRED.   Space fill


	135 - 146
	Amount of Refund or Adjustment to Refund 
	12
	REQUIRED.  Enter the amount of the Refund or the amount of the Adjustment to Refund previously reported in error.  The Adjustment (decrease) to Refund amount should be the difference between the Amount of the Refund previously reported and the correct amount (e.g., if a $2,000.00 refund was previously reported and the correct amount was $200.00, the Adjustment to Refund amount, $1,800.00, should be indicated in this field as 000000180000). RJ ZF N  

	147 - 148
	Debt Type
	2
	REQUIRED.  Enter constant “OD”. A


	149
	Individual
	1
	REQUIRED.  Enter constant “I”. A

	150
	Filler
	1
	REQUIRED.  Space fill

	151 - 160
	Year of Original Offset
	10
	REQUIRED.  When reporting refunds or adjustments to refunds, enter Y plus year of the original offset (Example: Y1999 for refund of 1999 offset).  Requires Action Code in Tape Position 35.  LJ SF AN

	161 - 164
	Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	165 - 200
	Filler
	36
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO INACTIVATE AN ACCOUNT OR 

TO REPORT CHANGES TO FIRST NAME AND/OR MIDDLE INITIAL

Type 1 records with Action “U” (Tape Position 35) must be used to decertify or inactivate an account from the TOP by indicating an “I” in the Debt Closed Indicator field (Tape Positions 132-133). Guaranty agencies must inactivate or decertify accounts for such reasons as:  Borrower filed petition in bankruptcy; preliminary determination made that the borrower is eligible for Total and Permanent Disability discharge; account was rehabilitated, consolidated, PIF, or SIF; account was discharged for reason of death, Closed School, False Certification, Ability to Benefit; or account was certified under the incorrect TIN (SSN).  Additionally, guaranty agencies may inactivate an account because the borrower is in satisfactory repayment.
Type 1 records with Action “U” (Tape Position 35) may also be used to change first names or middle initials.  Currently, Treasury will not update its records for changes to a borrower's last name; therefore, once an account is certified from the 1999 processing year forward, the name and name control submitted is the name that will appear on Treasury's records for a specific debt number.  The Type 4 Alias Name record will just be added to the record to match against payment streams for possible offset.  Treasury, however, will update its records to allow changes to a borrower's first name and/or middle initial.  Therefore, if JANE A. SMITH was the name that was submitted for certification from the 1999 processing year forward, and the name is actually JAYNE E. SMITH, your agency may submit a Type 1, Action "U" record to change the first and middle initial to JAYNE E.
Please note that Education will reject all Type 1, Action U records that have an amount in Tape Positions 135 – 146 (Education Unprocessable Error Code: BD -  Amount for Type 1,  Action U).  Additionally, Education will reject the entire file for an incorrect control record if a GA includes the Type 1, Action U amounts in the control record. 

TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

TO INACTIVATE AN ACCOUNT OR 

TO REPORT CHANGES TO FIRST NAME AND/OR MIDDLE INITIAL
Type 1 records with Action “U” (Tape Position 35) must be used to decertify or inactivate an account from the TOP by indicating an “I” in the Debt Closed Indicator field (Tape Positions 132-133).  Type 1 records with Action “U” (Tape Position 35) may also be used to change first names or middle initials.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN. (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A

U=Inactivate (Decertify) an account or 

Update First and Middle Name fields      


	36
	Record Type
	1
	REQUIRED. Enter constant “1”. N

	37 - 45
	Tax ID Number

[SSN]
	9
	REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

	46 - 80
	Filler
	35
	REQUIRED.  Space fill.

	81 - 115
	First Name
	35
	REQUIRED (if changing).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters.  Can be reset to spaces by entering an “!”. LJ SF AN

	116
	Middle Initial
	1
	REQUIRED (if changing).  Can be reset to spaces by entering an “!”.  If not needed, space fill. SF A 


	117 - 131
	Filler
	15
	REQUIRED.  Space fill. 

	132 -133
	Debt Closed Indicator
	2
	REQUIRED (if inactivating account).

I = Inactivate

If updating First Name or Middle Initial field, space fill. LJ SF AN

	134 -146
	Filler
	13
	REQUIRED.  Space fill.

	147 - 148
	Debt Type
	2
	REQUIRED.  Enter constant “OD”. A


	149
	Individual
	1
	REQUIRED.  Enter constant “I”. A

	150 - 160
	Filler
	11
	REQUIRED.  Space fill.

	161 - 164
	Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	165 - 200
	Filler
	36
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

GA-TOP ADDRESS RECORD

Guaranty agencies must submit a Type 2, GA-TOP ADDRESS DETAIL RECORD with a “U” in the Action Field (Tape Position 35) anytime you are aware of an address change for a borrower to ensure that Treasury has the correct address.

As you know, Treasury may accept your Type 1 certification record in the certification/recertification process but Education or Treasury may reject your Type 2 record.  In this case, the account would be accepted for certification, even though Treasury does not have an address.  If this occurs, Treasury will request an address, via the ED-TOP MISSING ADDRESS DETAIL RECORD.  Guaranty agencies do not have to wait for receipt of this tape; they can correct and resubmit the Type 2 record, if the Type 2 record is returned as unprocessable in the certification process.  Therefore, if an account was submitted for certification (this does not apply to recertification), and the certification Type 1 record was accepted by Treasury, but the Type 2 record was rejected by Education or Treasury,  guaranty agencies may submit a Type 2 GA-TOP ADDRESS DETAIL RECORD with an "A" in the Action field (Tape Position 35) in the Weekly Update process.  

It is also possible that Treasury may accept your Type 1 certification record in the certification/recertification process but your agency did not previously submit a Type 2 record because your agency did not have an address when you certified the account.  If this occurs, Treasury will request an address, via the ED-TOP MISSING ADDRESS DETAIL RECORD.  Again, guaranty agencies do not have to wait for receipt of this tape; if, in the interim, your agency obtains an address for the borrower.  Therefore, if an account was submitted for certification (this does not apply to recertification), and the certification Type 1 record was accepted, but your agency did not previously submit a Type 2 record, agencies may submit a Type 2 GA-TOP ADDRESS DETAIL RECORD with an "A" in the Action field (Tape Position 35) in the Weekly Update process.  

TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

Guaranty agencies must submit a Type 2, GA-TOP ADDRESS DETAIL RECORD with a “U” in the Action Field (Tape Position 35) anytime you are aware of an address change for a borrower to ensure that Treasury has the correct address.

If an account was submitted for certification (this does not apply to recertification), and the certification Type 1 record was accepted, but the Type 2 record was rejected by Education or Treasury (or if no Type 2 record was previously submitted), guaranty agencies may submit a Type 2, GA-TOP ADDRESS DETAIL RECORD with an “A” in the Action field (Tape Position 35) in the Weekly Update process.
Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 2 – GA-TOP ADDRESS DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN. (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A

A=Add an address (if previously rejected or 

     not previously submitted).

U=Update an existing address. 

	36
	Record Type
	1
	REQUIRED.  Enter constant “2”. N

	37 - 66
	Address, 

Line 1
	30
	REQUIRED.  Current mailing address of the obligor.  LJ SF AN

	67 - 96
	Address, Line 2
	30
	OPTIONAL. LJ SF AN

	97 - 121
	Address, City
	25
	REQUIRED. LJ SF AN

	122 - 123
	Address, 

State Code
	2
	REQUIRED.  Enter the standard U.S. Postal State code from Appendix F (State Codes).  Enter “!”, if foreign (not “US”) Country Code (Tape Positions 133-135) is present.  LJ AN SF


	124 - 132
	Address, 

Zip Code
	9
	REQUIRED. If foreign address, Zip Code may contain alpha characters, as described herein.  First 5 bytes must be numeric or alpha (except spaces).  Next 4 bytes may be numeric or alpha (including spaces).  

ZF or SF (as appropriate) LJ A N 


	133 - 135
	Address, 

Country Code
	3
	REQUIRED.  Country code for obligor.  Enter “US” for addresses in the United States, or, if a foreign address, enter appropriate code from Appendix E (Country Codes). 

LJ SF AN

	136 - 200
	Filler
	65
	REQUIRED. Space fill.


TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

GA-TOP ALIAS NAME DETAIL RECORD

A Type 4 record (GA-TOP ALIAS NAME DETAIL RECORD) may be submitted, if you are aware of a name previously used by the borrower or, in the case of a new name. All of the names (and name controls) will be utilized by Treasury for matching against Federal payment streams.
Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 4 – GA-TOP ALIAS NAME DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN.  (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED. A  

A=Add an alias name 

	36
	Record Type
	1
	REQUIRED. Enter constant “4”. N

	37 - 38
	Sequence Number
	2
	REQUIRED.  Enter constant “00”. N 

	39 - 73
	Last Name
	35
	REQUIRED.  Enter the obligor’s alias last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN 

	74 - 108
	First Name
	35
	REQUIRED (if available).  Enter the obligor’s first name. It may contain embedded spaces.  Hyphens are allowed but no other special characters. LJ SF AN

	109
	Middle Initial
	1
	OPTIONAL. If not needed, space fill. SF A

	110 - 113
	Filler
	4
	REQUIRED. Space fill. 


	114 - 121
	Effective Date
	8
	REQUIRED. Enter date agency received alias information. Cannot be greater than current date. 

Format is YYYYMMDD. N

	122 –

130
	Filler
	9
	REQUIRED.  Space fill.

	131 –

134
	Alias Agency Name Control

[Name Control]
	4
	REQUIRED.  Enter the first four significant characters of the obligor’s alias last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A.) AN

	135 - 200
	Filler
	66
	REQUIRED.  Space fill.


TOP RECORD FORMATS FOR USE IN THE WEEKLY UPDATE PROCESS

GA-TOP WEEKLY UPDATE CONTROL RECORD
Identifies the end of the file for all records on the GA-TOP Weekly Update tape file.  This record must appear as the last data record on the tape file, which is submitted to Education.  If the Item Count and/or the Total Debt Amount does not balance when Education validates the tape, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.  (See section on use of Weekly Update process to inactivate an account or report changes to first name and/or middle  initial.)

Remember:  Education will reject all Type 1, Action U records that have an amount in Tape Positions 135 – 146 (Education Unprocessable Error Code: BD -  Amount for Type 1,  Action U).  Additionally, Education will reject the entire file if a GA includes the Type 1, Action U amounts in the control record or if the control record is incorrect.
Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP WEEKLY UPDATE CONTROL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	REQUIRED. Must contain constant “CNTL”.  Identifies the last record on the file. A 

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED. Code assigned to Education by Treasury. Must contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Must contain code assigned by Education to identify GA accounts. (See Appendix A.) LJ SF AN

	21 - 28
	Item Count
	8
	REQUIRED. Must contain count of all Type 1,

Type 2, and Type 4 records on the file. Do not include Header Record or Control Record in Item Count. RJ ZF N

	29 - 42
	Total Debt

Amount
	14
	REQUIRED. Must contain the absolute value sum of all amounts in Tape Positions 135 - 146 of the Type 1 records. (absolute value example: increase = 10,000; decrease = 5,000 results in an absolute value of 15,000) RJ ZF N

	43 - 200
	Filler
	158
	REQUIRED. Space fill.


CHAPTER 3

UNPROCESSABLE RECORDS 
ED-TOP UNPROCESSABLE HEADER RECORD, ED-TOP UNPROCESSABLE DETAIL RECORD, AND ED-TOP UNPROCESSABLE CONTROL RECORD
Upon receipt of a Certification/Recertification or Weekly Update tape, Education will validate all records.  Those records deemed unprocessable will be returned to the GA on a separate tape file containing the elements as specified in Chapter 3 of this Revenue Procedure and the appropriate alphabetic Education Error Codes as indicated in Appendix C.  Those records which are processable will be merged onto the consolidated Certification/Recertification tape or Weekly Update tape for submission to Treasury.

Treasury, upon receipt of the tape, will also perform validity checks on the data.  Those records deemed unprocessable will be returned to Education and, in turn, to the submitting GA on a separate tape file containing the elements as specified in Chapter 3 of this Revenue Procedure and the appropriate numeric Treasury Error Codes as indicated in Appendix D.  Treasury will update their database with the processable records.  
ED-TOP UNPROCESSABLE HEADER RECORD, ED-TOP UNPROCESSABLE DETAIL RECORD, AND ED-TOP UNPROCESSABLE CONTROL RECORD

These records will be sent by Education, or Treasury (via Education), to your agency to inform you of the records, which were not processable.  If the unprocessable records are from Education, the error codes will be alphabetical (see Appendix C – Education Unprocessable Error Codes and Descriptions).  Due to the different nature of the files, Education’s error codes are listed by process (Certification/Recertification vs. Weekly Update).  Whenever possible, corrections should be made to the records and the records should be resubmitted.  If the unprocessable records are from Treasury, the error codes will be numeric (see Appendix D – Treasury Unprocessable Error Codes and Descriptions). 

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP UNPROCESSABLE HEADER RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	PRESENT. Will contain constant “HDR1”.  Identifies the first record on the file. AN

	5 - 12
	Agency ID

[Agency Code]
	8
	PRESENT. Code assigned to Education by Treasury. Will contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Will contain code assigned by Education to identify GA accounts. (See Appendix A.)  LJ SF AN

	21 - 45
	File Identifier
	25
	PRESENT.   Identifies file type.  Depending on file type, will contain “EDTOPCERTRECERT” or “EDTOPWEEKLYUPDATE”. LJ SF AN

	46 - 53
	Tape Creation Date
	8
	PRESENT. Will contain date tape was created.  Format is YYYYMMDD. N

	54 - 221
	Filler
	168
	PRESENT.  Space filled.


	ED-TOP UNPROCESSABLE DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 200
	Agency Input Record
	200
	PRESENT. Type 1, 2, or 4 records as originally submitted. 

	201
	TOP Error Code Designator
	1
	PRESENT. Will contain constant “T”. AN

	202 - 221
	TOP Error Codes
	20
	PRESENT. Will contain up to ten (10) 

2 position TOP Unprocessable Error Codes. (See Appendix C and Appendix D.)   RJ ZF AN


	ED-TOP UNPROCESSABLE CONTROL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	PRESENT. Will contain constant “CNTL”.  Identifies the last record on the file. A

	5 - 12
	Agency ID

[Agency Code]
	8
	PRESENT. Code assigned to Education by Treasury. Will contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Will contain code assigned by Education to identify GA accounts. (See Appendix A.)  LJ SF AN

	21 - 28
	Item Count
	8
	PRESENT. Will contain count of all detail records.  The Header Record and Control Record will not be included in Item Count. RJ ZF N

	29 - 42
	Total Debt

Amount
	14
	PRESENT. Will contain the absolute value sum of all amounts in Tape Positions 135 - 146 of the Type 1 records. (absolute value example: increase = 10,000; decrease = 5,000 results in an absolute value of 15,000) RJ ZF N

	43 - 221
	Filler
	179
	PRESENT.  Space filled.


CHAPTER 4

MISSING ADDRESSES
ED-TOP MISSING ADDRESS RECORD AND GA-TOP MISSING ADDRESS RECORD

The ED-TOP MISSING ADDRESS DETAIL RECORD is used to request an address for a certified account.  Treasury cannot offset an account if they do not have an address.  At least yearly, perhaps more frequently, Treasury will send a TOP MISSING ADDRESS RECORD tape to Education.  Education will break down the records by Site ID (Subagency Code) and send a tape to the appropriate GA.  

Within 30 days of receipt of an ED-TOP Missing Address record tape, your agency should supply Treasury, via Education, with the most recent deliverable address available from your database (or the address obtained in the most recent Pre-offset Address Request process).  If your agency does not currently have a deliverable address for an account and your agency participates in the IRS Skip Trace process with Education, please consider requesting an address through this process.

There are two ways to supply the address information to Treasury.  Your agency may submit this information on a GA-TOP Missing Address tape.  Or, if your agency prefers, you may include Type 2 Address records for these accounts on your Weekly Update tape.  Regardless of which method your agency selects, be sure to use an Action of "A" (Add).  If your agency selects to submit a GA-TOP Missing Address record tape it must be in accordance with the TOP Magnetic Tape Specifications,  and the formats indicated in Chapter 4 of this Revenue Procedure.  The processable records will be submitted to Treasury. 

ED-TOP MISSING ADDRESS HEADER RECORD

This record will appear as the first data record on the ED-TOP Missing Address tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP MISSING ADDRESS HEADER RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	PRESENT. Will contain constant “HDR1”.  Identifies the first record on the file. AN

	5 - 12
	Agency ID

[Agency Code]
	8
	PRESENT: Code assigned to Education by Treasury.  Will contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Will contain code assigned by Education to identify GA accounts.  (See Appendix A.)  LJ SF AN

	21 - 45
	File Identifier
	25
	PRESENT. Will contain constant

“EDTOPMISSINGADDRESS”. LJ SF AN

	46 - 53
	Tape Creation Date
	8
	PRESENT. Will contain date tape was created. Format is YYYYMMDD. N

	54 - 150
	Filler
	97
	PRESENT. Space filled.


ED-TOP MISSING ADDRESS DETAIL RECORD

The ED-TOP MISSING ADDRESS DETAIL RECORD is used to request an address for a certified account.  Treasury cannot offset an account if they do not have an address.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP MISSING ADDRESS DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	PRESENT. Will contain constant “05”. 

LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Will contain code assigned by Education to identify GA accounts.  (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	PRESENT. Will contain the first two characters of the agency Site ID followed by obligor’s SSN. (See Appendix A.) LJ SF AN

	35 - 43
	Tax ID Number

[SSN]
	9
	PRESENT. Will contain the obligor’s SSN as submitted by GA. N

	44 - 46
	Local Contact Code

[Local Code]
	3
	PRESENT. Will contain constant “000”. 

N

	47 - 81
	Last Name
	35
	PRESENT. Will contain Last Name as submitted by GA. LJ SF AN

	82 - 116
	First Name
	35
	OPTIONAL. May contain First Name as submitted by GA. LJ SF AN 

	117
	Middle Initial
	1
	OPTIONAL. May contain Middle Initial as submitted by GA. LJ SF AN

	118 - 150
	Filler
	33
	PRESENT. Space filled.


ED-TOP MISSING ADDRESS CONTROL RECORD

This record will appear as the last data record on the ED-TOP Missing Address tape file. 

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP MISSING ADDRESS CONTROL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 – 4
	Record ID
	4
	PRESENT. Will contain constant “CNTL”.  Identifies the last record on the file.  A 

	5 - 12
	Agency ID

[Agency Code]
	8
	PRESENT. Will contain constant “05”. 

LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Will contain code assigned by Education to identify GA accounts.  (See Appendix A.)  LJ SF AN

	21 - 28
	Item Count
	8
	PRESENT. Will contain count of all detail records on the file.  The Header Record and Control Record will not be included in Item Count. RJ ZF N  

	29- 150
	Filler
	122
	PRESENT. Space filled.


GA-TOP MISSING ADDRESS HEADER RECORD

Identifies the beginning of the file for all records on the GA-TOP Missing Address tape file.  This record must appear as the first data record on the tape file, which is submitted to Education.  If Education cannot validate the information in the header record, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP MISSING ADDRESS HEADER  RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	REQUIRED. Must contain constant “HDR1”. Identifies the first record on the file. AN 

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED.  Code assigned by Education to identify GA accounts.  (See Appendix A.) LJ SF AN

	21 - 45
	File Identifier
	25
	REQUIRED. Identifies the file type.  Must contain “GATOPMISSINGADDRESS”.

LJ SF AN

	46 - 53
	Tape Creation Date
	8
	REQUIRED. Must contain date the tape was created.  Must be valid date.  Format is YYYYMMDD. N 

	54 - 200 
	Filler
	147
	REQUIRED. Space fill.


GA-TOP MISSING ADDRESS DETAIL RECORD
This record must be submitted by agencies in response to an ED-TOP MISSING ADDRESS DETAIL RECORD for the purpose of providing an address so that Treasury can offset an account.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	TYPE 2 – GA-TOP MISSING ADDRESS DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 8
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	9 - 16
	Agency Site ID

[Subagency Code]
	8
	REQUIRED. Education assigned Code to identify GA accounts. (See Appendix A.) LJ SF AN

	17 - 34
	Debt Number

[Agency Case Number]
	18
	REQUIRED. Enter the first two characters of the Agency Site ID followed by obligor’s SSN. (See Appendix A.) LJ SF AN

	35
	Action
	1
	REQUIRED.  A

A=Add a new address.

	36
	Record Type
	1
	REQUIRED.  Enter constant “2”. N

	37 - 66
	Address, 

Line 1
	30
	REQUIRED.  Current mailing address of the obligor.  LJ SF AN

	67 - 96
	Address, Line 2
	30
	OPTIONAL. LJ SF AN

	97 - 121
	Address, City
	25
	REQUIRED. LJ SF AN

	122 - 123
	Address, 

State Code
	2
	REQUIRED.  Enter the standard U.S. Postal State code from Appendix F (State Codes).  Enter “!”, if foreign (not “US”) Country Code (Tape Positions 133-135) is present.  LJ AN SF

	124 - 132
	Address, 

Zip Code
	9
	REQUIRED. If foreign address, Zip Code may contain alpha characters, as described herein.  First 5 bytes must be numeric or alpha (except spaces).  Next 4 bytes may be numeric or alpha (including spaces).  

ZF or SF (as appropriate) LJ A N 

	133 - 135
	Address, 

Country Code
	3
	REQUIRED.  Country code for obligor.  Enter “US” for addresses in the United States, or, if a foreign address, enter appropriate code from Appendix E (Country Codes). 

LJ SF AN

	136 - 200
	Filler
	65
	REQUIRED. Space fill.


GA-TOP MISSING ADDRESS CONTROL RECORD

Identifies the end of the file for all records on the GA-TOP Missing Address tape file.  This record must appear as the last data record on the tape file, which is submitted to Education.  If the Item Count does not balance when the tape is validated by Education, the complete tape file will be rejected, and the GA will be required to submit a replacement tape.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	GA-TOP MISSING ADDRESS CONTROL  RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 – 4
	Record ID
	4
	REQUIRED. Must contain constant “CNTL”. Identifies the last record on the file. A 

	5 - 12
	Agency ID

[Agency Code]
	8
	REQUIRED.  Code assigned to Education by Treasury.  Enter constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	REQUIRED.  Code assigned by Education to identify GA accounts.  (See Appendix A.) 

LJ SF AN

	21 - 28
	Item Count
	8
	REQUIRED. Must contain count of all detail records on file.  Do not include Header Record or Control Record in Item Count. RJ ZF N

	29 - 200
	Filler
	172
	REQUIRED. Space fill.


CHAPTER 5

WEEKLY COLLECTION (OFFSET/REVERSAL) RECORD

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) RECORD

The ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) RECORD tape contains the TOP offsets and reversals reported for a cycle.  Treasury is offsetting many payment streams (i.e., SSA and OPM disability and retirement benefits, IRS tax refunds, Vendor payments, etc.).  As a result, it is possible that there may be many different Effective Dates of Offset/Reversal (Tape Positions 205-212) within a cycle.  Each offset or reversal must be posted to the borrower’s account, using the effective date indicated in Tape Positions 205-212, to ensure that interest is accrued properly.

It is important to remember that if Treasury does an offset, Treasury decreases the current balance or amount that can be offset by the amount of the offset.  This means if an agency certifies an account for $2,000.00 and an offset occurs for $500.00, Treasury’s records would indicate a current balance of $1,500.00 ($2,000.00 minus $500.00).

If Treasury does a reversal of an offset that occurred in the 1999 processing year forward (i.e., 1999, 2000, 2001, etc.) on an active account, Treasury will increase the TOP balance by the amount of the reversal.  For example:

An account is currently active in TOP with a TOP current balance of $3,000; an offset occurred in 1999 for $2,500; and Treasury does a reversal for $1,500 in the current processing year.  In this example, Treasury’s records would indicate that $4,500 ($3,000 + $1,500 = $4,500) is available for offset.

In the above scenario, if for some reason this balance should not be increased by the reversal amount, your agency should submit a Type 1 record with an Action of “S” to reduce the balance by the amount of the Treasury reversal ($1,500).  

If there is a reversal for an offset with a year of original offset of 1998 or earlier, Treasury will not increase the balance on an active, certified account.
Please note two fields on the ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) DETAIL RECORD: "Total Fee Amount" (Tape Positions 237-241) and "Reversal Indicator" (Tape Position 33).
The definition of the "Total Fee Amount" states in part “For Type 1 Offset records, this field represents total fee amount applied to the offset.  May contain more than one fee, depending on what kinds of funds are offset.”  The purpose of this field is so that Treasury can report more than one fee per offset.  This is especially true for Federal Salary Offset, because for that process the paying agency may charge a one-time fee to set up an individual on salary offset (in addition to the per offset fee).  Each year, Treasury advises Education what the per offset fee will be for the upcoming year.  This fee is charged to Education each time an offset is taken and passed on to the borrower.  For the 2002 processing year, the offset fee was $13.20 per offset.  The "Total Fee Amount" for 

Type 1 offset records, for the most part, will indicate $13.20.  If an offset occurred for 2002 for $113.20 and the fee was indicated as $13.20 in the "Total Fee Amount" field, $13.20 should have been applied to the offset fee and the remaining $100.00 to interest, then principal on the borrower's account.

The definition of the "Total Fee Amount" also states in part "For Type 0 Reversal records, this field represents total fee amount that was reversed due to a full reversal.  Most partial reversals will be zero filled unless the partial reversal is one in a series (two or more) of reversals, which when added together result in the total reversal of the original offset".  The "Reversal Indicator" field, Tape Position 33,  was previously designated as filler; but beginning in 2001, it is populated with an "F" for full reversals or a "P" for partial reversals.  This assists us in knowing if the reversal is a full reversal or a partial reversal.  This field will be space filled for a Type 1 offset record.

If a full reversal occurs (reversal of the entire offset amount), Treasury also reverses the offset fee that they charge to Education.  Beginning in 2001, when Treasury reports a full reversal and, therefore, reverses the offset fee charged to Education, they indicate an “F” (full) in the Reversal Indicator (Tape Position 33), and the reversal fee in the Total Fee Amount (Tape Positions 237 - 241).  This means that when an agency receives a reversal record, if there is an amount in the Total Fee Amount field, Treasury is reversing the offset fee for the offset; therefore, Education will not be charged this offset fee and the borrower should not be charged the offset fee.

The effect of this depends on how your agency currently processes offsets and reversals.  For example, let’s say Treasury does a full reversal of an offset that occurred in 2001 for $121.75.  Treasury should indicate an “F” in the Reversal Indicator (Tape Position 33) and $11.75 in the Total Fee Amount (Tape Positions 237 - 241) on the Weekly Collection Tape.  Since when the offset occurred, $11.75 (2001 offset fee) was applied to the offset fee and only $110.00 of the offset was credited to principal and interest, when the reversal occurs for $121.75, the principal and interest should only increase by a total of $110.00.  In essence, in the case of full reversals, it’s like the offset never occurred, as far as the borrower’s outstanding principal and interest balance is concerned.  

If a partial reversal occurs, Treasury populates the Reversal Indicator with a “P” (Tape Position 33), and zero fills the Total Fee Amount (Tape Positions 237 - 241), and the offset fee charged to the borrower’s account would still be valid.  The only time you should see an amount in the “Total Fee Amount” field for a partial reversal is if the partial reversal is one in a series (two or more) of reversals, which when added together result in the total reversal of the original offset.

As previously advised, the “Total Fee Amount” field in the Control Record was expanded to 10 bytes (previously 7 bytes) beginning with Cycle 200106.  The Control Record was changed to reflect this expansion (Tape Positions 91 – 100).  This expansion was necessary to accommodate cycles with large numbers of offsets and reversals.
ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) HEADER RECORD

This record will appear as the first data record on the ED-TOP Weekly Collection (Offset/Reversal) tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) HEADER  RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	PRESENT.  Will contain constant “HDR1”.  Identifies the first record on the file. AN

	5 – 12 
	Agency ID

[Agency Code]
	8
	PRESENT. Code assigned to Education by Treasury. Will contain constant “05”. LJ SF AN

	13 - 20
	Agency Site ID

[Subagency Code]
	8
	PRESENT. Code assigned by Education to identify GA accounts.  (See Appendix A.) 

LJ SF AN

	21 – 45 
	File Identifier
	25
	PRESENT.  Identifies file type. Will contain constant “EDTOPWEEKLYCOLLECTION”.

LJ SF AN

	46 – 53
	Tape Creation Date
	8
	PRESENT.  Will contain the date the tape was created. Format is YYYYMMDD. N

	54 - 250
	Filler
	197
	PRESENT.  Space filled


ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) DETAIL RECORD
The ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) DETAIL RECORD contains all of the TOP offsets and reversals reported for a cycle.  Keep in mind that Treasury is offsetting many payment streams (i.e., SSA and OPM disability and retirement benefits, IRS tax refunds, Vendor payments, etc.).  It is possible that there may be many different Effective Dates of Offset/Reversal (Tape Positions 205-212) within a cycle.  Each offset or reversal must be posted to the borrower’s account, using the effective date indicated in Tape Positions 205-212, to ensure that interest is accrued properly.  

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL)  DETAIL RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1
	Type Indicator
	1
	PRESENT.  N  Treasury will insert the appropriate code from the table below:

	
	
	
	TYPE
	EXPLANATION

	
	
	
	0
	Reversal (refund done by Treasury) for processing errors, injured spouse claims, etc.

	
	
	
	1
	Offset against the obligation amount.

	2 - 3
	Agency ID

[Agency Code]
	2
	PRESENT. Will contain constant “05”. N

	4 - 5
	Agency Site ID

[Subagency Code]
	2
	PRESENT. Will contain code assigned by Education to identify GA accounts.  (See Appendix A.) AN

	6 -15
	TIN

[SSN]
	10
	PRESENT. Will contain the obligor’s SSN as submitted by GA.  Right-justified.  The first number will be zero. N RJ ZF


	16 – 27
	Amount
	12
	PRESENT.  The amount of offset or reversal.  The amount will be dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  Right-justified and unused positions will be zero filled.  If Type Indicator is “0”, the amount will be for a reversal.  If Type Indicator is “1”, the amount will be for an offset. N RJ ZF

	NOTE:  THIS AMOUNT IS THE FULL OFFSET AMOUNT, INCLUDING OFFSET FEE, FOR A TYPE 1 RECORD.

	28 - 31
	Year of Original

Offset
	4
	PRESENT. Will contain the year of the offset being reversed.  This field is applicable if the Type Indicator field contains a “0” (reversal); otherwise, it will be zero-filled.  It will be the processing year of the offset that a reversal is being processed against. N ZF

	32
	Individual / Business
	1
	REQUIRED.  Will contain constant “1”. N



	33
	Reversal Indicator
	1
	PRESENT FOR REVERSALS (Type 

Indicator = 0).  Will contain “F” for Full Reversals or “P” for Partial Reversals.  Will contain a space if Type Indicator = “1”. SF A

	34 – 53
	Last Name
	20
	PRESENT. Will contain the obligor’s Last Name as submitted by GA.  LJ SF AN

	54 – 68
	First Name
	15
	PRESENT. Will contain the obligor’s First Name as submitted by GA.  LJ SF AN

	69 – 86
	Debt Number

[Agency Code

Number]
	18
	PRESENT.  Identifies account for GA files. Contains the first two characters of the Agency Site ID followed by obligor’s SSN.  LJ SF AN

	87
	Filing Status 
	1
	PRESENT.  Treasury will insert the appropriate code from the table below:

	
	
	
	FILING STATUS
	EXPLANATION

	
	
	
	0
	Other than Joint Payment

	
	
	
	2
	Joint Payment

	88 - 122
	Name *
	35
	PRESENT.  Type 1 Offset records contain the Name Line for obligor.  Type 0 Reversal records will be space filled. LJ SF AN


	123 -157
	Street Address *
	35
	PRESENT.  Type 1 Offset records contain the current mailing address of the obligor.  Type 0 Reversal records will be space filled. LJ SF AN

	158 –182
	City and State *
	25
	PRESENT.  Type 1 Offset records contain the obligor’s city and state of residence.  Note: The City/State field may contain City/Country for foreign addresses.  Type 0 Reversal records will be space filled. LJ SF AN

	183 –191
	Zip Code *
	9
	PRESENT. Type 1 Offset records contain the obligor’s Zip Code.  Type 0 Reversal records will be space filled.  LJ SF AN

	192 – 194
	Country Code *
	3
	PRESENT. Type 1 Offset records contains the obligor’s Country from attached list. If not applicable, will be space filled.  Type 0 Reversal records will be space filled.  See Appendix E for a list of appropriate codes.  LJ SF AN

	195 –198
	TOP Name Control 
	4
	PRESENT.  Provided by TOP. LJ SF AN 

	* NOTE:  The fields denoted with an asterisk above will be space filled for Reversal records (Type Indicator = 0).  In addition, Education is not currently providing addresses due to the strong possibility that some of the addresses may contain third party information and may not actually contain an address that can be used to contact the borrower.

	199 – 204
	Offset/Reversal Cycle
	6
	PRESENT. Cycle Offset/Reversal occurred. Even though a tape is generated for a given cycle, as indicated in the control record, this field may contain different cycles. 

Format is YYYYCC. N

	205 – 212
	Effective Date of

Offset/Reversal
	8
	PRESENT.  Transaction must be applied to borrower’s account using this date. Format is YYYYMMDD. N

	213 – 216
	Processing Year

[DMF Program Year]
	4
	PRESENT.  TOP Program year. 

Format is YYYY. N

	217 – 226
	TOP Trace Number
	10
	PRESENT. For information only. TOP identifier assigned to offsets taken.  Format may be Y+4 digit year. LJ SF AN

	227 – 232
	Filler
	6
	PRESENT. Space filled.



	233 – 236
	Agency Name Control
	4
	PRESENT.  Name Control provided by GA.  If none provided will be space filled. LJ SF AN


	237 – 241
	Total Fee Amount
	5
	PRESENT.  For Type 1 Offset records, this field represents total fee amount applied to the offset.  May contain more than one fee, depending on what kinds of funds are offset.  For Type 1 Offset records, the fee amount indicated should be charged to the borrower’s account by the agency.  For Type 0 Reversal records, this field represents total fee amount that was reversed due to a full reversal.  Most partial reversals will be zero filled unless the partial reversal is one in a series (two or more) of reversals, which when added together result in the total reversal of the original offset.  For Type 0 Reversal records, the fee amount, if other than zero, should be reversed on the borrower’s account by the agency. RJ ZF N

	242 – 248
	Filler
	7
	PRESENT. Space filled.

	249 – 250
	Agency ID

[Agency Code]
	2
	PRESENT. Will contain constant “05”. N


ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) CONTROL RECORD

This record will appear as the last data record on the ED-TOP Weekly Collection (Offset/Reversal) tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

	ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) CONTROL  RECORD

	Tape Position
	Field Title
	Length
	Description and Remarks

	1 - 4
	Record ID
	4
	PRESENT.  Will contain constant “CNTL”.  Identifies the last record on the file. A

	5 - 7
	Agency Site ID

[Subagency Code]
	3
	PRESENT. Code assigned by Education to identify GA accounts.  (See Appendix A.) 

LJ SF AN

	8 - 15
	Offset Record

Count
	8
	PRESENT.  The cumulative record count for all Offset records (Type Indicator = 1) on TOP Weekly Collection (Offset/Reversal) Record.  The Header Record and Control Record will not be included in the Offset Record Count.

RJ ZF N

	16 - 29
	Offset Amount
	14
	PRESENT.  The cumulative total of all Offset Amounts (Type Indicator = 1) on TOP Weekly Collection (Offset/Reversal) Record.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  RJ ZF N

	30 - 37
	Reversal Record

Count
	8
	PRESENT.  The cumulative record count for all Reversal records (Type Indicator = 0) on TOP Weekly Collection (Offset/Reversal) Record. The Header Record and Control Record will not be included in the Reversal Record Count.

RJ ZF N

	38 - 51
	Reversal Amount
	14
	PRESENT.  The cumulative total of all Reversal Amounts (Type Indicator = 0) on TOP Weekly Collection (Offset/Reversal) Record.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  RJ ZF N

	ALL OFFSET RELATED AMOUNT FIELDS INCLUDE THE FULL AMOUNT OF THE OFFSET, INCLUDING THE OFFSET FEE.  Agencies should first charge the offset fee to the borrower’s account and then apply the full offset amount.


	52 – 90
	Filler
	39
	PRESENT.  Space filled.

	91 – 100
	Total Fee Amount
	10
	PRESENT.  Represents the Total Fee Amount of all individual records.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  

RJ ZF N

	101 – 184  
	Filler
	84
	PRESENT. Space filled.

	185 -190
	Offset Cycle
	6
	PRESENT.  Format is YYYYCC.

	191 - 198
	Ending Date of Offset Cycle
	8
	PRESENT.  Format is YYYYMMDD.

	199 – 202
	TOP  Program Year
	4
	PRESENT. Format is YYYY.

	203 – 248
	Filler
	46
	PRESENT. Space filled.

	249 -250
	Agency ID 

[Agency Code]
	2
	PRESENT.  Will contain constant “05".


Appendix A

ELEMENTS AND DESCRIPTIONS

ELEMENT
DESCRIPTION
Action
Key element used by the Department of the Treasury to update records, which is dependent on the record type.  Valid values for Type 1 records in the Certification/Recertification process are “A” and “Y”.  Valid values for Type 1 records in the Weekly Update process are “S”, “I”, “Y”, “U”, “1”, and “R”.  Valid values for Type 2 records are “A” and “U”.  Valid value for Type 4 records is “A”. 

Agency ID
The two digit code assigned by the Department of the Treasury to 

[Agency Code]
identify the Federal agency involved.  The Agency ID [Agency Code] for the U.S. Department of Educa​tion is "05".

Agency Name
When accounts are submitted in the Pre-Offset Address Request

Control 
process, the Tax ID Number [SSN] and Agency Name Control 

[Name Control]
[Name Control] are used by the Internal Revenue Service for matching purposes.  Records that do not match on Tax ID Number [SSN] and Agency Name Control [Name Control] will be returned to the submitting guaranty agency, with an error code, and an address will not be provided.  


Additionally, Financial Management Service uses the Tax ID Number [SSN] and Agency Name Control [Name Control] to match against the Federal payments for possible offset.


The following examples demonstrate the proper manner to derive the Agency Name Control [Name Control] field.





Agency




Agency


Name


Name Control
Name


Name Control

John Brown

BROW

Mark D'Allesandro
DALL


John A. Lee

LEE   *

Pedro Torres‑Lopes
TORR


James P. En Sr.  
EN    *


Joe McCarthy

MCCA


John O'Neill

ONEI


Mr. Eng U

U     *

Mary Van Buren 
VANB


Mary X‑Williams
X‑WI


Juan De Jesus

DEJE


John A. El‑Roy
EL‑R

*  Agency Name Controls [Name Controls] of less than four (4) significant characters must be left justified and blank filled.  Embedded blanks are not allowed.  A single hyphen is allowed in all but the first position.

ELEMENT

DESCRIPTION

Agency Site ID
This is a two byte code assigned by the Department of Education to

[Subagency Code]
identify individual guaranty agencies.  The Agency Site IDs [Subagency Codes] of the guaranty agencies currently participating in the Treasury Offset Program are as follows:

Agency Site ID
State
AR

ARKANSAS

CA

CALIFORNIA

CO

COLORADO

CT

CONNECTICUT

FL

FLORIDA

GA

GEORGIA

IL

ILLINOIS

IA

IOWA

KY

KENTUCKY

LA

LOUISIANA

ME

MAINE

MA

MASSACHUSETTS

MI

MICHIGAN

MO

MISSOURI

MT

MONTANA

NB

NEBRASKA II (STATE 731)

NH

NEW HAMPSHIRE

NJ

NEW JERSEY

NM

NEW MEXICO

NY

NEW YORK

NC

NORTH CAROLINA

ND

NORTH DAKOTA

OK

OKLAHOMA

OR

OREGON

PA

PENNSYLVANIA

RI

RHODE ISLAND

SC

SOUTH CAROLINA

SD

SOUTH DAKOTA

TN

TENNESSEE

TX

TEXAS (PRIVATE NON‑PROFIT 748)

UT

UTAH

VT

VERMONT

WA

WASHINGTON

WI

WISCONSIN

UF

UNITED STUDENT AID FUNDS INC.

SM
EDUCATIONAL CREDIT 


MANAGEMENT CORP.

ELEMENT

DESCRIPTION

Amount of Refund
The amount of the refund of an offset (Action = 1) issued by a 

Or Adjustment to
guaranty agency to a borrower (e.g., a Treasury offset resulted in an

Refund 
overpayment of the account or the offset violated the automatic stay in bankruptcy).  This information is used by the Department of the Treasury to ensure that a duplicate claim for refund (reversal) is not processed.  If a guaranty agency reports a refund of an offset, the Department of the Treasury will not do a reversal or, in the case of partial refunds, will only do a reversal for the difference between the offset amount and the refund amount reported by the agency.







Or


The amount of the adjustment (decrease) to a refund (Action = R) previously reported by the guaranty agency in error.  This is to ensure that the Department of the Treasury has the correct refund amount.  

Date Delinquency
Date the obligation became delinquent.  Agencies may use the date Began 
on which the guaranty agency paid an insurance claim to the lender [Delinquent Date]
or the last date on which a voluntary payment was made by the


borrower to the guaranty agency.

Delinquent Debt
The amount entered in this field will be used to decrease (Action Adjustment or 
= S), increase (Action = I) or replace (Action = Y) the 

Replacement 
Initial Delinquent Debt Amount, depending on the Action 

Amount 
indicated in the GA-TOP Weekly Update Detail Record.

Debt Number
The Debt Number [Agency Case Number] field must/will contain

[Agency Case 
the following data for Type 1, 2 and 4 records: 

Number]
-
Positions 17-18 must contain the guaranty agency’s Agency

Site ID [Subagency Code].

· Positions 19-27 must contain the obligor's Tax ID Number [SSN].

· Position 28 may be blank or contain an alphabetic character.  An alphabetic character should only be used where an incorrect name was certified for a specific Tax ID Number [SSN] in the 1999 processing year forward.  This alphabetic character must be retained by the guaranty agency and used in future updates to the account.




-
Positions 29-34 must contain blanks.

 DMF Account
A record on the Debtor Master File that has been created as a result of certification of an account by a guaranty agency that has matched an  account on the Individual Master File.
ELEMENT
DESCRIPTION
Effective Date of
This date is reported by the Department of the Treasury for each 

Offset/Reversal 
offset and reversal record.  Agencies must apply offsets and reversals to accounts using this date so that interest is properly accrued. This date is also crucial in determining if a refund of an offset must be done by the guaranty agency in cases of death, bankruptcy, etc.

ED
U. S. Department of Education

File
For the purpose of this procedure, a file consists of any tape records submitted by a guaranty agency or the Department of Education.

FMS
Financial Management Service, Department of the Treasury

GA


Guaranty Agency

IMF
The Individual Master File is a com​prehensive file containing entity information and transaction activity for each individual account.

Initial Delinquent 
The current balance (consisting of Principal and Interest only) of 

Debt Amount 

the debt(s) being certified or recertified.

[Amount Owed]

Invalid Segment
The portion of the IMF which contains all Tax ID Numbers [SSNs] that are currently considered invalid.  Accounts are considered invalid if the Tax ID Number [SSN]  and Agency Name Control [Name Control] do not match the SSA database containing all Tax ID Numbers [SSNs] issued and all valid Agency Name Controls [Name Controls] associated with each Tax ID Number [SSN].  Records submitted in the Pre-Offset Address Request process may be returned to the submitting guaranty agency with an error code, and an address will not be provided.     

IRS
Internal Revenue Service.

Judgment Debt
A debt arising from a judicial decision.

ELEMENT
DESCRIPTION
Local Contact Code
A three-digit code used to identify guaranty agency address and

[Local Code]
contact information, which will be printed on notices mailed to borrowers by the Department of the Treasury.  The only valid value is "000".  If other than zeros are used in the Local Contact Code [Local Code] field, ED will populate this field with zeros.

Obligor
The person who is responsible for the delinquent debt, which is certified by a guaranty agency.

Record Type 
Valid record types are 1 (Certification/Recertification or Weekly Update), 2 (Address), and 4 (Alias Name).

Reversal
Refund done by the Department of the Treasury for bankruptcy, injured spouse claim, processing errors, etc.   

Special Character
Any character that is not numeric, a letter, or a blank.

SSA


Social Security Administration.
Tax ID Number
Social Security Number assigned by the Social Security 

[SSN]


Administration.

Treasury

U.S. Department of the Treasury

TOP


Treasury Offset Program

Total Fee Amount
In the case of offsets, the total offset fee which guaranty agencies must charge to the borrower’s account or, in the case of reversals, the fee that agencies must reverse on the borrower’s account.

Year of Original
Processing year of the original offset.  This field is used in 

Offset 
conjunction with the reporting of reversals by the Department of the Treasury and the reporting of refunds of offsets and adjustments to refunds by guaranty agencies.

NOTE:  Brackets [ ] indicate the former name of the fields.

Appendix B

MAGNETIC MEDIA TRANSMITTAL FORM

	U.S. Department of Education

Treasury Offset Program

State Guaranty Agency

Magnetic Media Transmittal Form

	Name of Agency: 
	Date:

	Return Address (for Tape):


	Agency

ID: 05



	
	Agency

Site ID:



	Contact Person:
	Phone Number:

(           )

	Check one:

[     ]  GA-TOP Certification/Recertification Tape

[     ]  GA-TOP Missing Address Tape 

[     ]  GA-TOP Weekly Update Tape

          Indicate Process Year for Weekly Update: ______ 
	Check one:

[     ]  Production

[     ]  Test

	Recording Density:   [    ]  1600 BPI    [    ]  6250 BPI    [    ]  3480 CART    [    ]  3490 CART

	Block                                      Record

Size:_________________      Size:_________________
	Tape Creation Date:

NOTE:  This MUST match Tape Creation Date in Header Record.

	Tape                                                                  Type 1 Record Count:  _____________   

ID #(s): _______________________              Type 2 Record Count:  _____________ 

              _______________________              Type 4 Record Count:  _____________

Total Debt Amount:  ______________            Total Record Count:  _____________

	Comments:



	NOTE:  If more than one volume is provided, identify each volume and ensure that the label attached to each volume identifies the proper sequence of the volumes  (e.g. Volume 1 of  2, Volume  2 of 2).  Also, if the tape is a replacement tape, indicate the tape number of the tape it is replacing.




Appendix C

Education Unprocessable Error Codes and Descriptions

EDUCATION TOP UNPROCESSABLE ERROR CODES

AA – Record ID

AB – File Identifier

AC – Tape Creation Date

AD – Record Type

AE – Agency Site ID

AF – Debt Number

AG – Action

AH – Tax ID Number

AI – Last Name

AJ – First Name

AK – Middle Initial

AL – Date Delinquency Began*

AM – Initial Delinquent Debt Amount*

AN – Judgment Debt Indicator*

AO – Agency Name Control

AP – Address, Line 1

AQ – Address, City

AR – Effective Date

AS – Item Count

AT – Total Debt Amount

AU – Invalid/Missing Type 1 Record*

AV – Duplicate Type 1 or 2 Record

AW – Account Not Certified**

AX – Delinquent Debt Adjustment**

AY – Replacement Amount**

AZ – Amount of Refund**

BA – Adjustment to Refund**

BB – Year of Original Offset**

BC – Debt Closed Indicator**

BD – Amount in Action U Record**

BE – Low Values Contained in Record  

BF – High Values Contained in Record 

BG – Ineligible for Resubmission* 

* These error codes pertain to Certification/Recertification process only.

** These error codes pertain to Weekly Update process only.  

EDUCATION TOP CERTIFICATION/RECERTIFICATION 

UNPROCESSABLE ERROR CODE DESCRIPTIONS

AA - Record ID: Header Record must equal “HDR1”.  Control Record must equal “CNTL”.

AB - File Identifier:  (Header Record) Must equal “GATOPCERTRECERT”.

AC – Tape Creation Date:  (Header Record) Must be a valid date in format YYYYMMDD and be less than the current date. Must equal the date indicated on the Magnetic Media Transmittal Form.

AD - Record Type:  Detail Record Type must equal 1, 2, or 4.

AE - Agency Site ID:  (Header, Detail, and Control Records) Must be alphabetic; must be valid; must equal the Agency Site ID indicated on the Magnetic Media Transmittal Form.

AF - Debt Number:  For Record Type 1, first two characters must contain the first two characters of the Agency Site ID, followed by the nine-digit Tax ID Number.  May be followed by one alphabetic character.  Positions 13-18 of the Debt Number must equal spaces.  For Record Types 2 and 4, Debt Number must match Record Type 1. 

AG - Action: For Record Type 1, must equal “A” or “Y”.  For Record Type 2, must equal “A” or “U”.  If the Action Code on  Record Type 1 is “A”, the Record Type 2 Action must be “A”.  For Record Type 4, Action must equal “A”.

AH - Tax ID Number:  (Record Type 1) Must be numeric.  Must be valid SSN.

AI - Last Name:  (Record Types 1 and 4) Must contain only alphabetic characters, hyphens, apostrophes, or spaces.  Must not be all spaces.  The first character must be alphabetic and may not be a space.

AJ - First Name:  (Record Types 1 and 4) Must contain only alphabetic characters, hyphens, or spaces.  

AK - Middle Initial:  (Record Types 1 and 4) Must contain alphabetic characters or spaces.

AL - Date Delinquency Began:  (Record Type 1) Must be numeric and earlier than the tape creation date.  Must be valid date.  The month must be >0 and <13.  The day must be >0 and <32.  This date may not be greater than the Tape Creation Date.  

AM - Initial Delinquent Debt Amount:  (Record Type 1) Must be numeric and > or = to $25.00.

AN - Judgment Debt Indicator:  (Record Type 1) Must be “J” or space.

AO - Agency Name Control:  (Record Types 1 and 4) Must contain only alphabetic characters, hyphens, or spaces.  Must not be all spaces.  Spaces may not precede any non-space characters.  The first character must be alphabetic, may not be a space, and must equal the first character of the Last Name.  Apostrophes and embedded spaces must be removed.  Additionally, for Record Type 4, the first character of the Alias Agency Name Control must equal the first character of the (Alias) Last Name.

AP - Address, Line 1:  (Record Type 2) Must not be all spaces.  The first character cannot be a space.

AQ - Address, City:  (Record Type 2) The first character cannot be a space.

AR - Effective Date:  (Record Type 4) Must be a valid date in the format YYYYMMDD and not be greater than the current date.

AS - Item Count:  (Control Record) Must equal computed count of all Type 1, 2, and 4 records on the file; otherwise, the entire file will be rejected.  Do not include the Header and Control Records in the Item Count.

AT - Total Debt Amount: (Control Record) Must equal computed sum of all Initial Delinquent Debt amounts of the Type 1 records; otherwise, the entire file will be rejected.

AU - Invalid/Missing Type 1 Record:  If a Type 2 or Type 4 Record exists, there must be a valid Type 1 Record in the Certification/Recertification process; otherwise, the Type 2 or Type 4 Records will be rejected.

AV - Duplicate Type 1 or 2 Record:  If there are duplicate Type 1 or Type 2 Records, all duplicates will be rejected.

BE - Low Values Contained in Record:  If there are low values (hex ‘00’) in a record, the record will be rejected.

BF - High Values Contained in Record:  If there are high values (hex ‘FF’) in a record, the record will be rejected. 

BG - Ineligible for Resubmission:  If the Type 1 record being resubmitted was not on the initial Certification/Recertification file, it will be rejected.

NOTE:  If there is a missing or invalid header and/or control record, the entire tape will be rejected.  The Weekly Update process edits are slightly different and are listed separately.

EDUCATION TOP WEEKLY UPDATE 

UNPROCESSABLE ERROR CODE DESCRIPTIONS 

AA - Record ID: Header Record must equal “HDR1”.  Control Record must equal “CNTL”.

AB - File Identifier:  (Header Record) Must equal “GATOPWEEKLYUPDATE”.

AC – Tape Creation Date:  (Header Record) Must be a valid date in format YYYYMMDD and be less than the current date. Must equal the date indicated on the Magnetic Media Transmittal Form.

AD - Record Type:  Detail Record Type must equal 1, 2, or 4.

AE - Agency Site ID:  (Header, Detail, and Control Records) Must be alphabetic; must be valid; must equal the Agency Site ID indicated on the Magnetic Media Transmittal Form. 

AF - Debt Number:  For Record Types 1, 2, and 4, first two characters must contain the first two characters of the Agency Site ID, followed by the nine-digit Tax ID Number.  May be followed by one alphabetic character.  Positions 13-18 of the Debt Number must equal spaces.  For Record Types 2 and 4, Debt Number must match Record Type 1.

AG - Action: For Record Type 1, must equal “S”, “I”, “Y”, “1”, “R”, or “U”.  For Record Type 2, must equal “A” or “U”.  For Record Type 4, Action must equal “A”.

AH - Tax ID Number:  (Record Type 1) Must be numeric.  Must be valid SSN.

AI - Last Name:  (Record Type 4) Must contain only alphabetic characters, hyphens, apostrophes, or spaces.  Must not be all spaces.  The first character must be alphabetic and may not be a space.

AJ - First Name:  (Record Type 1, Action U, and Record Type 4) Must contain only alphabetic characters, hyphens, or spaces.  Additionally, for Record Type 1, Action U, (!) is valid in correct position to reset field to spaces. 

AK - Middle Initial:  (Record Type 1, Action U, and Record Type 4) Must contain alphabetic characters or spaces.  Additionally, for Record Type 1, Action U, (!) is valid to reset field to spaces.

AO - Agency Name Control:  (Record Types 1 and 4) Must contain only alphabetic characters, hyphens, or spaces.  Must not be all spaces.  Spaces may not precede any non-space characters.  The first character must be alphabetic, may not be a space, and must equal the first character of the Last Name.  Apostrophes and embedded spaces must be removed.  Additionally, for Record Type 4, the first character of the Alias Agency Name Control must equal the first character of the (Alias) Last Name.  

AP - Address, Line 1:  (Record Type 2) Must not be all spaces.  The first character cannot be a space.

AQ - Address, City:  (Record Type 2) The first character cannot be a space.

AR - Effective Date:  (Record Type 4) Must be a valid date in the format YYYYMMDD and not be greater than the current date.

AS - Item Count:  (Control Record) Must equal computed count of all Type 1, 2, and 4 Records on the file; otherwise, the entire file will be rejected.  Do not include the Header and Control Records in the Item Count.

AT - Total Debt Amount:  (Control Record) Must equal sum of all Amounts in Tape Positions 135-146 of the Type 1 records; otherwise, the entire file will be rejected.

AV - Duplicate Type 2 Record:  If there are duplicate Type 2 Records, all duplicates will be rejected.

AW – Account Not Certified:  For Type 1 Record, Action Codes S, I, Y, and U, and for all Type 2 and 4 Records, accounts must be certified.  

AX – Delinquent Debt Adjustment:  For Type 1, Action Codes S and I, must be numeric and amount must be greater than 0.

AY – Replacement Amount: For Type 1, Action Code Y, must be numeric and  > or = to $25.00.

AZ – Amount of Refund: For Type 1, Action 1, must be numeric.

BA – Adjustment to Refund: For Type 1, Action R, must be numeric.

BB – Year of Original Offset:  For Type 1, Action Codes 1 or R, must be a “Y” followed by valid year.  Account must have been certified for year indicated.

BC – Debt Closed Indicator:  For Type 1, Action Code U, indicator must equal  “I” (to inactivate) or blank.

BD – Amount in Action U Record: For Type 1, Action Code U, no amount should be indicated in Amount field (Tape Positions 135 – 146).  If amount is present, record will be rejected.  If amount is included in the Total Debt Amount field on the Control Record (Tape Positions 29 – 42), the entire tape will be rejected.

BE - Low Values Contained in Record:  If there are low values (hex ‘00’) in a record, the record will be rejected.

BF - High Values Contained in Record:  If there are high values (hex ‘FF’) in a record, the record will be rejected. 

NOTE:  If there is a missing or invalid Header and/or Control Record, the entire tape will be rejected.

Appendix D

Treasury Unprocessable Error Codes and Descriptions

Treasury TOP Unprocessable Error Codes and Descriptions
	Code ID
	Record Type
	Error Code Description

	01
	1, 2, 4
	Agency ID cannot be blank or is invalid.

	02
	1, 2, 4
	Agency Site cannot be blank or is invalid.

	03
	1, 2, 4
	Invalid debt number or debt number not specified.

	04
	1
	Debt Type does not exist in Agency Profile.

	05
	1
	Invalid TIN number or TIN not specified.

	06
	1
	Delinquent amount not numeric or amount < $25 limit.

	07
	1
	Invalid Judgment Debt value.

	08
	1
	Invalid date for Delinquent Date, not numeric or not specified.

	09
	1
	Invalid Individual Indicator or not specified.

	10
	1
	Debtor Last name cannot be blank.

	11
	2
	Debtor address line 1 cannot be blank.

	12
	2
	Debtor city cannot be blank.

	13
	2
	Invalid debtor state code or cannot be blank unless country code field is completed & not ‘US’. .‘US’. 

	14
	2
	The first 5 characters of zip code must be numeric if ‘US’ address or cannot be blank unless country code field is completed and not ‘US’ and state code field is blank.

	15
	------------------
	Reserved – do not use

	16
	4
	Invalid sequence number, must be ‘00' when adding first Alias record.

	17
	------------------
	Reserved – do not use

	18
	------------------
	Reserved – do not use

	19
	------------------
	Reserved – do not use

	20
	-----------------
	Reserved – do not use

	21
	4
	Invalid date format for Effective Date, not numeric or not specified.

	22
	4
	Alias Last name cannot be blank.

	23
	1, 2, 4 **
	Invalid record type/record action.

	24
	**
	Invalid record type for Add Action.

	25
	**
	Invalid record type for Update Action.

	26
	1
	Cannot reset debt type.

	27
	1
	Cannot reset TIN, change TIN, or TIN does not match existing debt number.

	28
	1
	Cannot reset Delinquent Date.

	29
	1
	Cannot reset Individual Indicator.

	30
	1
	Cannot reset last name.

	31
	2
	Cannot reset Debtor address line 1.

	32
	2
	Cannot reset Debtor city.

	33
	2
	Debtor state code can only be reset when country code field is completed.

	34
	1
	Invalid value for Debt Closed indicator.

	35
	4
	Invalid sequence number, must be numeric > 00 for action update.

	36
	-----------------
	Reserved – do not use

	37
	-----------------
	Reserved – do not use

	38
	-----------------
	Reserved – do not use

	39
	4
	Cannot reset effective date of alias.

	40
	4
	Cannot reset Alias last name.

	41
	1
	Cannot reset Agency Name Control.

	42
	------------------
	Reserved – do not use

	43
	------------------
	Reserved – do not use

	44
	1
	Delinquent date cannot be > (later than) processing date.

	45
	1, 2, 4
	Agency ID of input record does not match batch control Agency ID.

	46
	1, 2, 4
	Site ID of input record does not match batch control Site ID.

	47
	2, 4 **
	Invalid record type for Adjust Action.

	48
	1
	For adjust action, amount cannot be zero.

	49
	-------------------
	Reserved – do not use

	50
	1
	Duplicate Debt record found in database for action add.

	51
	1
	Date error (incorrect format) when adding or updating debt record.

	52
	1, 2
	General error occurred when adding or updating debt record. Base debt record not found.

	53
	2
	Debt record not found for adding debtor address information. 

	54
	------------------
	Reserved – do not use

	55
	4
	Duplicate Debt Alias found in database for action add.

	56
	4
	Date error (incorrect format) when adding Debt Alias information.

	57
	4
	General error occurred when adding or updating debt record. Base debt record not found.

	58
	4
	Debt record not found in database for update.

	59
	1
	Date error when updating Debt record.

	60
	4
	Debt Alias record not found in database for update.

	61
	4
	Date error (incorrect format) when updating Debt Alias information.

	62
	------------------
	Reserved – do not use

	63
	------------------
	Reserved – do not use

	64
	------------------
	Reserved – do not use

	65
	------------------
	Reserved – do not use

	66
	------------------
	Reserved – do not use

	67
	1
	Cannot decrease a debt with existing current balance of zero.

	68
	------------------
	Reserved – do not use

	69
	2
	Cannot reset Debtor Zip Code unless country code field is completed and not ‘US’.

	70
	-------------------
	Reserved – do not use

	71
	1
	For refund record, there is no offset found for the offset year/date, or year/date is invalid.

	72
	1
	Refund record amount in excess of offset.

	73
	1
	For refund adjustment record, there is no offset found for the offset year/date, or year/date is 

invalid.

	74
	1
	Amount of refund adjustment record exceeds amount of previous refund.

	75
	-------------------
	Reserved – do not use

	76
	------------------
	Reserved – do not use

	77
	------------------
	Reserved – do not use

	78
	------------------
	Reserved – do not use

	79
	------------------
	Reserved – do not use

	80
	---------------------
	Reserved – do not use 

	81
	2
	Invalid Debtor Country Code or code is not valid since state code is completed and country code is not ‘US’.

	82
	-----------------
	Reserved – do not use

	83
	-------------------
	Reserved – do not use

	84
	-------------------
	Reserved – do not use

	85
	1
	Local Contact Code does not exist in Agency Profile or is invalid.

	86
	2
	If Country Code is xx (completed and not ‘US’), State Code must be blank.

	87
	------------------
	Reserved – do not use

	88
	1
	Year of Original Offset is not found or valid (for post 2000 agency refunds or agency 

refund adjustments).

	89
	------------------
	Reserved – do not use


Note: All error codes listed above will create a process failure for that record, except 72 and 74, which will process and the codes are warnings to the agency.

**Any invalid code in a record type position will cause this error code; the only valid record type codes are 1, 2, and 4.

Error Code Process Sample

Agency Submits
Debt Balance
TOP Will...

Decrease of $100.00
$ 50.00
process and put the balance to zero

Decrease of $100.00
$   0.00
not process and issue error code 67

Appendix E

Country Codes

Country Codes

Country Code information is displayed below in two ways to facilitate easy lookup. The first two columns present Countries and associated codes, sorted alphabetically on codes. The third and fourth columns present the same information, sorted alphabetically on countries.
	Code
	Country
	Country
	Code

	AD
	Andorra
	Afghanistan 
	AF

	AE
	United Arab Emirates
	Albania
	AL

	AF
	Afghanistan 
	Algeria
	DZ

	AG
	Antigua and Barbuda
	Andorra
	AD

	AI
	Anguilla 
	Angola
	AO

	AL
	Albania
	Anguilla 
	AI

	AM
	Armenia
	Antigua and Barbuda
	AG

	AN
	Netherlands Antilles
	Argentina
	AR

	AO
	Angola
	Armenia
	AM

	AR
	Argentina
	Aruba 
	AW

	AT
	Austria
	Australia
	AU

	AU
	Australia
	Austria
	AT

	AW
	Aruba 
	Azerbaijan
	AZ

	AZ
	Azerbaijan
	Bahamas
	BS

	BA
	Bosnia and Herzegovina
	Bahrain
	BH

	BB
	Barbados 
	Bangladesh
	BD

	BD
	Bangladesh
	Barbados 
	BB

	BE
	Belgium
	Belarus
	BY

	BF
	Burkina Faso
	Belgium
	BE

	BG
	Bulgaria 
	Belize
	BZ

	BH
	Bahrain
	Benin 
	BJ

	BI
	Burundi
	Bermuda
	BM

	BJ
	Benin 
	Bhutan
	BT

	BM
	Bermuda
	Bolivia
	BO

	BN
	Brunei Darussalam
	Bosnia and Herzegovina
	BA

	BO
	Bolivia
	Botswana 
	BW

	BR
	Brazil
	Brazil
	BR

	BS
	Bahamas
	British Indian Ocean Territory 
	IO

	BT
	Bhutan
	Brunei Darussalam
	BN

	BW
	Botswana 
	Bulgaria 
	BG

	BY
	Belarus
	Burkina Faso
	BF

	BZ
	Belize
	Burundi
	BI

	CA
	Canada
	Cambodia 
	KH

	CD
	Congo, Dem. Republic of
	Cameroon 
	CM

	CF
	Central African Rep
	Canada
	CA

	CG
	Congo 
	Cape Verde
	CV

	CH
	Switzerland 
	Cayman Islands
	KY

	CI
	Cote d'Ivoire
	Central African Rep
	CF

	CK
	Cook Islands
	Chad
	TD

	CL
	Chile 
	Chile 
	CL

	CM
	Cameroon 
	China 
	CN

	CN
	China 
	Colombia 
	CO

	CO
	Colombia 
	Comoros
	KM

	CR
	Costa Rica
	Congo 
	CG

	CU
	Cuba
	Congo, Dem. Republic of
	CD

	CV
	Cape Verde
	Cook Islands
	CK

	CY
	Cyprus
	Costa Rica
	CR

	CZ
	Czech Republic
	Cote d'Ivoire
	CI

	DE
	Germany
	Croatia
	HR

	DJ
	Djibouti 
	Cuba
	CU

	DK
	Denmark
	Cyprus
	CY

	DM
	Dominica 
	Czech Republic
	CZ

	DO
	Dominican Republic 
	Dem. People's Rep of Korea
	KP

	DZ
	Algeria
	Denmark
	DK

	EC
	Ecuador
	Djibouti 
	DJ

	EE
	Estonia
	Dominica 
	DM

	EG
	Egypt 
	Dominican Republic 
	DO

	ER
	Eritrea
	East Timor
	TP

	ES
	Spain 
	Ecuador
	EC

	ET
	Ethiopia 
	Egypt 
	EG

	FI
	Finland
	El Salvador 
	SV

	FJ
	Fiji
	Equatorial Guinea
	GQ

	FK
	Falkland Islands (Malvinas) 
	Eritrea
	ER

	FM
	Micronesia, Federated States of
	Estonia
	EE

	FO
	Faroe Islands
	Ethiopia 
	ET

	FR
	France
	Falkland Islands (Malvinas) 
	FK

	GA
	Gabon 
	Faroe Islands
	FO

	GB
	Great Britain
	Fiji
	FJ

	GD
	Grenada
	Finland
	FI

	GE
	Georgia
	France
	FR

	GF
	French Guiana
	French Guiana
	GF

	GH
	Ghana 
	French Polynesia
	PF

	GI
	Gibraltar
	French Southern Territories 
	TF

	GL
	Greenland
	Gabon 
	GA

	GM
	Gambia
	Gambia
	GM

	GN
	Guinea
	Georgia
	GE

	GP
	Guadeloupe
	Germany
	DE

	GQ
	Equatorial Guinea
	Ghana 
	GH

	GR
	Greece
	Gibraltar
	GI

	GT
	Guatemala
	Great Britain
	GB

	GW
	Guinea-Bissau
	Greece
	GR

	GY
	Guyana
	Greenland
	GL

	HK
	Hong Kong, China
	Grenada
	GD

	HN
	Honduras 
	Guadeloupe
	GP

	HR
	Croatia
	Guatemala
	GT

	HT
	Haiti 
	Guinea
	GN

	HU
	Hungary
	Guinea-Bissau
	GW

	ID
	Indonesia
	Guyana
	GY

	IE
	Ireland
	Haiti 
	HT

	IL
	Israel
	Honduras 
	HN

	IN
	India 
	Hong Kong, China
	HK

	IO
	British Indian Ocean Territory 
	Hungary
	HU

	IQ
	Iraq
	Iceland
	IS

	IR
	Iran, Islamic Republic of
	India 
	IN

	IS
	Iceland
	Indonesia
	ID

	IT
	Italy 
	Iran, Islamic Republic of
	IR

	JM
	Jamaica
	Iraq
	IQ

	JO
	Jordan
	Ireland
	IE

	JP
	Japan 
	Israel
	IL

	KE
	Kenya 
	Italy 
	IT

	KG
	Kyrgyzstan
	Jamaica
	JM

	KH
	Cambodia 
	Japan 
	JP

	KI
	Kiribati 
	Jordan
	JO

	KM
	Comoros
	Kazakhstan
	KZ

	KN
	Saint Kitts and Nevis 
	Kenya 
	KE

	KP
	Dem. People's Rep of Korea
	Kiribati 
	KI

	KR
	Korea 
	Korea 
	KR

	KW
	Kuwait
	Kuwait
	KW

	KY
	Cayman Islands
	Kyrgyzstan
	KG

	KZ
	Kazakhstan
	Lao, People's Dem. Republic 
	LA

	LA
	Lao, People's Dem. Republic 
	Latvia
	LV

	LB
	Lebanon
	Lebanon
	LB

	LC
	Saint Lucia 
	Lesotho
	LS

	LI
	Liechtenstein
	Liberia
	LR

	LK
	Sri Lanka
	Libyan Jamahiriya
	LY

	LR
	Liberia
	Liechtenstein
	LI

	LS
	Lesotho
	Lithuania
	LT

	LT
	Lithuania
	Luxembourg
	LU

	LU
	Luxembourg
	Macau 
	MO

	LV
	Latvia
	Madagascar
	MG

	LY
	Libyan Jamahiriya
	Malawi
	MW

	MA
	Morocco
	Malaysia 
	MY

	MC
	Monaco
	Maldives 
	MV

	MD
	Moldova, Republic of
	Mali
	ML

	MG
	Madagascar
	Malta 
	MT

	MH
	Marshall Islands
	Marshall Islands
	MH

	MK
	The former Yugoslav Republic of Macedonia
	Martinique
	MQ

	ML
	Mali
	Mauritania
	MR

	MM
	Myanmar
	Mauritius
	MU

	MN
	Mongolia 
	Mayotte, Territorial Community of
	YT

	MO
	Macau 
	Mexico
	MX

	MP
	Northern Mariana Islands 
	Micronesia, Federated States of
	FM

	MQ
	Martinique
	Moldova, Republic of
	MD

	MR
	Mauritania
	Monaco
	MC

	MS
	Montserrat
	Mongolia 
	MN

	MT
	Malta 
	Montserrat
	MS

	MU
	Mauritius
	Morocco
	MA

	MV
	Maldives 
	Mozambique
	MZ

	MW
	Malawi
	Myanmar
	MM

	MX
	Mexico
	Namibia
	NA

	MY
	Malaysia 
	Nauru 
	NR

	MZ
	Mozambique
	Nepal 
	NP

	NA
	Namibia
	Netherlands 
	NL

	NC
	New Caledonia
	Netherlands Antilles
	AN

	NE
	Niger 
	New Caledonia
	NC

	NF
	Norfolk Island
	New Zealand 
	NZ

	NG
	Nigeria
	Nicaragua
	NI

	NI
	Nicaragua
	Niger 
	NE

	NL
	Netherlands 
	Nigeria
	NG

	NO
	Norway
	Niue
	NU

	NP
	Nepal 
	Norfolk Island
	NF

	NR
	Nauru 
	Northern Mariana Islands 
	MP

	NU
	Niue
	Norway
	NO

	NZ
	New Zealand 
	Oman
	OM

	OM
	Oman
	Pakistan 
	PK

	PA
	Panama (Rep)
	Palau 
	PW

	PE
	Peru
	Panama (Rep)
	PA

	PF
	French Polynesia
	Papua New Guinea
	PG

	PG
	Papua New Guinea
	Paraguay 
	PY

	PH
	Philippines 
	Peru
	PE

	PK
	Pakistan 
	Philippines 
	PH

	PL
	Poland (Rep)
	Pitcairn, Henderson, Ducie and Oeno Islands 
	PN

	PM
	Territorial Community of St Pierre and Miquelon
	Poland (Rep)
	PL

	PN
	Pitcairn, Henderson, Ducie and Oeno Islands 
	Portugal 
	PT

	PT
	Portugal 
	Qatar 
	QA

	PW
	Palau 
	Reunion
	RE

	PY
	Paraguay 
	Romania
	RO

	QA
	Qatar 
	Russian Federation 
	RU

	RE
	Reunion
	Rwanda
	RW

	RO
	Romania
	Saint Helena
	SH

	RU
	Russian Federation 
	Saint Kitts and Nevis 
	KN

	RW
	Rwanda
	Saint Lucia 
	LC

	SA
	Saudi Arabia
	Saint Vincent and the Grenadines
	VC

	SB
	Solomon Islands 
	Samoa 
	WS

	SC
	Seychelles
	San Marino
	SM

	SD
	Sudan 
	Sao Tome and Principe 
	ST

	SE
	Sweden
	Saudi Arabia
	SA

	SG
	Singapore
	Senegal
	SN

	SH
	Saint Helena
	Seychelles
	SC

	SI
	Slovenia 
	Sierra Leone
	SL

	SK
	Slovakia 
	Singapore
	SG

	SL
	Sierra Leone
	Slovakia 
	SK

	SM
	San Marino
	Slovenia 
	SI

	SN
	Senegal
	Solomon Islands 
	SB

	SO
	Somalia
	Somalia
	SO

	SR
	Suriname 
	South Africa
	ZA

	ST
	Sao Tome and Principe 
	Spain 
	ES

	SV
	El Salvador 
	Sri Lanka
	LK

	SY
	Syrian Arab Rep 
	Sudan 
	SD

	SZ
	Swaziland
	Suriname 
	SR

	TC
	Turks and Caicos Islands 
	Swaziland
	SZ

	TD
	Chad
	Sweden
	SE

	TF
	French Southern Territories 
	Switzerland 
	CH

	TG
	Togo
	Syrian Arab Rep 
	SY

	TH
	Thailand 
	Tajikistan
	TJ

	TJ
	Tajikistan
	Tanzania, United Republic of
	TZ

	TK
	Tokelau
	Territorial Community of St Pierre and Miquelon
	PM

	TM
	Turkmenistan
	Thailand 
	TH

	TN
	Tunisia
	The former Yugoslav Republic of Macedonia
	MK

	TO
	Tonga (including Niuafo'ou) 
	Togo
	TG

	TP
	East Timor
	Tokelau
	TK

	TR
	Turkey
	Tonga (including Niuafo'ou) 
	TO

	TT
	Trinidad and Tobago
	Trinidad and Tobago
	TT

	TV
	Tuvalu
	Tunisia
	TN

	TZ
	Tanzania, United Republic of
	Turkey
	TR

	UA
	Ukraine
	Turkmenistan
	TM

	UG
	Uganda
	Turks and Caicos Islands 
	TC

	US
	United States of America 
	Tuvalu
	TV

	UY
	Uruguay
	Uganda
	UG

	UZ
	Uzbekistan
	Ukraine
	UA

	VA
	Vatican
	United Arab Emirates
	AE

	VC
	Saint Vincent and the Grenadines
	United States of America 
	US

	VE
	Venezuela
	Unknown Foreign Country
	XX

	VG
	Virgin Islands (British) 
	Uruguay
	UY

	VN
	Vietnam
	Uzbekistan
	UZ

	VU
	Vanuatu
	Vanuatu
	VU

	WF
	Wallis and Futuna Islands
	Vatican
	VA

	WS
	Samoa 
	Venezuela
	VE

	YE
	Yemen 
	Vietnam
	VN

	YT
	Mayotte, Territorial Community of
	Virgin Islands (British) 
	VG

	YU
	Yugoslavia
	Wallis and Futuna Islands
	WF

	ZA
	South Africa
	Yemen 
	YE

	ZM
	Zambia
	Yugoslavia
	YU

	ZW
	Zimbabwe 
	Zambia
	ZM

	XX
	Unknown Foreign Country
	Zimbabwe 
	ZW


Appendix F

State Codes

STATE CODES 

	STATE CODE


	STATE NAME



	AL
	Alabama       

	AK
	Alaska        

	AF
	Alternative Post Office

	AA
	Alternative Post Office Army Americas South Central

	AE
	Alternative Post Office Army Europe

	AP
	Alternative Post Office Army Pacific

	FP
	Alternative Post Office Fleet Post Office Navy

	AS
	American Samoa

	AZ
	Arizona       

	AR
	Arkansas      

	CA
	California    

	CO
	Colorado      

	CT
	Connecticut   

	DC
	Washington DC

	DE
	Delaware      

	FM
	Fed States of Malaysia

	FL
	Florida       

	GA
	Georgia       

	GU
	Guam          

	HI
	Hawaii        

	ID
	Idaho         

	IL
	Illinois      

	IN
	Indiana       

	IA
	Iowa          

	KS
	Kansas        

	KY
	Kentucky      

	LA
	Louisiana     

	ME
	Maine         

	MH
	Marshall Islands

	MD
	Maryland      

	MA
	Massachusetts 

	MI
	Michigan      

	MN
	Minnesota     

	MS
	Mississippi   

	MO
	Missouri      

	MT
	Montana       

	MP
	N. Mariana Islands

	NE
	Nebraska      

	NV
	Nevada        

	NH
	New Hampshire 

	NJ
	New Jersey    

	NM
	New Mexico    

	NY
	New York      

	NC
	North Carolina

	ND
	North Dakota  

	OH
	Ohio          

	OK
	Oklahoma      

	OR
	Oregon        

	PW
	Palau Islands    

	PA
	Pennsylvania  

	PR
	Puerto Rico   

	RI
	Rhode Island  

	SC
	South Carolina

	SD
	South Dakota  

	TN
	Tennessee      

	TX
	Texas         

	UT
	Utah          

	VT
	Vermont       

	VI
	Virgin Islands

	VA
	Virginia      

	WA
	Washington    

	WV
	West Virginia 

	WI
	Wisconsin     

	WY
	Wyoming       
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