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FOREWORD

This issue of TM 14-702, Fiscal Accounting for Field Installa-
tions, 1 Oectober 1946, represents a complete revision of the manual
issued under the same symbol and title as of 1 July 1945; accordingly,
the provisions of this issue supersede the requirements of that pre-
vious issue.

Changes to this manual will be supplied on a page basis, and
will be published as required. As change pages are received they will
be inserted in their proper places, and the replaced pages destroyed.

Each page of the manual bears a date in its upper inside corner.

This date is the date of the publication. Pages which represent
changes will carry the date of the change and the number of the
change. For example, “C 1 (date),” “C 2 (date),” ete.

Paragraphs are numbered consecutively throughout the manual.
Paragraphs carrying decimal suffixes indicate newly added material;
for example, a paragraph number 12.1 represents the first main par-
agraph following paragraph 12.

Pages are numbered consecutively throughout the manual. If new
pages are added within the manual, the added pages will carry alpha-
betical suffixes, “A,” “B,” “C,” ete. For example, if a new page is
added between 10 and 11, the page will be numbered 10A. A second
additional page in the same place would be numbered 10B, ete.
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This manual supersedes TM 14-702, 1 July 1945

CHAPTER |
. BASIC PRINCIPLES OF THE MANUAL

1. Purpose of Manual

This manual has been developed to provide a
uniform system of fiscal accounts and reports
for all field fiseal organizations in the War De-
partment, and for operating agencies when act-
ing in the capacity of field organizations. The
accounts and reports provided herein are design-
ed to simplify existing procedures; to provide
effective controls over the use of appropriated
funds; and to facilitate the. preparation of fi-
nancial reports for internal administration and
for higher echelons.

2. Applicability of Manual

The manual is applicable in its entirety to all
class I, 1T, and I1T installations. The manual is
also applicable to installations operating in
oversea theaters and departments or bases out-
side the continental limits of the United States.

3. Report Forms

The report forms and account forms prescribed
in the manual are intended as the only forms to
be used in the War Department for the respec-
tive purposes for which they are designed. Ex-
cept as provided in paragraph 4, no other forms
serving the same purposes will be used by field
installations.

4. Use of Mechanical Equipment

a. The accounting forms provided herein and
the instructions pertaining thereto are based
npon manual operation. This does not preclude
the use of mechanical accounting equipment if
the volume of accounting transactions is such as
to warrant and require mechanical operation.
However, installations already utilizing me-
chanical accounting equipment for fiscal ac-
counts will be required to adopt whatever
standard procedures and forms are ultimately
approved by the Chief of Finance for the par-
ticular type of equipment being utilized. All
duplication between manual and bookkeeping
machine records will be eliminated.

b. For the acquisition of new or additional
bookkeeping machine equipment for fiscal oper-
ations covered in the manual, prior approval is
required as follows:

(1) In respect to the proposed acquisition of
equipment, there will be obtained appropriate
administrative approval from the major com-
mand having jurisdiction, or in case of a dele-
gation of such approval authority, from the
operating agency to which it has been dele-
gated,

(2) In respect to the proposed mechanical ac-
counting system, it will be ascertained that the
system has the approval of the Chief of Finance,

5. Relationship to Other Accounting
Records and Reports

The accounting records and procedures pre-
seribed herein, together with the records:and
procedures prescribed in TM 14-701, constitute
a unified fiscal accounting system for the mili-
tary establishment which is consistent with the
requirements of Executive Order No. 8512 and
regulations issued thereunder. The provisions
of this manual are limited to the forms and pro-
cedures involved in accounting for and report-
ing on appropriated funds at field installations;
they are not intended to cover the accounting
performed or reports prepared in connection
with nonappropriated funds, nonexpendable
property, stock control procedures, cost ac-
counts, or any other authorized accounting
activity.

6. Extent and

Reporis

of Accounting Records

The fiscal accounting records and procedures
preseribed herein will constitute the basie ac-
counting control of appropriated funds at field
installations. No field installation will main-
tain or be instructed to maintain fiscal accounts
or to render fiscal reports covering commit-
ments, obligations, and expenditures in any
greater detail as to account classification than

1
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is provided in TM 14-700, in respect to the ap-
propriations involved. No accounts will be
maintained or reports submitted by any field in-
stallation broken down by object classification
except that a segregation of personal services
(object class 01) from all other elassifications
may be maintained and reports made thereon if
required by the operating agency having com-
mand jurisdiction over the installation. The
provisions of this paragraph are not intended to
preclude the maintenance of such additional rec-
ords or the preparation of such financial or
statistical reports as may be prescribed by a
major command for management purposes in
accordance with the provisions of TM 14-701.

7. Alternative Procedures Prescribed

In respect to certain accounting and reporting
procedures prescribed herein, alternative meth-
ods and/or forms are provided. For example,
either of two forms of the allotment ledger and
either of two forms of the monthly report on the
status of allotments are authorized for use in
accordance with applicable provisions in the
text or related appendix. Consistent with such
authority as may be delegated by the head-
quarters of each major command, each operat-
ing agency will issue instructions to the installa-
tions under its command jurisdiction as to
which alternative procedures and/or forms in-
cluded herein will be used by such installations.

8. Responsibility for Field Fiscal Functions

Primary responsibility for accomplishment of
field fiseal functions, including fiscal accounting
and reporting functions, rests with the desig-
nated fiscal officer for the installation (some-
times referred to as the fiscal director, budget
and fiscal officer, ete.). All such fiscal officers
will be governed by the applicable provisions of
the mannal.

9. Supervision of Fiscal Activities

Immediate supervision of fiscal activities at
field installations in the zone of interior is
charged to the army commanders or Command-
ing General of the Military District of Wash-
ington with reference to class I installations, to
the chiefs of administrative and technical gerv-
ices and other operating agencies with reference

2
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to class IT installations, and to the commanding
generals of AAF commands with reference to
class ITT installations. Immediate supervision
of fiscal activities at field installations operating
in oversea theaters or outside the continental
limits of the United States is charged to theater
commanders. Fiscal activities at all installa-
tions are subject to over-all technical supervi-
sion by the Chief of Finance in his capacity as
technical staff officer of the War Department.

10. Termination

For definitions of the terms used in the manual,
see chapter 1 of T'M 14-700.

11. Cut-Off Dates

Where reference is made herein to an accounting
period, or where reports or other information
are required to be compiled for a definite period,
all accounting documents pertaining to the
transactions of that period which are available
as of the end of that period will be included and
no cut-off date will be established which will
oceasion the omission of any such available and
applicable documents for any transactions or
period prior to the end of the period.

12. Subsequent Revisions

As experience is gained with the provisions of
this manual, possibilities for improvement in
certain of the procedures and /or forms undoubt-
edly will be developed. As such possibilities
become evident, suggestions or recommenda-
tions relating thereto should be submitted
through command channels to the Chief of
Finance.
ommendations or other factors, changes in the
provisions of the manunal will be published and
supplied on a page basis. It is emphasized that
representatives of higher echelons of command
visiting field installations for the purpose of

On the basis of such suggestions, rec-

conducting ingpections, studies, surveys, ete., are
not authorized to approve any deviations from
the provisions of this manual, as may be
amended, or to approve changes in or substitu-
tion of any of the optional procedures and/or
forms provided herein and used by an installa-
tion pursuant to from higher
authority.

mstructions
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CHAPTER 2
CONCEPT OF OBLIGATIONS

13. Definitions

As defined in TM 14700, obligations incurred
consist of the total net amount of obligations
which have been established against an appro-
priation or fund during a given period of time.

14. Types of Obligations

The following types of obligations occur fre-
quently throughout the War Department and,
unless there are specific regulations or statutory
provisions to the contrary, the following prin-

ciples will be observed in determining and

recording obligations:

@. PERSONAL Services. Amounts earned by
individuals to the close of the applicable ac-
counting period. Estimated compensation for
personal service to be performed during subse-
quent portions of the fiscal year will not be con-
sidered as an obligation. When a pay roll cov-
ers a pay period falling within 2 months, the
proportionate amount aceruing within each
month will be recorded as an obligation appli-
¢able to that month. Acerued annual leave is
not to be considered as an obligation, except
terminal leave (leave accumulated and due to a
separated employee). Amounts representing
the value of allowances furnished in kind, pur-
suant to law (such as for subsistence and quar-
ters), must not be included in the obligations
established for personal services. (Obligations
for the supplies or services represented by such
allowances should be established in the appro-
priation and allotment accounts applicable
thereto.)
made for allowances furnished in kind, the obli-
gation will be represented by the amount to be
paid to the employee, plus the amounts of any
deductions of a type requiring an expenditure
from the appropriation, such as retirement de-
duetions, bond deduetions, withheld taxes, ete.

b. Traver. Travel expense (estimated to the
extent necessary) for the full travel expense
involved in a trip which commenced prior to the

Accordingly, when deductions are

close of the applicable accounting period even
though not completed at that date. The obliga-
tion for travel expense will include subsistence
or per diem, transportation purchased, and all
other allowable expense items, including reim-
bursement for the use of privately owned vehi-
cles. The amount of the obligation will be
computed as follows:

(1) Where a definite itinerary is prescribed
in the travel authorization, the full expense of
the trip will be estimated on the basis of the
itinerary and the allowable expense items.

(2) Where a blanket travel authorization is
involved. that is, where no definite itinerary is
prescribed, the amount to be obligated will rep-
resent the estimated travel expense to the close
of the succeeding accounting period.

(3) If the obligation for travel expense origi-
nates under an appropriation which expired for
obligation prior to completion of the trip, only
that portion of the obligation incurred prior to
the expiration date will be charged to the ex-
pired appropriation and the remainder will be
charged to the appropriation available during
the subsequent period in which the remainder is
ineurred.

¢. TransporTATION OF Tiines, The antici-
pated expenditures for services performed or to
be performed under United States Government
bills of lading issued to carriers or under con-
tracts entered into for transportation. This in-
cludes estimated transportation costs where
special statutory provisions authorize establish-
ment of an obligation for transportation not yet
contracted for at the end of the fiscal year.

d. ComMUNICATION Sgrvices anp Uriniries
Services. Anticipated expenditures for serv-
ices performed to the close of the accounting
period. In those cases where the period covered
by the charge begins in one fiscal year and ends
in another, the entire amount of the payment
may be treated as an obligation against the ap-

3
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propriation current at the end of such period
(31 U. S. C. 666A).

¢. Rents. Anticipated expenditures for serv-
ices performed under rental agreements to the
extent that such expenditures are chargeable to
current appropriations. If the agreement may
be canceled by giving advance notice of not less
than a specified period, the amount of the obli-
gation will represent the acerued rental plus an
amount sufficient to cover the required period of
advance notice of cancellation. In the case of
so-called “price agreements” for the rental of
equipment or other property whereunder the
Government assumes no specific obligation, only
the orders actually placed thereunder will be
considered as obligations.

f. PrinTinG AND Binoing, Oraer CoNTRACT-
UAL SErvices, MaTertars ANp EQuipmeNT, An-
ticipated expenditures for deliveries received or
to be received or for services performed or to be
performed under all contracts, including the
following :

(1) Cost-plus-a-fived-fee  contracts. 'The
total estimated cost of such contracts plus the
total fixed fee. The amount will be recorded at
the time the contract is let and subsequent ad-
justments upward or downward in the amount
of the estimated cost or the fixed fee will be re-
flected in the records as the adjustment occurs.

(2) Letters of intent. The total amount spe-
cified in a letter of intent authorizing the con-
tractor to proceed with work or services and
binding the Government therefor. If the let-
ter or a portion thereof merely indicates an in-
tention on the part of the Government to enter
into a contractual relation at a later date, the
amount so indicated will not be considered as
an obligation.

(3) All other contracts., The total amount
thereof. In the case of so-called “price agree-
ments” whereunder the Government assumes no
specific obligation, only orders actually placed
thereunder will be considered as obligations.

(4) Purchase opders. The amount of a pur-
chase order for material or service not elsewhere
recorded as an obligation,

(5) Interdepartmental and interagency or-
ders. The total amount of orders issued :

(@) Pursnant to section 601 of the Economy

1 Oct 46

Act (see 31 U. S. C. 686, and pars. 58 through
78 of this manual.)

(5) Which authorize the Government Print-
ing Office to proceed with particular jobs.

(¢) To the Procurement Division of the Treas-
ury Department covering materials to be sup-
plied by that Division or to be contracted for
by that Division in the capacity of agent for
the War Department. However, where an ap-
propriation expires for obligation on 30 June,
the obligations recorded as of that date will
include only those portions of the orders placed
with the Procurement Division as agent pur-
chaser which actually have been contracted for
by that Division.

(6) Owders placed with Government-owned
establishments. The amount of orders placed
with Government-owned establishments under
the approved project law (41 U. 8. C. 23).

15. Time of Recording Obligations

The recording of obligations of the type covered
in paragraph 147 should be accomplished as of
the time at which the appropriated funds may
be considered to be legally reserved for the pay-
ment of the obligation. Specifically, obliga-
tions will be recorded in the fiscal records at
the time indicated for the types of obligating
instruments listed below :

a. AwAarps OrR NOTICES OF ACCEPTANCES,
Where an award or notice of acceptance

is given
a contractor prior to the submission of the con-
tract for signature, an obligation for the amount
agreed to should be recorded at the time the
contractor is notified of the acceptance.

b. WD Coxtracr Form 1 (Luye Sum Sue-
rLyY ContrACT) ; WD ContrAcT Forar 2 (Luae
Svam Construcrion Conrracr) 3 WD Conrracr
Fora 3 (Cosr-Prus-A-Fixep-Fre CONSTRUCTION
ConTRACT).
in formalizing contractual agreements and no
award or notice of acceptance is given the con-

When the above forms are used

tractor prior to the submission of the contract,
the obligation should be recorded at the time
the form is transmitted to the contractor for
signature regardless of whether the contract has
been previously signed by the War Department
contracting officer or whether approval by
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higher authority, where necessary, has been ob-
tained,

¢. WD Coxtracr Form 47 (GoverRNMENT'S
Onper axp CoNtRACTOR’S ACCEPTANCE). Since
this document is used to formalize negotiations
with the contractor and is a short form con-
tract which requires the signature of both par-
ties, it should be recorded, from a fiscal stand-
point, under the same procedure as for WD
Contract Form 1, that is, when it is transmitted
to the contractor for signature.

d. WD Coxrtract Forat 6 (ContracTOR’S OF-
FER AND GOVERNMENT’S Acceprance). Obliga-
tions arising from the nse of this form of con-
tract should be recorded as of the date and at
the time the contract .is returned to the con-
tractor.

¢. WD Contract Form 7 (Lerrer ORDER FOR

Sveprins (No Price Sraten)) ; WD Contract
Form 8 (Lerrer Orber vor Surenies (Price
Starep) ) ; WD Contracr Forar 9 (Lerrer Or-
pER FOorR Cosr-Prus-a-Fixpp-Fee Construc-
110N ) 3 WD Conrtracr Fory 10 (Lerrer Ororr
ror Lume-Sum ConstrRUCTION). Obligations
arising from the use of these forms should be
recorded in the amount specified therein as not
to be exceeded by the contractor pending the
execution of the formal contract, at the time
the letters are released to the contractor. At
the time the contract is written and forwarded
to the contractor, any necessary adjustment in
the amount of the obligation under the contract
should be recorded,
f. WD Forx 383 (Purcmase OrprER 0r DELIV-
:RY OrpER AND VowcHER For PuUrcHASES AND
SErvVICES OraER THAN PrRsonarn) ; WD Forum
18 (Purcrase Orber). Obligations arising as
a result of the use of these forms should be re-
corded at the time the document is transmitted
to the contractor or vendor,

g. WD Contracr Fory 19 (Derivery Or-
pEr). Where contracts or purchase orders rep-

resent only “price agreements” or “open end
and call” contracts and this form is used to place
actual orders under such agreements or con-
tracts, the obligations should be recorded at the
time the delivery order is transmitted to the
contractor.
with another form of contract which has been

If this form is used in connection
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recorded as an obligation, no entry will be made
in the accounts at the time the delivery order is
issued.

h. Service ContracTs. In cases of service
contracts where the amount of money involved
is measured by periods of time, such as rental
contracts, the obligations should be recorded for
the service to be performed under the agreement
within the time specified in the contract or for
the period required for effecting cancellation, if
such provisions exist. In the case of other serv-
ice contracts which are subject to calls or re-
quisitions, only the actual orders or requisitions
placed thereunder should be recorded as obliga-
tions.

i. Contracrs, Purcuase Orprrs, Erc., roRr
Uncerrary Axounts. Where contracts are
made or purchase orders issued and the exact
amounts eannot be determined, as in the case
where variations in prices or quantities are per-
mitted, the obligation should be estimated and
recorded at the time the documents are issued
in accordance with the procedure outlined for
the different types of contracts. Any subse-
quent increases or decreases necessary to reflect
the actual cost should be recorded as adjust-
ments to the previously recorded obligations,

7. Contracrs o Cover AcriviTies At Gov-
ERNMENT - OwnNep  Contracror  OPERATED
Prants., Obligations should be recorded for the
fixed fee of the contractor as specified in the con-
tracts, and in addition, the estimated amount
should be recorded to cover production costs for
all production based upon existing production
schedules, provided such schedules do not ex-
tend beyond the life of the contract. If the pro-
duction schedule extends beyond the life of the
contract, it should be computed on the basis of
the production schedule up to the date of the
expiration of the contract. The amount of such
obligations should be recorded at the time the
contracts or production schedules are submitted
to the contractor. :

16. Obligation Adjustments

It should be noted that contract renegotiation
agreements under Public Law 528, approved’'28
April 1942, as amended, providing for adjust-
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ments in amounts otherwise payable under
prime fixed-price contracts or in the fixed fees
of cost-plus-a-fixed-fee contracts will necessitate
equivalent reduction in the recorded obligations.
Likewise, adjustments in the amounts of con-
tracts and other obligating instruments result-
ing from company pricing programs, price re-
determinations, price adjustments, etc., will

1 Oct 46

necessitate equivalent adjustments in the re-
corded obligations,

17. Claims

The method of recording obligations repre-
sented by claims administratively approved and
forwarded to higher authority for direct settle-
ment is outlined in paragraph 10L.
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CHAPTER 3
METHODS OF MAKING FUNDS AVAILABLE FOR OBLIGATION

18. General

a. Appropriated funds are made available
for obligation at field installations or at oper-
ating agency headquarters which, for the pur-
pose of incurring obligations, act in the ca-
pacity of field installations. This distribution
is accomplished by the following methods:

(1) Issuance of an allotment.

(2) Issuance of a suballotment.

(3) Issuance of an obligation authority.

(4) Citation of funds on a requisition.

b. The purpose served by each method, the
circumstances in which the respective methods
are appropriately employed, references to pre-
seribed forms, and general provisions relating
to their use, are stated below in this chapter.

-19. Allotments

Funds received at an npm':lfing"I agency head-
quarters by allocation under procedure pro-
vided in TM 14-701 may be allotted to field in-
stallations or to the headquarters of another
operating agency (acting as a field installa-
tion). Allotted funds are available for direct
obligation by the recipient installation within
the terms stated on the allotment document or,
with reference to open allotments, the terms of
instructions released in connection with the
establishment of the open allotment accounts.
Allotments are of three types, described as
follows:

a. Administrative allotments are issued to
finance the normal operating costs (except di-
rect and indirect manufacturing costs) of an
installation, including authorized ecasual or
local procurement for operation of the installa-
fion. Administrative allotments will be re-
ceived by installations on WD AGO Form
14127 (Administrative Allotment).

b. Procurement issued to
finance procurement involved in a procurement

allotments are

or supply program which is conceived, con-
trolled by, and is the prime responsibility of

the operating agency issuing the allotments,
Specifically, procurement allotments will not
be issued by army areas or by other operating
agencies to finance army area type activities.
Procurement allotments will be received by in-
stallations on WD AGO Form 14-126 (Pro-
curement Allotment).

¢. Open allotments may be similar in purpose
to either administrative or procurement allot-
ments and are established to finance activities
not requiring the distribution of funds in
limited amounts by specific documents issued to
particular installations. Open allotments pro-
vide accounts to which obligations may be
charged without regard to amount, provided
that the obligations are of the nature specified
in the instructions relating to the use of the
respective accounts. The publication of open
allotment accounts is initiated by the operating
agency having administrative responsibility for
the appropriation or subappropriation involved
and is effected only with the concurrence of the
Budget Officer for the War Department. Open
allotment accounts will either be published in
the War Department Fiscal Code, or, if avail-
able for use on a restricted basis, be published
by the responsible operating agency in instruc-
tions to its installations. In respect to trans-
actions affecting open allotment accounts, no
accounting or reporting will be accomplished
by field installations.

20. Suballotments

a. Funds received either by administrative
allotment or procurement allotment may be
suballotted to an installation or headquarters
acting as an installation for the purpose of in-
curring obligations. Each suballotment will be
issued for a specific amount and, if more than
one appropriation or project account is cited
thereon, a limiting amount will be stated in re-
spect to each classification,

b. This method of financing is adapted for

7
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use by an operating agency receiving an allot-
ment. to cover an interservice order, and is ap-
propriate for distribution of the funds involved
to the installation(s) under its jurisdiction
where the actual obligations applicable to the
order are to be incurred.

¢. The suballotment of funds is also appro-
priate as a means by which one installation may
finance continuing requirements for which it
has responsibility at another installation as, for
example, recurring loeal purchases at posts,
camps, and stations which are chargeable to
funds allotted to depots. Except for such a
purpose, however, the use of suballotments be-
tween installations will be held to a minimum.

d. Ordinarily, funds received by suballot-
ment will not be further suballotted.

e. Suballotments will be issued on WD AGO

Form 14-106 (Suballotment), as explained in ,

appendix IT.

21. Obligation Authorities

@. The amounts of funds received by admin-
istrative allotment or procurement allotment
may be made available for obligation at an-
other installation by issuance of a WD AGO
Form 14-114 (Obligation Authority). In in-
frequent instances, as explained herein, the
amount of an obligation authority, received
may be diverted or redistributed by the original
recipient through issuance of a subsidiary obli-
gation authority. Although this form is not
interchangeable with the suballotment, it per-
mits local requirements of certain types to be
financed without a covering suballotment of
funds, and thereby reduces the number of sub-
allotments to be accounted for as well as the
number of related reports.

b. The types of obligations which may be an-
thorized on this form will be limited to the fol-
lowing :

(1) Local purchases of items required for
immediate use which cannot be supplied by issue
in sufficient time to meet an emergency need of
the requisitioning agency.

(2) Obligations of a nonrecurring nature.

(3) Purchases of items which require admin-
istrative restrictions or controls on the basis of
the considerations enumerated in ¢ below.

(4) Obligations by installations or units
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without facilities for keeping fiscal accounts.

¢. The types or categories of purchase items
to be included in the classes enumerated in b
above, particularly with respect to restricted or
controlled items, will be determined by the op-
erating agency, or installations under its juris-
dietion, to which procurement responsibility for
the items involved has been assigned. Such de-
terminations in respect to restrieted or con-
trolled items will be based on such bona fide
considerations as limited procurement funds,
scarcity of supply, administrative restrictions
as to use or availability, and the necessity for
the issuing installation to review the obligating
and expenditure documents pertaining to such
procurement as a means of insuring compliance
with such determinations.

d. Except as provided in b (1) and (3) above,
the obligation authority will not be used in lieu
of a suballotment to finance recurring procurve-
ment or expenses at installations which have fa-
cilities for keeping fiscal records.

e. An obligation authority is not of a continu-
ing nature and cannot be extended over an in-
definite or long period of time. Normally, an
obligation authority will be limited to 30 days
from the date of issuance. When considered
desirable by the issuing installation, the period
of availability for incurring obligations may be
extended to a total of 90 days. In no case,
however, will the period of availability be ex-
tended beyond the end of a fiscal year.

f- Obligation authorities will be issued in
specific amounts, but since the amount author-
ized will be, in most cases, an estimate of costs
involved, instructions should be given as to what
variation will be permitted if the amount spec-
ified does not cover the costs. If the instruc-
tions do not state such a permissible variation,
the amount specified on the document will not be
exceeded. In case the amount is insufficient for
the intended purpose, it will be necegsary for the
receiving installation to request a supplemental
obligation authority.

¢. In certain instances, an installation receiv-
ing an obligation authority may find it neces-
sary to redelegate the authority involved, either
in whole or in part, to another installation.
Such a necessity might arise when agsigned re-
sponsibility for procurement, in connection
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with which an obligation authority has been
furnished, is delegated by the installation to
which assigned. For example, a depot which
is financed by means of obligation authorities
might authorize the local purchase at a post,
camp, or station of certain supplies ordinarily
purchased and distributed by the depot and nor-
mally charged to one of the obligation author-
ities held by the depot.
the recipient of an obligation authority may is-
sue one or more subsidiary obligation author-
ities.

h. With respect to the issuance of subsidiary
obligation authorities, a copy of each subsidiary
obligation authority issued will be forwarded
promptly to the original issuing installation.
Any subsidiary obligation authority issued must
cite the funds quoted on the parent authority
and similarly designate the name, address, and
station number of the original issuing installa-
tion. The restrictions as to types of obligations
which may be authorized by obligation author-
ity will apply equally to all subsidiary authori-
ties issued, and the expiration dates of subsidi-
ary authorities will be fixed to coincide with
the expiration dates of the related parent au-
thorities. An installation receiving a subsid-
iary obligation authority will effect transmit-

In this or similar cases,

tal of the completed instrument and copies of
all related obligation documents to the installa-
tion which issued the parent authority (as in-
dicated by the station number appearing on the
subsidiary authority).

i. Although the issuance of an obligation au-
thority is not actually a transaction which le-
gally reserves an appropriation or fund for
expenditure, it is so considered as a matter of
accounting convenience, except at the close of a
fiscal year when actual legal obligations appli-
cable to the allotment accounts of the closing
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fiscal year are determined and entered. Ac-
cordingly, in paragraphs 23
throngh 35, the amount of an obligation au-

thority, when issued, is recorded as an obliga-

as explained

tion in the accounts of the issuing installation,
to reduce the unobligated balance of funds.

4. Installations receiving obligation authori-
ties are, in effect, agents of the installation issu-
ing the authorities and will follow any instruec-
The station
number of the issuing installation and the ob-
ligation authority number will be shown on all
purchase orders or other obligating instruments
and on expenditure vouchers processed pursu-
ant to an obligation authority, and copies of
all these instruments and vouchers, in addition
to the obligation authority itself, will be routed
to the issuing installation. Since the basic ac-
counting for an obligation authority is per-
formed at the issuing installation, the receiving
installation will maintain informal accounts for
the sole purpose of assuring that the amount
stated will not be overobligated. For this pur-
pose, the reverse side of the obligation authority
form is provided with columns for entering the
amounts of obligations incurred and the unobli-
gated balance.

tions indicated on the documents.

. Instructions as to the preparation and rout-
ing of the WD AGO Form 14-114 are contained
in appendix ITL.

22. Citations of Funds on Requisitions

Funds received by allotment or suballotment
may be cited on requisitions processed under
the provisions of paragraphs 70 through 78.
Such requisitions cover interservice orders, All
pertinent information concerning fund citations
and the accounting therefor is contained in
chapter 6. .
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CHAPTER 4

ACCOUNTING FOR ADMINISTRATIVE ALLOTMENTS AND
PROCUREMENT ALLOTMENTS RECEIVED

23. General

Accounting for allotments is probably the most
widespread fiscal activity in the War Depart-
ment, involving as it does practically every field
installation, tactical organization, and operating
agency headquarters, It follows, therefore, that
if the over-all fiscal position of the War Depart-
ment is to be currently determinable on a sound
and reasonable basis, the underlying allotment
accounts must be maintained on a comparable
basis and under uniform basic concepts. This
chapter comprises an explanation of the proce-
dures to be followed in accounting for adminis-
trative allotments and procurement allotments
received by an installation.

24. Types of Specific Allotments

a. As indicated in TM 14-701, there are two
kinds of specific allotments issued to field in-
stallations, namely, administrative allotments
and procurement allotments.

b. Administrative allotments are issued by
operating agencies for the purpose of financing
the normal operating costs (except direct and
indirect manufacturing costs) of installations,
including authorized casual or local procure-
ment necessary for operation of such installa-
tions. Such allotments are issued on WD AGO
Form 14-127.

¢. Procurement allotments are issued by oper-
ating agencies for the purpose of financing a
procurement or supply program, the prime re-
sponsibility for which rests with the operating
agency issuing the procurement allotment.
Such allotments are issued on WD AGO Form
14—-126.

25. Allotment Ledger

Fach installation responsible for accounting for
allotments of funds will maintain an allotment
ledger. Separate groups of accounts will be
maintained for administrative allotments and
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for procurement allotments. Within each
group a separate account will be established per-
taining to each limiting amount designated in
the underlying allotment advices. In addition,
provision will be made for classifying the sub-
sequent accounting transactions pertaining to
administration of the allotments in terms of the
appropriations and project accounts affected.

26. Alternative Allotment Ledger Forms

a. WD AGO Form 14-85 (Allotment Ledger
(Obligations) ) is a ledger form providing col-
umns for recording the amounts of allotments
received, obligations incurred, expenditures,
and the unobligated balance of the allotment.
An explanation of this form is included in ap-
pendix I.

6. WD AGO Form 14-102 (Allotment
Ledger (Commitments) ) includes an additional
column for recording the amounts of commit-
ments authorized and provides for the uncom-
mitted balance of the allotment rather than the
unobligated balance. An explanation of this
form is included in appendix 1.

¢. Each operating agency will determine
which of the two alternative ledger forms will
be used by field installations under its command
jurisdiction and will issue appropriate instrue-
tions. All field installations under the jurisdic-
tion of the same operating agency will be re-
quired to use the same allotment ledger form
regardless of the sources from which funds are
received,

27. Documents Entered fto
Allotment Accounts
Following are explanations of the purposes
and uses of the various types of documents used
as posting media in accounting for allotments.
a. Arrorymunts Recerven. Upon receipt of

a WD AGO Form 14-126 or a WD AGO Form
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14-127 each limiting amount designated therein
will be entered in a separate allotment ledger
account.

b. Coammrraents Avurnorizep. Installations
which have been authorized by the operating
agency having command jurisdiction to use WD
AGO Form 14-102 will record the amounts of
commitments against available funds on the
basis of WD AGO Form 14-115 (Purchase Re-
quest and Commitment Form) and other docu-
ments preseribed as commitment forms. An ex-
planation of WD AGO Form 14-115 is included
as appendix I'V. Obligations not preceded by a
formally recorded commitment document will
be recorded concurrently with the obligations
All adjustments
to recorded obligations and expenditures will

as commitments authorized.

also be recorded as adjustments to the related
commitments, Canceled
other adjustments representing reductions of
previously recorded commitments will be en-
tered in the accounts as contra (reverse) entries.

¢. Osrigarions Incurrep. (1) Since allot-
ment advices prescribe limitations upon the
amount of obligations which may be incurred,

l..‘(lI]I]I']it']I]t".IH:-' ;m(l

the several allotment ledger accounts should be
charged with all known obligations as they are
incurred (see pars. 13 through 17 for the con-
cept of obligations and the principles for de-
necessary, the
amounts of obligations incurred). Obligations
are generally represented by the following doe-
uments which should be recorded in the accounts
prior to or simultaneously with their release to
contractors, vendors, etc.:

termining, or estimating if

(@) Purchase orders.

(b) Service contracts,

(¢) Rental contracts.

(d) Construction and procurement contraets.

(¢) Obligation authorities.

(2) Certain obligations usually are ineurred
without being evidenced by formal obligating
documents. These include personal services,
rent, light,
power, and deliveries made on indefinite con-
tracts and price agreements. Obligations of
this nature can usually be estimated readily
for accounting purposes. WD AGO Form
14-84 (Miscellaneous Obligation Document),
an explanation of which is included as appen-

communication services, heat,

723612°—46—2
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dix V, is provided as a posting medium for re-
cording such estimated obligations. The
monthly obligations for regularly recurring
charges, such as pay rolls for regular em-
ployees and fixed service charges, should be
recorded in the accounts as early in each month
as reasonably accurate estimates of the amounts
involved can be determined.

(3) Any adjustment to previously recorded
obligations, either as an increase or decrease,
and whether represented by a formal obligation
instrument or estimated on a miscellaneous obli-
gation document for recording purposes, should
be entered in the accounts as soon as the neces-
sity for the adjustment is evident and the
amount thereof s ascertained. The amounts
ot canceled obligations and any other adjust-
ments representing decreases in previously re-
corded obligations, including decreases repre-
sented by expenditure refunds, will be entered
in the accounts as contra (reverse) entries,

d. Expexprrures. (1) As defined in TM
14-700, expenditures represent the amounts of
vouchers or other documents, less refunds re-
ceived, which have been entered in the fiseal
accounts as final charges against an appro-
priation.

(2) Expenditure vouchers will be entered in
the allotment accounts as expenditures when
copies of the paid vouchers are received by the
fiscal organization from the disbursing officer.

(3) Exceptions to this procedure are charges
for transportation costs (for both persons and
things) under appropriations for which appli-
cable open allotment accounts have not been
established and any other payments or settle-
ments (other than direct settlements on claims),
made centrally by the Chief of Finance. Such
items should be recorded as expenditures at the
time the obligations are recorded and/or when
the documents are forwarded to the Chief of
Finance for settlement or disposition. The
amounts of such expenditures will ordinarily
be the same as the amounts of the corresponding
obligations. (For procedures involved in re-
cording expenditures on claims sent to the
Chief of Finance for direct settlement, see
paragraphs 101 and 102.)

(4) Expenditure refunds, canceled checks,
and other adjustments representing deductions

11




T™™ 14-702

in previously recorded expenditures will be en-
tered in the accounts as contra (reverse) entries.

28. Partial Payment Record

When more than one payment is required to
liquidate an obligation, a partial payment record
will be maintained to reflect the detail amounts
of the expenditure vouchers which are processed
as partial payments and the current unliqui-
dated balance of the obligation. Such records
are most conveniently filed as attachments to
the respective related obligating instruments re-
tained in the unliquidated obligation file. For
maximum utility, partial payment records must
be kept posted currently and should reflect en-
tries for all applicable expenditures posted in
the allotment ledger. An explanation of the
form provided for this purpose, WD AGO Form
14-83 (Partial Payment Record), is included as

appendix VL.

29. Use of Transaction Registers

@. In large installations the volume of allot-
ment account transactions will usually warrant
the use of specially designed registers. Such
registers may be used to record transactions in
chronological order segregated according to the
accounts involved and, under this procedure,
postings to the allotment accounts will be made
in summary from the registers rather than di-
rectly from the original documents. Included
as appendix VII is a deseription of WD AGO
Form 14-31 (Register of Obligation Incurred)
and, as appendix VIII, a description of WD
AGO Form 14-32 (Register of Expenditures),
both of which are designed for operation in the
described manner.

b. It desirved, however, registers may be op-
erated to provide a transaction control by the
posting of summary amounts to the registers
and detail amounts in the allotment accounts.
If a particularly large volume of transactions
is handled, doecuments may be blocked or seg-
regated in lots pertaining to separate account
classifications for posting by lot total to a reg-
ister. The register may be established to main-
tain control totals for all appropriations, for
individual appropriations, for subappropria-
tions, or for other account classifications, de-

12
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pending upon the volume and diversity of trans-
actions. In all cases under this method, totals
for the month and cumulative from the incep-
tion of the account are computed on the register
and serve as proof of the comparable allotment
ledger totals. If such a procedure is authorized
by the major command or operating agency
having jurisdiction, WD AGO Form 14-103
(Control Register of Transactions), an explana-
tion of which is included as appendix IX, will
be used.

30. Accounting for Working Fund Allot-
ments and Allotments by Major Project
Groups

When an installation receives a working fund
allotment or an allotment by major project
groups, it will be necessary to classify obliga-
tions and expenditures according to the project
accounts involved. To accomplish this, such an
allotment may be accounted for under the fol-
lowing procedure (all references to working
fund allotments apply equally to allotments by
major project groups) :

a. Establish allotment accounts as follows:

(1) A basic account in the allotment ledger
for the working fund allotment, without refer-
ence to project accounts.

(2) A supporting allotment ledger account
for each project account which becomes acti-
vated.

b. Upon receipt of the working fund allot-
ment advice, the total amount will be entered in
column 6 of the basic allotment ledger account.

¢. Based on administrative determination, in-
itial and supplemental transfers will be made
from the basic allotment account to the support-

ing projeet accounts in amounts considered sufli-
cient to provide for contemplated obligations
under the several project accounts to be in-
volved. Such transfers will be recorded as de-
creases in column 6 of the basic allotment ac-
count and as offsetting increases in column 6 of
the supporting project accounts. The balance
remaining in the basic allotment account at any
given time will represent the undistributed bal-
ance of the working fund allotment at that date.

d. Obligations and expenditures will be posted
to the appropriate supporting project accounts
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in the same manner as is prescribed for specific
allotments. Such transactions will not be posted
to the basic allotment account.

31. Alternative Procedure

An alternative method of accounting for work-
ing fund allotments or allotments by major
project groups may be used, as follows:

a. A single allotment ledger account will be
established for the amount of the allotment ad-
vice, without reference to the project accounts
which may be involved.

b. As individual transactions are recorded in
the account, the applicable project account codes
will be entered in column 5 (Code) of the allot-
ment ledger.

¢. Subsequent analyses of the ledger entries
can be made on work sheets to determine the
respective totals of similarly classified items, as
required for the preparation of reports or for
other purposes. )

32. Accounting for Suballotments

a. Where an installation finds it necessary to
issue suballotments, the following accounting
requirements will be observed :

(1) For each allotment account involved, a
separate account or accounts for the suballot-
ment (s) issued thereunder will be established.

(2) At the time a suballotment is issued, the
amount thereof will be recorded as a contra (de-
crease) entry in column 6 of the underlying al-
lotment account, and as an increase entry in col-
umn 6 of the related suballotment account.

(3) Transactions will be posted each month
from the suballotment status reports to the re-
lated suballotment accounts.

(4) Transactions in the suballotment accounts
will be combined with the transactions shown in
the related underlying allotment account when
monthly reports on the status of allotments are
prepared.

(5) After an individual suballotment has heen
completed and the unused balance withdrawn,
the suballotment account will be closed into the
related allotment account by reversing the en-
tries in the suballotment account and entering
the same totals in the corresponding transac-
tions columns of the allotment account. If sep-
arate accounts are established for each suballot-
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ment, pursuant to (1) above, these entries will
produce “zero” balances in the columnar totals
of the suballotment accounts.

b. Suballotments will be issued on WD AGO
Form 14-106, as explained in appendix I1, Each
suballotment will be issued for a specific amount ;
if more than one appropriation, or project, is
cited thereon, a limiting amount will be stated
in respect to each classification. Ordinarily.
funds are suballoted only by fiscal organizations
which are accountable for the underlying allot-
ments and, as a rule, will not be further subal-
loted.

¢. Since the accounting transactions involved
in the administration of suballotments are bas-
ically the same as those involved in the admin-
istration of allotments, the instructions con-
tained herein pertaining to accounting for al-
lotments will also be generally applicable in re-
spect to the accounting for suballotments re-
ceived. However, where suballotments are in-
volved, appropriate changes should be made in
the descriptive headings of applicable account-
ing and report forms. Reports will show ap-
plicable suballotment numbers in addition to the
allotment numbers.

33. Accounting for Commitments

a. Two optional methods of accounting for
commitments, when such accounting is required,
are provided as follows:

(1) By use of WD AGO Form 14-85 (Allot-
ment Ledger (Obligations) ) without a commit-
ment column, plus the use of WD AGO Form
14-119 (Commitment Control Sheet). An ex-
planation of the control sheet is included as ap-
pendix X.

(2) By use of WD AGO Form 14-102 (Al-
lotment Ledger (Commitments)) in which a
commitment column is provided. Commitment
transactions under this method will be ac-
counted for with the same aceuracy as and in
similar detail to obligation and expenditure
transactions, The ])i‘m'(’tillt'i\:-' i })pli(’niylt’ to the
use of this form are explained in appendix I.

b. All field installations will be required to
accourit for commitments with respect to admin-
istrative allotments.
will determine which of the foregoing two

Each operating agency

methods of accounting for commitments will be

13
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followed by field installations under its juris-
dietion and will issue appropriate instructions.
All field installations under command jurisdic-
tion of the same operating agency will use the
same method in accounting for commitments,
regardless of the source of the funds.

¢. It is optional with each operating agency
as to whether commitment accounts are to be
maintained by field installations under its juris-
diction with respect to procurement allotments.
If commitment data are to be maintained on
procurement allotments at field installations,
the method of accounting for commitments as
prescribed by the operating agency for adminis-
trative allotments will be used in connection
with procurement allotments and will meet the
same requirements as to accuracy and detail.

d. WD AGO Form 14-115 (Purchase Request
and Commitment Form), is provided for use in
accounting for commitments. Either this form
or another form as may be preseribed in con-
nection with the purchase procedure applicable
to the class of installation invelved will be used
in accounting for commitments under adminis-
trative allotments. This form also may be used
in accounting for commitments under procure-
ment allotments. If commitment accounting 1s
required with respect to procurement allotments
and Form 14-115 is not suitable under the pur-
chasing procedures of the installations of an op-
erating agency, an appropriate alternatiye form
will be preseribed by the operating agency for
use by installations under ifs jurisdiction. The
purposes of the Purchase Request and Commit-
ment Form, or similar forms, are:

(1) To furnish a document which evidences
the first step in procurement and which can be
serntinized by all interested officials at the in-
stallation in advance of ‘actual purchase nego-
tiation.

(2) To provide a medium on which the fiscal
officer can indicate his approval and his certifi-
cation as to availability of funds and correet-
ness of charges.

(3) To provide a medium to evidence a com-
mitment of available funds.

14
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34. Principles Involved in
Adjusting Obligations

a. In addition to the routine adjustments to
recorded obligations (par. 27e (3)) which re-
sult from discounts, minor invoice changes, ete.,
it frequently becomes necessary to make other
adjustments which are sometimes comparatively
large in amount.

b. All such adjustments, with the exception
of those covered in ¢ (2) below, in connection
with termination of contracts, should be re-
corded as soon as possible after notice thereof
is received and on the basis outlined in para-
graph 2f, appendix I. Entries should be sup-
ported by the documents evidencing the changes
in the amounts of obligations, such as change
orders, supplemental agreements, renegotiation
agreements, ete.

¢. Adjustments due to terminations or reduc-
tions in contracts which are the result of revi-
sions, cut-backs in procurement programs, or
adjustments in unit prices should be made as
follows:

(1) Upon issuance of a notice of contract
termination, reduction, or price adjustment,
steps will be taken immediately to reflect in the
applicable fiscal acconnts the amount by which
previously recorded obligations are to be re-
duced as a result of such contract termination,
reduection, or price adjustment.

(2) If it appears that a contract affected by
such a notice of termination, reduction, or price
adjustment can be formally amended or revised
prior to the end of the month when such notice
is issued to evidence within that period the re-
duced liability of the Government resulting
therefrom, adjustment of the related obligation
recorded in fiscal accounts will be made con-
currently with the processing of the formal
amendment or revision of the contract.

(3) If it appears that a contract cannot be
formally amended or revised prior to the end
of the month when such notice is issued, the
related obligation will be adjusted to reflect a
conservative estimate of the anticipated redue-
tion in the Govermment’s liability as a result of
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the termination, reduction, or adjustment. The
estimate will be based on the best information
then obtainable and will be adjusted in fiscal
accounts from time to time thereafter to reflect
any major changes which, in the light of cur-
rent information, appear justified. The ad-
justment of the obligation made on the basis of
such an estimate will be supported by a memo-
randum statement or document retained by the
fiscal office of the installation administering
the contract. This statement or document
should indieate the amount of the estimated
change in the Government’s liability, the basis
or source on which the estimated change was

T™ 14-702

determined, and the effective date of the change.
Similar memorandum statements or documents
will be prepared in connection with any sub-
sequent Memorandum statements
should bear the signature or initial of the esti-
mating official.

1'{‘-‘-'1:-'1( H1S.

35. Posting Initials and Date

All documents which are posted to ledgers,
registers, or other accounting records should be
marked “posted” and should be dated and
initialed to identify the date of posting and the
person who made the posting.

15
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CHAPTER 5
ADJUSTMENTS IN FISCAL RECORDS

36. General

The procedures preseribed in this chapter will
govern the making of adjustments in fiscal ac-
counts both in respect to the correction of er-
rors and in respect to effecting transfers between
aceounts.

37. Adjustments will be effected pursuant to
the procedures prescribed herein by means of
the applicable form from among the follow-
ing:
. WD
Voucher).

b. FD Form 32 (Advice of Corrections).

¢e. WD AGO Form 14-104 (Transfer Adjust-
ment Voucher).

d. WD AGO Form 14-105
Adjustment Document).

AGO Form 14-37

(Correction

=

( Miscellaneous

38. Each of the listed forms provides for
identification of the field installation where it
is prepared and the complete account classifica-
tions involved. Except for FD Form 32, each
form will be signed by the fiscal officer of the
installation where prepared, and, if the accounts
of another field installation are involved, the
form will be routed for approval by the fiscal
officer of that installation. Disbursing officers
will approve all WD AGO Forms 14-37 which
affect General Fund receipt accounts, appropri-
ation receipt accounts, or two or more appro-
priations or appropriation limitations.

39. The purposes served and the circumstances
in which the use of each form is appropriate
are explained in the following paragraphs.

40. WD AGO Form 14-37 (Correction

Voucher)
The purpose of the correction voucher is to
provide a posting medium for correcting er-
roneous entries in fiscal accounts involving doc-
uments which have been processed through a
disbursing officer’s accounts and /or the Account-
ing Division, Army Finance Center, Building
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203, St. Louis 20, Mo.
adjustments accomplished by use of this form
must relate to and be identified with one or more
previous expenditure or collection vouchers.

In all cases correcting

41. Adjustments on this form will be processed
to correct previous entries in the accounts for
expenditures or collections found to have been
erroneously classified as to one or more of the
following:

a. Appropriation symbols,

b. Appropriation limitations.

¢. Allotment accounts.

d. Project accounts.

e. Object class codes.

f. Station numbers of fiscal installations.

g. Appropriation reimbursements.

h. Appropriation receipts (special and trust
funds).

4. Miscellaneous receipts (General Fund),

42. The following procedures will be appli-
cable for the initiation and processing of adjust-
ments when the error involved is discovered by
a field installation.

a. If the error is discovered by the field in-
stallation maintaining the account affected, the
correction voucher will be prepared by the fiscal
office of that installation pursnant to the in-
structions contained in appendix XI. An indi-
vidual WD AGO Form 14-37 must be prepared
for each disbursing officer’s account involved,
and for each type of transaction (disbursement
or collection) being adjusted.

b. If the erroneous classification ig to an ap-
propriation or appropriation limitation, re-
cardless of whether or not allotment accounts,
project accounts, object class codes, or fiscal sta-
tion numbers are affected, a separate form will
be prepared for each voucher being adjusted.
An exception is made to this rule for adjust-
ments of the trust fund receipt account 218135.2,
Contributions, Civil Service Retirement and
Disability Fund, in which case the form may be
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prepared to cover more than one voucher within
the same accounting period of the disbursing
officer. In either case the form will be—

(1) Prepared in quadruplicate;

(2) Transmitted in triplicate to the disburs-
ing officer who accounted for the original item,
for his concurrence and signature;

(8) Certified by the disbursing officer and
forwarded in triplicate by him to the Account-
ing Division, Army Finance Center;

(4) Used by the Accounting Division, Army
Finance Center, as a basis for effecting the re-
quired adjustment;

(5) Validated by the Accounting Division,
Army Finance Center, to show the date the ad-
justment. was taken into the accounts of that
office, after which a validated copy will be re-
turned, through the disbursing officer involved,
to the fiscal office of the installation maintaining
the account.

¢. If the erroneous classification affects allot-
ment accounts, project accounts, object class
1_'{':if(:t'-i, fiseal station mummbers, or :1])]_)['(1|)1'i:1ihlll
reimbursement accounts, but involves only one
field installation and does not affect appropria-
tions or appropriation limitations, the form may
be prepared to cover more than one voucher and
more than one accounting period of the disburs-
ing officer concerned, and will be—

(1) Prepared in triplicate;

(2) Transmitted in duplicate direct to the
Accounting Division, Army Finance Center ;

(3) Validated by the Accounting Division,
Army Finance Center, to show the date the ad-
justment was taken into the accounts of that
office, after which a validated copy will be re-
turned to the fiscal office of the installation
maintaining the underlying allotment account.

d. If the correction voucher involves the al-
lotment accounts of two field installations, but
does not affect appropriations or appropriation
limitations, it will be—

(1) Prepared in quintuplicate

(2) Transmitted in original and three copies
to the other field installation involved for ap-
proval;

(3) Forwarded by the latter installation in
original and two copies to the Accounting Divi-
sion, Army Finance Center;
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(4) Validated by the Accounting Division,
Army Finance Center, to show the date the ad-
justment was taken into the accounts of that
office, after which a validated copy will be re-
turned to each of the installations involved,

e. If the correction voucher involves different
appropriations and the allotment accounts of
two field installations, it will be—

(1) Prepared in sextuplicate;

(2) Transmitted in original and four copies
to the other field installation involved for ap-
proval ;

(8) Thereafter transmitted by the latter field
installation in original and three copies to the
disbursing officer who accounted for the original
item for his concurrence and signature;

(4) Transgmitted by the disbursing officer in
original and three copies to the Accounting Di-
vision, Army Finance Center.

(5) Validated by the Accounting Division,

Army Finance Center, to show the date the ad-
justment was taken into the accounts of that
office, after which two validated copies will be
returned to the disbursing officer for distribu-
tion to each of the installations involved,
#. If the adjustment involves only station
numbers or if the adjustment as stated on the
form is obviously correct and proper and, in the
absence of controversial factors, approval by
the fiscal officer of the other field installation
concerned would be merely routine, the fiscal
officer of the initiating installation is author-
ized to sign for both field installations in the
spaces indicated for such approval.

43. General Accounting Office notices of ex-
ception requiring adjustment of classifications
to appropriations or appropriation limitations
are directed by that office to the disbursing of-

ficer in whose accounts the exceptions are taken.

In such cases the disbursing officer will request.
the preparation of the necessary WD AGO
Form 14-37 by the fiscal officer of the installa-
tion maintaining the underlying allotment ac-
count. Such preparation, and the subsequent
processing of the form, will be accomplished
in accordance with the provisions of para-
graph 425,

44. a. The following types of transactions are
not applicable to field fiscal accounts and copies
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of the accomplished vouchers involved are not
transmitted to field installations by disbursing
officers:

(1) Appropriation reimbursements.

(2) Appropriation receipts (special and
trust funds).

(3) Miscellaneous receipts (General Fund).

(4) Transactions affecting open allotments:

b. In the event adjustments of these types of
transactions are required, they may be initiated
either by disbursing officers or fiscal offices of in-
stallations or agencies discovering the errors, by
means of WD AGO Form 14-37. Processing
of such forms will be in accordance with para-
graph 42,

45. When adjustments are processed to correct
expenditures or collections which were cleared
through the accounts of disbursing officers
whose retained records have been sent to the
Central Retained Accounts Office, the latter of-
fice will act in the capacity of the disbursing
officer in complying with applicable portions
of the procedures provided in this chapter.

46. Adjustments made on WD AGO Form
14-37 which relate to discontinued or super-
seded account classifications will be converted
to and recorded as applicable to the related cur-
rent account classifications shown in the War
Department Fiscal Code as being available for
obligation and/or expenditure.

47. An explanation of WD AGO Form 14-37
is included as appendix XTI,

48. FD Form 32 (Advice of Corrections)

The advice of corrections is prepared by the.

Accounting Division, Army Finance Center, for
initiating corrections in the account classifica-
tions of transactions shown on documents proc-
essed by these offices. Copies of the form re-
ceived by field installations will be used as
posting media for effecting necessary correc-
tions in the accounts maintained at the installa-
tions. Copies transmitted through disbursing
offices will be used by disbursing officers in ref-
erencing their retained copies of the documents
involved in the correcting adjustments.
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49. In the case of adjustments involving an
appropriation or an appropriation limitation,
the FD Form 82 will be transmitted to the field
fiscal office(s) involved through the disbursing
officer in whose accounts the erroneous expendi-
ture or colléction voucher was processed.

50. If an adjustment stated on a FD Form 32
is concurred in by the fiscal officer in whose ac-
counts the adjustment is intended to apply, ap-
propriate entries will be made in the fiscal ac-
eounts and no further action will be required.
I'f, however, the fiscal officer does not concur in
the adjustment as stated on the form, the indi-
cated entries will not be made in the fiscal ree-
ords, and the fiscal office will initiate and proe-
ess a reversing adjustment on WD AGO Form
14-37.

51. An explanation of the Advice of Correc-
tions, FD Form 32, is included as appendix
XII.

52. WD AGO Form 14-104 (Transfer
Adjustment Voucher)
The transfer adjustment voucher will be used
as the accounting document to cover the trans-
fer of goods or services when related charges
for obligations or expenditures are authorized
to be transferred between allotment, project or
object accounts within the same appropriation.
It may involve the accounts of one or more field
installations.
use in effecting transfers to the account “Reserve
for Settlement of Claims” (ch. T7) and for use
in effecting other transfers as may be authorized
under special procedures. This form will not
be used in any case for adjustments affecting two
appropriations or for the correction of errors
in account classifications.

The form is also designed for
=

When errvors are in-
volved in transfers accomplished by the transfer
adjustment voucher, a supplemental WD AGO
Form 14-104 will be prepared to accomplish the
correction,

53. If the accounts of two field installations
are affected, the transfer adjustment voucher
will be prepared in the fiseal office of the instal-
lation maintaining the account(s) tobe credited.
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54. In the use of this form in connection with
the processing of claims (ch. 7) or in connec-
tion with other special procedures involving
transfers between accounts under the same ap-
propriation, instructions as. to the number of
copies to be prepared and their distribution, to-
gether with other pertinent requirements relat-
ing to the form, are included with the separately
stated procedures applicable to such special uses.
Except in those cases, the form will be prepared
and transmitted as indicated in @ and & below.

a. If the transfer adjustment voucher affects
the accounts of only one installation, it will be—

(1) Prepared in triplicate;

(2) Forwarded in original and one copy to
the Accounting Division, Army Finance Cen-
ter 3

(3) Validated by the Accounting Division,
Army Finance Center, to show the date the ad-
justment was taken into the accounts of that
office, after which a validated copy will be re-
turned to the installation involved.

b. If the transfer adjustment voucher involves
the accounts of two field installations, it will
be—

(1) Prepared in quintuplicate;

(2) Transmitted in original and three copies
to the other field installation involved for ap-
proval as to funds charged ;
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(8) Thereafter forwarded by the latter field
installation in original and two copies to the
Accounting Division, Army Finance Center;

(4) Validated by the Accounting Division,
Army Finance Center, to show the date the ad-
justment was taken into the accounts of that
office, after which a validated copy will be re-
turned to each of the installations involved.

55, An explanation of WD AGO Form 14—
104 is included as appendix XIII.

56. WD AGO Form 14—_—-105 (Miscellaneous
Adjustment Document)

This form will be used as the posting medinm
in making corrections and/or transfer adjust-
ments which can be fully accomplished in the
accounts of a single field installation. It is ex-
clusively a form for internal use at a field in-
stallation and is not intended for routing be-
tween offices or for use in any instance involving
entries in the acecounts at two field installations,
a disbursing office, the Accounting Division,
Army Finance Center.

57. An explanation of WD AGO Form 14-105
is included as appendix X1IV.
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CHAPTER 6
INTERDEPARTMENTAL AND INTERSERVICE TRANSACTIONS

Section |. GENERAL
58. Applicability and Purpose

a. The provisions of this chapter are appli-
cable to any agency or component of the War
Department which places or accepts orders un-
der section 601 of the Economy Act (31 U. S. C.
686).

b. Specifically, section 601 of the Economy
Act authorizes the various agencies of the Gov-
ernment to enter into transactions with each
other when it is determined to be in the best in-
terests of the Government, that is, when one
agency is better equipped to procure or furnish
goods, materials, or services than is another and
the goods, materials, or services involved cannot
be furnished as conveniently or as cheaply by
private agencies.

¢. The Act also provides for reimbursement
between agencies for such transactions and con-
tains instructions for the methods of financing
the transactions and for disposing of the pro-
ceeds of the reimbursements. The provisions of
the Act apply to transactions between War De-
partment agencies and other Federal agencies
(hereinafter referred to as interdepartment
transactions) as well as to transactions between
operating agencies or installations under juris-
diction thereof within the War Department
(hereinafter referred to as interservice trans-
actions).

d. Since the methods of accounting for and.
in certain instances, financing of transactions
may vary depending upon whether the transae-
tion is interdepartmental or interservice, these
two types of transactions are treated separately
in this chapter, interdepartmental transactions
being covered in section II and interservice
transactions in section I1T.

e. Regardless of whether a transaction under
section 601 of the Economy Act is handled by an
operating agency or a field installation of the
War Department, the agency or installation in-
volved will be considered as acting in the capac-
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ity of a field installation, and as such, will ob-
serve the provisions of this chapter.

f. In accordance with the terminology shown
on the standard forms used in both interdepart-
mental and interservice transactions, the term
“Billing office” is used in this chapter to desig-
nate an operating agency of the War Depart-
ment, an installation under the jurisdiction
thereof, or an operating component of another
Federal agency which performs services or fur-
nishes articles and receives therefor advance
payment(s) or reimbursement.. The term
“Office billed” is used to designate a similar
agency, installation, or component which re-
ceives such services or articles and makes ad-
vance payment(s) or
therefor.

effects reimbursement

Section Il. INTERDEPARTMENTAL
TRANSACTIONS

59. General Types of Interdepartmental
Transactions

a. Interdepartmental orders placed or re-
ceived by War Department components may be
financed in either of two ways:

(1) Advance payments may be made by the
ordering agency. Such advance payments are
established in a working fund account by the
Treasury Department and are available to the
supplying agency through regular channels for
allotment and direct obligation at field installa-
tions or for charge by means of reimbursement
vouchers in case the supplying agency’s own
funds have been previously charged, or

(2) The supplying agenecy may, pursuant to
an agreement with the ordering agency, use its
own funds, subject to reimbursement. by the
ordering ageney at a later date by the use of
reimbursement vouchers.

b. Working funds may be established pur-
suant to an agreement between the War De-
partment component and the other governmen-
tal agency involved or, in the absence of such
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agreement, by request of the supplying agency
where circumstances make it impossible or un-
desirable that the funds of the supplying agency
be used subject to reimbursement at a later date.

c. It is the responsibility of the fiscal officer
of each operating agency to supervise the per-
formance of all agreements on account of which
advances of funds are made to another govern-

=

mental agency, or received from such agency
prior to performance of the service or delivery
of the supplies. In cases involving the acqui-
sition of property, it is the responsibility of the
fiscal officer of the operating agency concerned
to furnish a copy of the receiving report or
other document evidencing receipt of the prop-
erty to the fiscal director of the army area or
other command in which accounting for the
property will be maintained.

60. General Provisions for Reimbursement

a. Provisions applicable to transactions with
governmental corporations and the Govern-
ment Printing Office or which affect nonappro-
priated funds or the general supply fund of the
Procurement Division of the Treasury Depart-
ment, are outlined in paragraphs 66 and 67,
Kxcept as otherwise provided with respect to
such transactions, the accounting for reim-
bursements and advances will be accomplished
by the use of Voucher for Transfers between
Appropriations and/or Fund Accounts, Stand-
ard Forms:

(1) 1080—original disbursement voucher,
white:

(2) 1080a—memorandum disbursement
voucher, yellow;

(3) 1080b—collection voucher, blue;

(4) 1080c—memorandum collection voucher,
oreen.

b. Standard Form 1064 (Schedule of Dis-
bursements) will be used for scheduling the
Standard Form 1080
( Voucher for Transfers Between Appropriation
and/or Fund Accounts) for payments; and
Standard Form 1044 (Schedule of Collections)
will be used for scheduling the collections made
pursuant to such transfer vouchers on Standard
Form 1080b (Voucher for Transfers Between
Appropriation and/or Fund Accounts (Collec-
tion Voucher)).

transfer vouchers on
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¢. The several classes of transactions which
will be consummated by the use of the Standard
Forms prescribed in @ above, together with an
explanation as to the general procedures appli-
cable, are as follows:

(1) Surplus supplies and equipment for
which payment is to be made by the receiving
agency will be listed on the voucher form (or
supporting documents) at their appraised
value.

(2) Special work and shop orders will be
billed to indicate the unit price of such articles
or services furnished or the value of personal
services, materials, and other direct charges and
overhead, comprising the total amount billed.
When vouchers cover expenses incident to the
use of equipment, the following certificate will
be placed upon the statement of account :

“I certify that the amount billed herein represents
cost as determined under section 601, act 30 June
1932 (47 Stat, 417).

In those cases where the account is billed on the
basis of unit costs, such as per hour, per day, per
mile, ete., rather than by itemization of supplies
and services, the unit price used should include
all expenses of operation and maintenance but
not the factor of depreciation.

(3) Reimbursement for personal services
performed by an employee of another govern-
mental agency may be accomplished on the
Standard Forms preseribed herein, provided an
agreement for reimbursement was made prior
to the rendering of such services. Copies of
such agreements will be attached to the trans-
fer voucher in support of the payment.

(4) Supplies and equipment issued from
stock on hand or due in will be listed on the
vouchers, or supporting documents, under the
caption “Issues from Stock,” The unit price
of such items should be the average cost or a
price computed on such basis as will insure
proper reimbursement to the agency. On
vouchers covering the transfer of property
which indicate credit to an appropriation (as
distinguished from miscellaneous receipts), a
certificate will be accomplished as follows:

“I certify that the appropriation to be credited has
been or will be available for stock replacement of equiv-
alent value.”

21




™™ 14-702

In cases where supplies, materials, or equipment
are furnished and replacement is not required
the amount of funds involved will be scheduled
for credit to the appropriate miscellaneous
receipt account(s).

61. Preparation and Completion of
Vouchers for Advance Payments

a. When an operating agency of the War De-
partment, desires to secure an advance pay-
ment from another governmental agency, a re-
quest for an advance payment, supported by a
copy of the agreement or other instrument cov-
ering the performance of services or the fur-
nishing of materials, supplies, etc., will be sub-
mitted by the chief of the operating agency
concerned to the Chief of Finance, who will be
responsible for the preparation and submission
of all documents necessary to secure the advance
payment from the other governmental agency.

b. When an operating agency of the War De-
partment contemplates making an advance pay-
ment to another governmental agency, the trans-
fer voucher for the making of such advance pay-
ment should be billed to the chief of the operat-
ing agency concerned by the billing office and
should be supported by a copy of the agreement
or other instrument covering the performance of
services or the furnishing of materials, supplies,
ete,

(1) Upeon receipt of the transfer voucher by
the chief of the operating agency, a determina-
tion will be made that the correct amounts have
been charged, that the information required to
be shown is furnished, and that the necessary
certificates are signed. Transfer vouchers which
are incomplete will be returned to the billing
office for completion. If the transfer voucher is
properly executed and in order for payment, the
fiscal officer of the operating agency will com-
plete the transfer voucher by inserting in the
spaces indicated therefor the paying office
voucher number, allotment number, symbol and
title of the appropriation, fund, limitation or
project account to be charged and by certifying
Standard Forms 1080 and 1080b for payment.
Standard Form 1064 will be prepared in sextu-
plicate, Standard Forms 1080 and 1080b, to-
gether with the original and 4 copies of Form
1064, will then be forwarded through the Chief
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of Finance for payment by the Finance Officer,
U. S. Army, Washington 25, D. C. Standard
Form 1080a (Voucher for Transfer Between
Appropriation and/or Fund Accounts—Memo-
randum) and one copy of Standard Form 1064
will be retained by the fiscal officer of the oper-
ating agency. One copy of Standard Form
1064 will be retained by the Chief of Finance.

(2) The Finance Officer, U. S. Army, Wash-
ington 25, D. C., will number the Standard Form
1080 in the same sequence with regular disburse-
ment vouchers and issue a check in favor of the
Treasurer of the United States for the amount
approved. Standard Form 1080 (accompanied
by the original of Standard Form 1064), ar-
ranged in proper sequence with the regular dis-
bursement vouchers, will be included in the dis-
bursing officer’s accounts. The check, together
with Standard Form 1080b, will be transmitted
promptly to the billing office at the address in-
dicated. The second copy of Standard Form
1064 will be kept by the disbursing officer as a
retained voucher. The third and fourth copies
of Standard Form 1064, completed as to the dis-
bursing officer’s voucher reference, will be re-
turned promptly to the fiscal officer of the oper-
ating agency and to the Chief of Finance, re-
spectively, as advices of payment.

62. Preparation of Vouchers for Sales by
War Department

. When an operating agency of the War De-
partment or a field installation thereof furnishes
supplies or services to another governmental
agency, the billing for such items will, at the
diseretion of the chief of the operating agency
concerned, be initiated by the fiscal office of that
agency, by the fiscal office at a headquarters un-
der administrative control of that agency, or
by the fiscal office of the installation under its
command jurisdiction which furnished the sup-
plies or services, However, in the case of sup-
plies or services furnished by a class I installa-
tion, billing will always be initiated by the fiscal
office of the installation concerned and not by
the army area headquarters having jurisdiction.

b. The fiscal office responsible for billing and
effecting the collection will prepare transfer
vouchers on Standard Forms 1080, 1080a “(two
copies), 1080b, and 1080¢ by showing thereon in
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the spaces provided the bill number, the name
(department or establishment) of the billing of-
fice and the office billed, deseriptive information
referred to in ¢ below, and the collection ac-
counting classification, consisting of the receipt
or appropriation account symbol, the appropria-
tion reimbursement account, and amount reim-
bursable thereto. The address of the installa-
tion or operating agency to which the remittance
in payment is to be sent, and the name and sym-
bol of the officer in whose accounts the amount
will appear as a deposit will be shown in the
spaces provided. Standard Forms 1080 and
1080b will be certified by the authorized certi-
fying officer in the billing office. The original
and two memorandum copies of the transfer
(disbursement) voucher, Standard Forms 1080
and 1080a, respectively, and the transfer (col-
lection youcher), Standard Form 1080b, will be
transmitted by the billing office to the bureau
or office for which the services, ete., were fur-
nished. The memorandum copy of the collec-
tion voucher, Standard Form 1080¢ (Voucher
for Transfers Between Appropriation and/or
Fund Accounts—Memorandum of Collection
Voucher), will be retained by the billing office
pending receipt of the check issued in payment
thereof.

¢. The office furnishing services (as distin-
guished from property) to another govern-
mental agency will prepare a statement, listing,
or shipping document in quadruplicate setting
forth the deseription, unit' prices if applicable,
and value of the services furnished, and marked
“Reimbursement Required.” The original
statement, listing, or shipping document will be
signed by a representative of the agency for
which the services were performed, and will be
forwarded together with the copies to the fiscal
officer of the billing office for use in the prepara-
tion of the reimbursement voucher. In billing
for the services rendered, the original receipted
statement, listing, or shipping document will be
attached to the Standard Form 1080, one copy to
each of the two Standard Forms 1080a, and one
copy to the Standard Form 1080e. The transfer
voucher will bear on its face with reference to
the amount billed, the notation “As per attached
statement.”

d. With respect to transfers of property re-
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quiring reimbursement (including, if applica-
ble, reimbursement for salary and wages which
have contributed to production of the prop-
erty), in addition to the copies required for
standard property accounting purposes, the
shipping office will prepare six extra copies of
the shipping documents, one of which will be
signed by a representative of the agency receiv-
ing the property. The extra copies of the ship-
ping documents will be marked “Reimbursement
Required.” Five of these extra copies, includ-
ing the signed copy, will be furnished the fiscal
officer of the billing office for use in the prep-
aration of the reimbursement voucher, and the
sixth extra copy will be forwarded to the ap-
propriate property audit office charged with
property audits of the shipping office. The fis-
cal officer of the billing office, immediately upon
receipt of copies of shipping documents marked
“Reimbursement Required,” will sign and re-
turn one copy to the initiating property officer
as an indication of the receipt of the documents
and as validation of the property credit for
audit purposes. In billing for the property
transferred, the remaining copies received by the
fiscal office will be attached to the transfer
voucher, which will bear on its face, with refer-
ence to the amount billed, the notation, “As Per
Attached Shipping Document.” The signed
copy of the shipping document will be attached
to the Standard Form 1080, one copy to each
of the two Standard Forms 1080a, and one copy
to the Standard Form 1080c.

¢. Where the office furnishing the services or
property is unable to obtain a signed copy of
the listing or shipping document as required
by ¢ and d above, all other required copies of
the document will be forwarded to the billing
office, together with a statement as to the non-
receipt of a signed copy of the document and
reasons therefor, for action toward initiation
of the reimbursement voucher, If the reason
for nonreceipt of a signed copy of the document
is a failure to receive the property, or if the
signed copy of the document indicates a dis-
crepancy in shipment and does not constitute a
receipt in full, a report of survey covering the
discrepancy will be initiated by the shipping
property officer and processed in acecordance
with the provisions of TM 14-904. In such

23




T™ 14-702

cases a copy of the approved report of survey
will be furnished the billing office for informa-
tional purposes in connection with the prepara-
tion of the reimbursement voucher.

f. In the shipment of reimbursable supplies
or materials procured for another governmen-
tal ageney, the bills of lading will designate such
agency (and. if known, the specific bureau there-
of which will receive the property) as the office
billed. If obtainable, bills of lading supplied
by that office should be used. If this is im-
practicable, the bills of lading which are used
should be annotated to provide for direct pres-
entation of invoices by the carriers to the office
billed.

63. Completion of Vouchers for Purchases
by War Department

@. When an operating agency of the War De-
partment, or a field installation thereof, pro-
cures supplies or services from another govern-
mental agenecy, the payment for such items will
be initiated by the fiscal office of the requisi-
tioning operating agency or the field installation
thereof.

b. Upon receipt of the transfer vouchers by
the field installation or operating agency billed,
they will be examined to determine that the
correct amounts have been charged ; that the in-
formation required to be shown is furnished;
and that the necessary certificates are signed.
Transfer vouchers on which the symbol of the
appropriation, or fund to be eredited are not
shown, or which are otherwise incomplete, will
be returned to the billing office for completion.
If the transfer voucher form is properly exe-
cuted and in order for payment, the office billed
will complete the transfer voucher by inserting
in the spaces indicated therefor the paying office
voucher number, allotment number, and the
symbol of the appropriation, fund limitation,
project account and object elass account to be
charged and by certifying Standard Forms 1080
and 1080b for payment. Standard Form 1064
will be prepared in quadruplicate. Standard
Forms 1080 and 1080b, and the original and two
copies of Standard Form 1064 (together with
two copies of the receiving reports, or receipted
invoices, or shipping documents if property is
involved) will then be forwarded to the nearest
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accountable disbursing officer for payment.
Standard Form 1080a and one copy of Standard
Form 1064 will be retained in the fiscal office of
the office billed,

64. Processing of Vouchers by Disbursing
Officers

The disbursing officer will number the Stand-
ard Form 1080 in the same sequence with regu-
lar disbursement vouchers and issue a check in
favor of the Treasurer of the United States for
the amount approved. Standard Form 1080
(accompanied by the original of Standard Form
1064) arranged in proper sequence with the reg-
ular disbursement vouchers will be included in
the disbursing officer’s accounts. 'The check,
together with Standard Form 1080b, will be
transmitted promptly to the billing office at the
address indicated, The second copy of Form
1064 will be kept by the disbursing officer as a
retained voucher. The third copy of Form 1064,
completed as to the disbursing officer’s voucher
number, will be returned promptly to the office
billed as an advice of payment. One copy of the
receiving report will be completed as provided
in appropriate regulations and forwarded to the
fiscal director of the army area or other com-
mand in which accounting for property will be
performed. The other copy of the receiving re-
port will be filed with the retained copy of Form
1064.

65. Action on Remittances and Uncol-
lected Accounts by Billing Offices

a. Promptly upon receipt of the check and
the transfer (collection) voucher in the billing
office, the check will be listed on a current sched-
ule of collections (Standard Form 1044, or WD
AGO Form 10-87 (Report of Deposits)) pre-
pared in the required number of copies and
transmitted, together with the copies of the
schedule, to the nearest disbursing officer, who
will deposit the check and account therefor in
the same manner as for other collections. At
the same time that the collection is transmitted
to the disbursing officer, a copy of the collection
schedule, together with the transfer collection
voucher, Standard Form 1080b, will be for-
warded by the billing office’ to the Accounting
Division, Army Finance Center. The copy of
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the Schedule of Collections or Report of De-
posits receipted and returned by the disbursing
officer to the billing office will be filed with the
copy of the pertinent transfer collection
voucher in the billing office.

b. If.after a period of 6 months following the
initiation of a Standard Form 1080, the account
has not been settled in full or complete adjust-
ment made, report will be made to the Chief of
Finance, Attention: Receipts and Disburse-
ments Divigion, setting forth all the facts in
the case, including reasons for nonpayment.
Copies of all correspondence bearing on the ac-
count will be furnished with the report. This
report (Reports Control Symbol FIN-24) will
be submitted quarterly in letter form and will
contain all accounts which have become 6
months delinquent during the preceding quar-
ter. The account will not be closed by the bill-
ing office upon rendition of the report to the
Office of the Chief of Finance, but will remain
open until advice is received from that office as
to ultimate settlement or adjustment.

66. Reimbursement for Credit to Treasury
Department, Procurement Division
CGeneral Supply Fund

a. In placing orders with the Treasury De-
partment, Procurement Division, separate pro-
cedures are provided in respect to orders placed
by War Department components which are
chargeable to allotment accounts maintained
outside of the District of Columbia and in re-
spect to such orders which are chargeable to al-
lotment accounts maintained within the District
of Columbia. This distinetion is based on stat-
utory requirements (Public Law 375, 78th
Cong., approved 28 June 1944).

b. Orpers CuArRGEABLE TO Frerp AvnorMeNT
Accounts. (1) In placing orders with the
Procurement Division which are chargeable to
an allotment account maintained outside the
Distriet of Columbia, the appropriate form of
requisition or delivery order, as prescribed in
War Department Procurement Regulations, will
be used. The original of such form will show
on its face the following directions: “Bill by
991 Voucher to (the name and address of the
installation maintaining the allotment ac-
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count(s) tobe charged),” and will be forwarded
to the appropriate office of the Procurement
Division. The Procurement Division office to
which requisitions are submitted will normally
be the nearest of those listed in paragraph
606-A.2 of Procurement Regulations but may
be any other chosen on the basis of cheaper
freight rates or other considerations, as may be
designated by the operating agency having
jurisdietion.

(2) It is partieularly important that the in-
structions for billing as deseribed in (1) above
be placed on requisitions submitted to the Pro-
curement Division since this information will
be used in the submission of bills on Form 991,
as described in (3) below. In the absence of
such instructions on the requisition, the Pro-
curement Division may effect collection by
transfer and counter warrant chargeable to an
appropriation administered by the operating
agency involved. Although arrangements have
been made with the Procurement Division that
transfer and counter warrants will not be proc-
essed prior to clearance with the War Depart-
ment where a field requisition is involved, every
effort should be made to see that complete in-
formation is furnished on such requisitions in
order that the need for payment by transfer
and counter warrant will not arise.

(3) (@) Upon shipment of material ordered
from warehouse stock, or upon receipt of notice
from the consignee that material ordered by
the Procurement Division for shipment directly
from the vendor has been received, the Pro-
curement Division office involved will prepare
Treasury Department-Procurement Division
Form 991, Voucher for Supplies and Services
(original disbursement voucher, white), 991a
(memorandum disbursement voucher, yellow),
991b (memorandum collections voucher, blue),
and 991¢ (memorandum collections voucher,
green). Form 991, Form 991a, and Form 991b
will be forwarded to the fiscal office of the in-
stallation named for billing on the requisition.
Form 991 and Form 991a will be supported by
Treasury-Procurement invoices. Types of in-
voices supporting Form 991 will be those in the
Form 727 series (Forms 727, T27-A, 727-1, and
T27-A-1) marked with a “2” in the lower left
corner and Form 49 marked “Duplicate” in the
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upper right corner. Any one of these forms
may be used by the Procurement Division, de-
pending upon—

1. Whether invoicing is accomplished by
the central office or a regional office
of that division, or

2. Whether shipment to the consignee is
effected directly by the vendor or by
a Procurement Division warehouse.

(6) Although these forms so numbered or
marked technically are duplicate invoices, they
will be accepted by finance officers as adequate
to support the certified payment. Finance of-
ficers will not accept invoices other than those
numbered or marked as indicated above to sup-
port the Form 991. Types of invoices support-
ing Form 991a will be those in the Form 727
series marked with a “3” in the lower left corner
and Form 49 marked “Triplicate” in the upper
right corner, The receiving office (office billed)
will insert the accounting elassification infor-
mation on Forms 991 and Forms 991a and exe-
cute the certificate on the original disbursement
voucher, Form 991. Form 991 and Form 991b,
together with the original and two copies of
Standard Form 1064 on which the voucher is
listed, will be forwarded to the nearest account-
able Army disbursing officer for payment. Form
991a with its supporting copy of the invoice and
one copy of the Standard Form 1064 will be re-
tained in the fiscal office of the office billed. The
third copy of the Standard Form 1064 com-
pleted as to the disbursing officer’s voucher num-
ber will be returned by the disbursing officer to
the office billed as an advice of payment.

(4) Upon receipt of the Standard Form 1064
from the disbursing office with the paid infor-
mation noted thereon, the payment will be en-
tered in the appropriate allotment account (s)
in liquidation of the obligation (s) recorded at
the time the requisition or delivery order was
forwarded to the Procurement Division. Inthe
event that an order is not completely filled and
the unfilled portion is back-ordered by the Pro-
curement Division, the Procurement Division
office will furnish .such advice on the invoice
accompanying Form 991 to cover the amount
of the actual shipment. In this case, a partial
payment record should be set up as outlined in
paragraph 28.
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(5) (@) It will be noted that the certification
on Form 991 by the office billed is not a receiv-
ing report certification as outlined in General
Regulations 51, but is merely a certification that
the amount shown as payable on the voucher is
chargeable to accounts cited in the accounting
classification block and, in other respects, is a
certificate to permit payment on the basis of
the certification of the billing office. Accord-
ingly, Forms 991 will not be held in the office
billed pending receipt of related receiving re-
ports, and will be certified and processed to the
dishursing office by the fiscal office of the office
billed as promptly as possible with examination
being limited to a determination of the follow-
ing factors:

1. That the Form 991 and attached in-
voices are mathematically correct.

2. That the invoices relate to shipments
properly chargeable to allot-
ment (s) of the billed office, and

3. That the obligation represented by the
requisition has been recorded and
that sufficient balance is available in
the allotment account to be charged
to cover the payment.

(6) In case examination discloses that the
total billed on Form 991 is improper by reason
of one or more of the factors outlined in (a) 7,
2, and 2 above, the amount of the difference(s)
will be stated in the space to the right of the
certificate of billing office on the face of Form
991 and the voucher will be certified for pay-
ment in the net amount. Any invoices not re-
lating to shipments properly chargeable to al-
lotments of the billed office will be returned with
an explanation to the Proenrement Division
office originating the voucher. In the event that
differences are disclosed representing factors
other than detailed in («) 7, 2. and 38 above, no
entry will be made in the space for differences
by the office billed and the voucher will be cer-
tified for payment in the amount billed. When
the supplies are received, two copies of the re-
ceiving report will be forwarded to the fiscal
office, where a comparison will be made with the
retained copy of the requisition or delivery or-
der and Form 991a with supporting invoice.
One copy will be retained with Form 991a. A
notation similar to that set forth in paragraph
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12, AR 35-1040, will be placed on the other copy
which will be placed in the property auditor’s
file as prescribed in paragraph 6, AR 35-6740.

(6) Under provisions of the law the Treas-
ury Department may resort to the use of a trans-
fer and counter warrant for collection of
amounts billed on Form 991 in case payment is
not received promptly by check. Although the
Procurement Division has agreed that such ac-
tion will not be taken prior to clearance with the
War Department in respect to each delayed
payment involved, it is emphasized that there
should be no reason under the procedures pre-
seribed herein for any delayed payments. In
the event that differences are disclosed other
than those represented by back-ordered items or
those representing deductions in the space for
differences under the procedure outlined in (5)
above, the amount (s) requiring adjustment will
be communicated to the billing office with re-
quest for adjustment on a subsequent voucher,

¢. OrbERS CHARGEABLE TO AvrrLorMeNT AC-
coUNTS MatnTaTNED 1IN THE DistricT oF Conua-
pra. (1) In placing orders with the Procure-
ment Division, the charges for which are ap-
plicable to allotment accounts maintained in the
District of Columbia, two unsigned copies of
the delivery order or requisition prepared under
appropriate provisions of Procurement Regu-
lations will be submitted to the Chief of Fi-
nance, Attention: Receipts and Disbursements
Division. In the preparation of such forms, the
order number stated thereon will be prefixed
by the station number and separated therefrom
by a diagonal line, for example, 44-099/72. The
original of such form will show on its face the
following directions: “Bill by transfer and
counter warrant.” When the supplies arve re-
ceived, two copies of the receiving report will
also be forwarded to the Receipts and Disburse-
ments Division. Aftfer settlement has been ac-
complished by transfer and counter warrant, as
pl‘(!\'i!h‘(l under the Act of 15 March 1934 (48
Stat, 437; M. L. 1939, Sec. 1941), one copy of
the wqm sition or delivery order previously re-
ceived by the Receipts and I)I\])lll‘-i‘ln{‘lli‘w Divi-
sion will be completed to show the details of
the settlement and returned to Ihe indicated
procuring station as a liguidating advice.

(2) Payments for credit to the general sup-
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ply fund of the Procurement Division of the
Treasury Department which are chargeable to
an allotment account maintained in the District
of Columbia will not in any case be made by a
disbursing officer.

67. Other Exceptions to General Provisions
for Reimbursement

a. When services or supplies are furnished by
the Government l’rmtmg Office or by govern-
mental corporations, an invoice certified by the
billing office may be submitted to the chief of
the requisitioning operating agency or to the
field installation thereof. In such case, the
transfer voucher (Standard Forms 1080, 1080a,
and 1080b) will be prepared and processed by
the office billed in accordance with the provi-
sions of paragraph 63. The certified invoice
submitted will be attached to the voucher to act
as the certificate of the billing office. Instead
of transcribing the details of the transaction,
each invoice will be listed under the caption “as
per attached invoice” according to date, number,
and such other identifying data as are appro-
priate, and the net amount of each invoice will
be extended in the “Amount” column. Ifa gov-
ernmental corporation submits its bill on Stand-
ard Form 1034 (Public Voucher for Purchases
and Services Other Than Personal), properly
completed as to the vendor’s certificate, in lieu
of submitting a certified invoice, the purchase
voucher may be certified and processed for pay-
ment in the same manner as for payment of a
commercial account.

b. When an operating agency of the War De-
partment or a field installation thereof furnishes
supplies or services, ete., to a governmental cor-
poration which uses other than appropriated
funds, the billing and collecting for such items
will be accomplished, at the discretion of the
chief of the operating agency concerned, either
by the fiscal office at the headquarters of the
agency, by the fiscal office at a headquarters un-
der administrative control of the agency, or by
the fiscal office of the installation furnishing the
supplies or services, Bills will be submitted on
Standard Forms 1080 and 1080a. If the pay-
ment is made by preparation of Standard Form
1034 by the office billed, rather than by comple-
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tion of the Form 1080, no change is required in
the procedure prescribed in paragraph 65 for
scheduling the collection.

¢. When an operating agency of the War De-
partment furnishes supplies or services, ete., to
an activity under the administration of the War
Department which is financed from nonappro-
priated funds, such as the Army Exchange
Service, the billing and collecting for the items
transferred will be accomplished in the same
manner as prescribed herein for governmental
corporations.

68. Recording Interdepartmental Trans-

actions in Fiscal Records

a. Orders placed under section 601 of the
Economy Act with other governmental agencies
by a War Department agency will be recorded
as obligations by the agency or installation plac-
ing the order. Expenditures will be recorded
on the basis of copies of Standard Form 1064,
returned by disbursing officers. If working
funds are advanced by a War Department com-
ponent, the amounts of such working funds will
be recorded as expenditures at the time of the
advance,

b. If funds of an operating agency are used to
finance an order from another governmental
agency for which no working fund advance has
been or will be established, the operating agency
or field installation filling the order will record
the obligations and expenditures thus incurred
in the same manner as other obligations and ex-
penditures against such funds. No entries will
be made in these records for the reimbursements,
sinee the amounts thereof, when received, will
be reported by the Chief of Finance to the Bud-
get Officer for the War Department for subse-
quent. allocation of the funds involved. How-
ever, such informal records of amounts receiv-
able from other governmental agencies as may
be necessary to assure proper and prompt re-
imbursement may be maintained by the appro-
priate War Department operating agency or
installation.

¢. If a working fund advance is made to the
War Department, the amount of the advance
will be established in the official accounts of the
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War Department in a separate appropriation
account, and thereafter will be allocated by
the Budget Officer to the appropriate operating
ageney. Anoperating agency receiving an allo-
cation covering a working fund advance will ac-
count for it in the same manner as for any other
allocation, (See TM 14-701.) Interdepart-
mental orders received against such a working
fund advance will houqulaafhv basis for issuing
administrative allotments or procurement al-
lotments, whichever are appropriate, under the
procedures preseribed in TM 14-701. Field in-
stallations, or operating ageneies acting in the
capacity of field installations, which receive
such allotments will account for them in the
same manner as for any other allotments pur-
suant to the provisions of this manual.

69. Disposition of Funds Received From

Interdepartmental Transactions
Funds received from interdepartmental trans-
actions involving stock replacement (see par.
60¢ (4)) will, at the option of the chief of the
operating agency responsible for the appropri-
ation involved, either be deposited as appro-
priation reimbursements to the credit of the
appropriation which bore the cost or be dis-
posed of as follows:

@. Funds representing the value of the sup-
plies, material, or equipment only, as shown by
the invoices, shipping tickets, ete., will be ered-
ited as appropriation reimbursements to the
appropriate replacing account if such an ac-
count is available. If no replacing account is
available to the ageney furnishing the supplies,
material, or equipment, such funds will be de-
posited as appropriation reimbursements to the
credit of the applicable appropriation current
at the time of the collection.

b. Funds representing the cost of packing,
crating, and handling will be credited as appro-
priation reimbursements—

(1) To the applicable appropriation current
at the time of collection, for the cost of the
materials used in the packing and erating; and

* (2) To the appropriation originally charged,
for the cost of services of the civilian personnel
used in packing, crating, and handling.




1 Oct 46
Section Ill. INTERSERVICE TRANSACTIONS

70. General Aspects of Interservice
Transactions

@. When requisition is made by one operating
agency of the War Department, or one of its
field installations, upon
agency of the War Department, or one of its
field installations, for the furnishing of sup-
plies or services and, pursuant to approved War
Department policies, reimbursement between
military appropriations for the cost of such
supplies or services is to be made by the requi-
sitioning agency, or the cost is to be charged
directly to funds of the requisitioning agency,
the fiscal features prescribed in this section will
be observed.

b. The classes of transactions for which re-
imbursement will be made are limited to the
following :

another operating

(1) Procurement of commodities or services
by assignment of sole purchase responsibility.

(2) Procurement under pooling arrange-
ments.

(3) Procurement of commodities or the fur-
nishing of services under any agreement for
reimbursement made prior to the furnishing of
such commodities or services by the requisi-
tioned agency.

¢. The settlement of charges between appro-
priations will be accomplished by the use of
Voucher for Transfers Between Appropriation
and/or Fund Accounts, Standard Forms:

(1) 1080—original disbursement
white.

(2) 1080a—memorandum disbursement
voucher, yellow—to be retained by disbursing
officer.

(3) 1080a—memorandum disbursement
voucher, yellow—to be forwarded by the dis-

voucher,

bursing officer to the fiscal oflicer of the installa-
tion maintaining the allotment or suballotment
account charged.

(4) 1080b—collection voucher, blue—to be
returned by the disbursing officer to the fiscal
oflicer preparing the voucher.

(5) 1080c—memorandum collection
voucher, green—to be retained by fiscal officer
preparing the voucher.
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71. Provision of Funds

@. The requisition for saupplies or services
whether issued by the chief of the operating
agency or by a field installation thereof will—

(1) Be accompanied by an allotment on WD
AGO Form 14-126 or WD AGO Form 14-127,
whichever is appropriate, or make reference to
an allotment already issued to the requisitioned
ageney, or

(2) Be accompanied by a suballotment on
WD AGO Form 14-106 or make reference to a
suballotment alreddy issued to the requisitioned
agency, or

(3) Be accompanied by an Obligation Au-
thority, WD AGO Form 14-114, or

(4) Cite on the requisition the allotment
chargeable for the supplies or services requisi-
tioned.

b. If an allotment is cited but not furnished,
as in the case of a(4) above, the fiscal officer at
the requisitioning office will execute the follow-
ing certificate on the requisition :

The supplies and services ealled for in this requisi-
tion are properly chargeable to allotment number
S S R T A the balance of which is sufiicient
to cover a cost, excluding transportation, of not to ex-
ceed$._________ (plus 10 percent increase, if required).
In case maferials or supplies furnished pursuant to
this requisition are shipped direct from a vendor’s plant,
charge transportation to allotment number—-________,
Transportation costs on items shipped from the
requisitioned installation will be charged to
“Transportation Service, Army” funds avail-
able to that installation.

¢. Funds provided under any circumstances
listed in @ above may be used either for—

(1) Direct purchases of the supplies or serv-
ices required to fill the requisition, or

(2) Reimbursements for items supplied from
stock, or for supplies or services procured from
the requisitioned agency’s own funds.

d. Funds received by means of allotments or
suballotments (@(1) and (2) above) will be
established in accounts maintained by the
requisitioned agency or installation thereof, and
their status will be reported each month to the
requisitioning agency or installation in accord-
Funds made
available by means of an obligation authority
(a(3) above) will be accounted for in aceord-

ance with existing procedures.
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ance with the procedures prescribed for the use
of that form. Funds cited on requisitions will
be accounted for in accordance with the pro-
visions of paragraph 72.

72. Accounting for Funds Cited on
Requisitions

a. By RequisitioNiNg INSTALLATION OR
Acgency. Ifthe requisitioning office cites funds,
the citation will include the allotment serial
number, project account codé, the appropriation
symbol, and the station number of the requisi-
tioning office. Under this procedure, the fiscal
officer of the requisitioning office will execute
the certificate prescribed in paragraph 716 and
will record the amount included in the certifi-
cation as an obligation. Liquidation of such
obligations will be recorded upon receipt of
copies of the related vouchers from the disburs-
ing officers.

b. By ReQuistTioNED INSTALLATION OR
Acexcy. (1) The requisitioned installation may
use the funds cited for payment of—

(@) Transfer vouchers (Standard Form
1080) to reimburse appropriation(s) of the
requisitioned agency for charges met from its
own funds or for materials furnished from
stock, or

(b) Vouchers covering direct purchase of
the items requisitioned.

(2) Where direct purchases are made against
the requisition, a citation will be made on all
vouchers (or obligating documents if vouchers
are prepared by disbursing officers) of the re-
lated requisition number together with the
name, station number, and address of the
requisitioning installation or agency. Instrue-
tions will be included that paid copies of vouch-
ers will be forwarded to the requisitioning office
in accordance with AR 35-1040. Funds cited on
a requisition are not available for obligation by
the requisitioned installation after the close of
the fiscal year to which they pertain. In the
event that such funds cannot be obligated be-
fore the end of the fiscal year to which they per-
tain, the requisitioning installation will be
advised as promptly as possible in order that the
funds may be utilized by the requisitioning
agency, and new funds cited on the requisition.
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(8) Transfer vouchers chargeable against
requisitions will be prepared, if practicable, as
soon as possible after final shipment is made or
the service requested in the order is rendered,
but not later than 90 days after the complete
shipment is made or all services rendered. Such
vouchers when prepared will be properly iden-
tified with the applicable requisition.

73. Preparation of Vouchers on Standard
Form 1080

a. As a general rule, transfer vouchers on
Standard Form 1080 will be prepared by the
fiseal officer at the installation furnishing the
supplies or services. However, at the discretion
of the operating agency concerned, vouchers of
this type covering the cost of supplies or serv-
ices furnished by elass IT or class ITT installa-
tions may be prepared at the headquarters of
the operating agency having jurisdiction over
such installations. The fiscal officer responsible
for preparing the voucher (either at the in-
stallation or at headquarters) will prepare, at
one writing, transfer vouchers on Standard
Forms 1080, 1080a (2 copies), 1080b, and 1080,
by showing thereon in the spaces provided the
following :

(1) Bill number.

(2) Name and address of the office billed (the
office holding the allotment or suballotment to
be charged).

(3) Name and address of the billing office.
(If the installation has received an allotment of
funds, the name and address will be the same
as the office billed.)

(4) Deseriptive information in ¢ below.

(5) Collection
sisting of the applicable appropriation symbol
and collection account code.

(6) Expenditure account classification, con-
sisting of the applicable appropriation symbol,
allotment serial number, project account codle,
object class code, and station number of. the
installation maintaining the allotment or sub-
allotment account to be charged. :

account classification, con-

b. The fiscal officer of the billing office, who
is responsible for preparing the voucher on
Standard Form 1080, is authorized to execute
both the “certificate of the billing office” and the
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“certificate of the office billed.” In the case of
supplies or equipment furnished, the certificate
may be executed on the basis of evidence of
shipment, rather than evidence of receipt of the
items. The fiscal officer preparing the voucher
will place in the box in the upper right corner
provided for showing the name of the disburs-
ing officer the notation “No check to be drawn,”
and forward the original and two memorandum
copies of the transfer (disbursement) voucher,
Standard Forms 1080 and 1080a, respectively,
and the transfer (collection) voucher, Standard
Form 1080b, to the nearest disbursing officer for
adjustment of the appropriations involved.
The memorandum ecopy of the collection
voucher, Standard Form 1080¢, will be retained
by the billing office pending receipt of the copy
of the Form 1080b from the disbursing officer.

c. If space permits, the charges will be de-
tailed on the face of the transfer voucher; other-
wise there will be securely attached to Standard
Form 1080, 1080a (the copy which is to be for-
warded to the installation holding the allotment
or suballotment to be charged), and 1080¢, a list
in detail of the supplies, equipment, or service
furnished, with unit and extended prices. The
listing may be in the form of shipping docu-
ments, shipping orders, or itemized statements.

74. Adjustments and Corrections

In case it becomes nécessary to correct or ad-
just an amount previously settled by means of a
transfer voucher on Standard Form 1080 for
discrepencies between the quantities or items
received and those charged for, the correction
will be made by preparing another voucher on
Standard Form 1080 for the difference.

75. Transmittal of Copies of Transfer
Vouchers by Disbursing Officers

The disbhursing officer will promptly forward
one copy of Standard Form 1080a with detailed
supporting papers, if any, to the installation
maintaining the account to be charged, at the
address indicated on the first line of the voucher.
Standard Form 1080b will be transmitted
promptly to the billing office at the address in-
dicated on the second line of the voucher.
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76. Transactions Involving Working Funds
Advanced to Operating Agencies of
War Department

Where working funds are established by other
governmental agencies under section 601 of the
Economy Act for the benefit of requisitioned op-
erating agencies in the War Department, such
funds may be charged directly for the cost in-
cident to filling the requisitions, or may be
charged by transfer vouchers on Standard Form
1080 prepared in accordance with the provisions
of paragraph 73 for amounts equal to the value
of goods or services delivered pursuant to the
requisitions.

77. Recording Interservice Transactions in
Fiscal Records

a. An order or requisition not accompanied
by an allotment of funds will be recorded as
an obligation in the amount of the estimated
cost of the order by the requisitioning agency
in the account designated to bear the charges
at the time the order is placed.

b. War Department agencies to which funds
are made available by other War Department
agencies to cover the cost of orders placed with
them by the latter will record and report as
obligations against such allotments or suballot-
ments the following :

(1) The amounts of obligations, determined
in accordance with the concepts contained in
chapter 2, which are directly incurred by the
requisitioned agency to apply against or com-
plete the order, including—

(a) Obligations charged directly to the inter-
agency funds received, and/or

(6) Obligations charged to the requisitioned
agency’s own appropriations pending the proc-
essing of reimbursement vouchers to transfer
the charges involved to the funds received from
the requisitioning agency.

(2) The amounts, actual or estimated, repre-
senting the cost of items issued or to be issued
from stock for which reimbursement vouchers
have been or are to be processed.

¢. If an allotment, suballotment, or Obliga-
tion Authority (WD AGO Form 14-114) is
received, or funds are cited on a requisition,
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so late in a fiseal year that obligations cannot
be incurred prior to the year-end, the agency
furnishing or citing the funds will be requested
by the requisitioned agency to withdraw such
funds and to furnish or cite funds applicable
to the following fiscal year to finance the orders
involved.
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78. Disposition of Funds Received From
Interservice Transactions

Funds received from interservice transactions
will be disposed of in the same manner pre-
seribed in paragraph 69 for funds received from
interdepartmental transactions.
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CHAPTER 7

ACCOUNTING PROCEDURES COVERING CLAIMS ORIGINATING
UNDER SPECIFIC ALLOTMENTS

79. General

This chapter describes the accounting pro-
cedures to be followed in connection with
amounts withheld as liquidated damages and in
eonnection with those demands on the War De-
partment. for payments chargeable to allot-
ments maintained by field installations for the
value of services rendered (personal or non-
personal) or for supplies, material, or equip-
ment furnished when settlement
made locally because disputed facts or contract
interpretations are involved; because pro-
hibited by statutes, regulations, or current di-
rectives; or in any instance where regulations
preseribe that vouchers and /or supporting data
should be forwarded to the Chief of Finance
for disposition.

cannot be

80. General Accounting Office
Requirements

In carrying out the provisions of the Budget
and Accounting Act, 1921 (31 U. S. C. 47 and
71), the General Aceounting Office issued Gen-
eral Regulations No. 50 which provide that no
payment involving a doubtful question of law
or fact will be made by any disbursing officer
or agent of the United States except pursuant
to specific statutory authority or by direction
given in accordance with the Budget and Ac-
counting Act. Such aceounts, claims, or de-
mands are required ta be submitted to the Gen-
eral Accounting Office for consideration and, if
allowed, subsequent payment is to be effected
pursuant to a certificate from the General Ac-
counting Office to the War Department, requir-
ing payment to be made by a disbursing officer.
General Regulations No. 50 also make it in-
cumbent upon the heads of departments to
ouard against the incurrence of deficiencies in
appropriations by providing a reserve in the
amount of all administratively approved

claims, in view of the possibility of a subsequent
allowance thereof upon review by the General
Accounting Office, or upon suit, or by Congres-
sional action.

81. Accounts Established for

Reserved

Amounts

@. There is established in each appropriation
an open allotment and project account entitled,
“Reserve for Settlement of Claims.” The pur-
pose of the account is to insure compliance
with existing regulations by providing a reserve
in each appropriation in an amount sufficient
to cover the administratively approved claims
outstanding against such appropriation at any
given date. This allotment and project ac-
count carries the designation 970 P 970-13, in
addition to a prefix indicating the fiscal year
symbol and Finance Department Code. For
example, the complete account number for the
fiseal year 1947 is 7T01-970 P 970-13. The title
and symbol of this account are published in
the War Department Fiscal Code.

b. In the case of a single fiscal year appro-
priation, the transfer will be made to the ap-
propriate reserve account for that year regard-
less of whether the transfer is effected within
the same fiscal year or in a subsequent year
during which the appropriation remains avail-
able for expenditure. For example, a pay roll
claim submitted in the fiscal year 1947 for salary
earned in the fiscal year 1946 and chargeable
to a single year appropriation which expired
for obligation purposes on 30 June 1946, would
require a transfer to the reserve account 601-
970 P 970-13.

¢. When a continuing or multiple-year ap-
propriation is involved, the transfer will be
effected to the appropriate reserve account es-
tablished for the last year in which the appro-
priation is available for obligation. For ex-
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ample, a claim submitted in the fiscal year 1947
for salary earned in the fiscal year 1945 and
chargeable to an appropriation for the years
194246 would require a transfer to the reserve
account 601-970 P 970-13. In the same ex-
ample, had the claim been chargeable to a mul-
tiple-year appropriation which was not ex-
tended beyond 30 June 1945, as an appropria-
tion for the fiscal years 194245, the transfer
would have been made to the reserve account
501-970 P 970-13.

d. Referencesin the remaining paragraphs of
this chapter to the account 701-970 P 970-13
will be construed as indicating the account “Re-
serve for Settlement of Claims” for whatever
fiscal year is upplﬂicuble.

82. Accounting Responsibility for Reserve
for Settlement of Claims

The accounting records pertaining to account
701-970 P 970-13 will be maintained for each
appropriation involved by the Chief of Finance
only, and not by other components of the War
Department. Responsibility of other compo-
nents in respect to accounting transactions af-
fecting the Reserve for Settlement of Claims in
any appropriation ‘will be limited to designa-
tion and verification of the allotment number
and project account code on applicable account-
ing documents originated or handled by them
without, however, maintaining any accounting
for balances, total eredits, or total charges af-
fecting this account.

83. Claims for Liquidated Damages
Withheld

For purposes of this chapter, the term “liqui-
dated damages” is defined as the amount, deter-
minable from stipulations in a contract between
a contractor and the Government, to be paid to
or withheld by the Government in lieu of actual
damages, as a result of failure or delay by the
contractor in complying fully with the contract
provisions.

84. The following requirements will be ob-
served in the preparation and processing of all
disbursement vouchers which require deductions
for liquidated damages:
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a. The gross amount of the voucher (before
deduction of the liquidated damages) will be
shown as the initial item in the description
block on the form. The same gross figure will
appear in the accounting classification block as
the amount of the charge to the appropriation,
allotment, project account, object classification,
and station to which the underlying obligat-
ing instrument pertains.

b. The amount to be transferred to the open
allotment and project account 701-970 P 970-13
under the same appropriation will be entered
in the deseription block and identified as a de-
duction from the gross amount shown therein.
The remainder, obtained by subtraction, will
represent the net amount to be certified, ap-
proved, and paid. This figure will appear as the
final amount in the deseription block and will
be identified as “Net amount of voucher.”

85. Following is an example of the accounting
classification requirements under the provisions
of paragraph 84, based on a hypothetical vou-
cher in the gross amount of $8,375 from which
$250 is deducted for liquidated damages, re-
sulting in a net payment of $8,125 to the con-
tractor:
Deseription

Date of
No. and date delivery

of order or gervice Article or services Amount
T-5—48 12-7—46 Per detailed in- $8,375.00
voice, attached.
Less: Deduction for liguidated damage cred-
ited to 701-970 P 970-13 A2170502,
ot L e e L e e it 250.00
Net amount of voucher_____ - $8,125.00
Aceounting classification
dppropriation Appropriation
limitation, ete. Appropriation title amount
2170502 T07-2526 P 13108 S 12-036 $8,375.00

86. The disbursing officer will make payment
only in the net amount of the voucher. The
amount deducted will be scheduled as a collec-
tion (expenditure refund) to the open allotment,
account.

87. In respect to vouchers referred to in para-
graphs 84, 85, and 86, the following require-
ments will be observed in accounting for such
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vouchers in the underlying allotment and proj-
ect accounts:

a. The gross amount of the voucher ($8,375
in the example cited) will be charged as an
expenditure to the designated allotment and
project accounts by the field installation which
maintains.the underlying allotment account and
‘by the Chief of Finance. The field installa-
tion by which the underlying allotment account
is maintained also will make any required ad-
justment in the previously recorded obligation
on the basis of the gross amount of the voucher
and not the net amount.

b.' The Chief of Finance also will record un-
der the open allotment and project account
T01-970 P 970-13 of the applicable appropria-
tion the credit resulting from deduction for
liquidated damages ($250 in the example cited).
This will have the effect of reserving a sufficient
amount of the applicable appropriation in the
accounts maintained by the Chief of Finance to
cover the amount of liquidated damages with-
held.

¢. The field installation by which the under-
lying allotment account is maintained will dis-
regard the credit resulting from deduction for
liquidated damages appearing on the paid
voucher copy returned by the dishursing officer
and will make no accounting entries in respect
to such credit or in respect to account T01-970
P 970-13.

88. Except in those cases where appeals are
made to higher authority, under specific con-
tractual provisions, against determinations of
fact by contracting officers, the claims or protests
of contractors and vendors arising from the de-
duction of amounts for liquidated damages will
be forwarded through the Office of the Chief of
Finance to the General Accounting Office. Kach
claim or protest will be accompanied by a state-
ment of all payments made, citations to all
vouchers, a detailed statement from the con-
tracting officer, and by citations to the symbols
and titles of the appropriations against which
funds are reserved for settlement.

89. Upon receipt of evidence from the General
Accounting Office that a claim has been settled
direct or upon payment of a claim by a dis-
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bursing officer pursuant to proper authoriza-
tion by the General Accounting Office, the Chief
of Finance will charge the amount of the settle-
ment or payment to account 701-970 P 970-13,
Reserve for Settlement of Claims, under the
applicable appropriation.

90. In the event that liquidated damages are
withheld and eredited to the account 701-970 P
970-13 and subsequently it is determined that
such amounts were withheld erroneously or
otherwise found to be due to the contractor by
reason of changes in the contract terms or by
reason of any other procedures approved by ap-
propriate authority providing for repayments
of amounts so withheld, the amounts determined
to be payable may be certified on a payment
voucher and charged to account 701-970 P 970
13 under the applicable appropriation.
Vouchers paid under the provisions of this
paragraph will include a reference to the
voucher on which the deduction was made and
will be accounted for in the same manner as
vouchers paid from other open allotment ac-
counts.

921. Nothing in this chapter will be construed
as limiting the powers of the chiefs of operat-
ing agencies or contracting officers with respect
to extensions of time for performance of con-
tracts and the waiver of acerued liquidated
damages as set forth in War Department Pro-
curement Regulations; or as modifying the
policy against the inclusion in contracts of pro-
visions for liquidated damages as set forth in
War Department Procurement Regulations; or
as abrogating the rights of contractors to ap-
peal to higher authority, under specific con-
tractual provisions, against determinations of
fact made by contracting officers,

92. Claims Other Than for Liquidated
Damages
With respect to the provisions of this paragraph
and the following paragraphs, the term “claim”
means a demand on the War Department for
payment in any case where it appears that
statutes, regulations, or bther considerations do
not permit payment to be made locally even
though the obligation involved, if any, is other-
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wise properly chargeable to funds available in
the allotment accounts of the installation to
which the claim is submitted. The procedure in
these paragraphs covers claims which are re-
quired to be forwarded to higher authority for
disposition. It does not relate to vouchers, such
as those for reclaims, which may be paid locally
but which are forwarded with request for ad-
vance decision by the Comptroller General (see
par. 70, TM 14-500), claims for refund of lig-
uidated damages withheld (covered in previous
paragraphs), or to claims involving matters
other than payments for supplies or equipment
furnished or for personal or nonpersonal ser-
vices rendered.

93. When a claim is forwarded to higher au-
thority for disposition without administrative
approval or when funds which may be charged
for payment of the claim are not available to
the forwarding installation, a definite statement
that funds have not been reserved in account
701970 P 970-13 to cover the claim will be
made when it is forwarded.

94. When claims vouchers (as prescribed for
particular types of claims) are required to ac-
company claims forwarded, the administra-
tively approved amounts of the vouchers will be
shown as charges to account 701-970 P 970-13
under applicable appropriations. There will be
shown on each claims voucher a reference to
WD AGO Form 14-104, prepared in accordance
with the provisions of the following para-
graphs.

95. For each claims voucher and for each ad-
ministratively approved claim not accompanied
by a claims voucher, the fiscal officer of the for-
warding installation will prepare a WD AGO
Form 14-104 which will constitute a certifica-
tion of the availability of funds to cover settle-
ment of the administratively approved amount
of the claim and will serve as the basis for trans-
fer of a corresponding amount for credit to the
reserve account 701-970 P 970-13, as follows:
@. The administratively approved amount of
the claim will be shown as a charge to the ap-
propriate allotment account maintained by the
installation under the applicable appropriation,
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6. The same amount will be shown as a credit
to account 701-970 P 970-13 under the same
appropriation.

96. The following example illustrates the
preparation of WD AGO Form 14-104 in a
case where the obligation represented by a claim
of $125 is recorded wunder appropriation
2170502, allotment account T07-2240 and is
identified with project account 131-08:
a. Charge:
2170502 T07-2240 P 131-08 S 12-036 _ _ $125.00
b. Credit: :
2170502 701-970 P 970-13 S 99-999 _ _ $125.00

97. The claims voucher number involved, or
the bureau voucher number in the case of a
transaction described in paragraph 100, will
be shown in the space provided for bureau
voucher number on WD AGO Form 14-104.
At the bottom of the form, in the space for ex-
planations, will be shown the name of the claim-
ant and the following statement :

To reserve in account 701-970 P 970-183 an amount
sufficient to pay the voucher identified above.

98. In case the claims are for amounts due de-
ceased personnel, the WD AGO Form 14-104
will show the full names of such deceased per-
sonnel.

99. Except as provided in paragraph 100, an-
stallations will prepare WD AGO Form 14-104
in quadruplicate with distribution of copies as
follows:

a. Original and first copy to the Accounting
Division, Army Finance Center, for processing
and return of the copy with notation thereon
of action taken.

b. Second copy to be attached to the original
claims voucher which is forwarded for action
by higher authority.

¢. Third copy to be retained by the fiscal office
of the installation preparing it as support for
the recorded transaction.

100. «. In the event a disbursement voucher is
administratively approved for payment but is
payable to a vendor or contractor on the stop-
page list in the disbursing office, or if the dis-
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bursing officer determines for any reason that
the voucher should be forwarded direct to the
Chief of Finance, the disbursing office will pre-
pare WD AGO Form 14-104 in quintuplicate
with distribution of copies as follows:

(1) Original and first copy to the Accounting
Division, Army Finance Center, for processing
and return of the copy to the disbursing officer
with notation thereon of action taken.

(2) Second copy to be attached to and for-
warded with the original payment voucher.

(3) Third copy to be furnished to the fiscal
office maintaining the allotment account to be
charged on WD AGO Form 14-104.

(4) Fourth copy to be retained by the dis-
bursing officer.

b. Under this procedure, transfers to the
reserve account, 701-970 P 970-13, are recorded
by the Chief of Finance on the basis of the WD
AGO Form 14-104 processed by the Account-
ing Division, Army Finance Center. Subse-
quent payments effected on the vouchers for
which such amounts were reserved are charged
to the reserve account. In order that vouchers
forwarded by disbursing officers to the Chief
of Finance pursuant to the provisions of this
paragraph will reflect the appropriate account
classification when forwarded, the coding there-
on will be changed in the disbursing office to in-
dicate the appropriate reserve account, 701-970
P 970-13.

101. When a WD AGO Form 14-104 is pre-
pared at an installation, no posting will be made
from the form at the time it is prepared and
distributed if an obligation covering the amount
of the claim already exists in the allotment
accounts. If such an obligation does not exist
in the accounts maintained at the installation,
the amournt administratively approved will be
recorded as an obligation from the charge
shown on WD AGO Form 14-104 prior to dis-
tribution of the copies thereof. Upon receipt
of the copy returned by the Accounting Divi-
sion Army Finance Center; a posting will be
made to liquidate the recorded obligation.

102. When a claims voucher is prepared in a
disbursing office, or in case a payment voucher
is forwarded direct by a disbursing officer to
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the Chief of Finance, and the related WD AGO
Form 14-104 is prepared in the disbursing
office, the copy of the WD AGO Form 14-104
distributed to the fiscal office maintaining the
allotment account will provide the posting me-
dium for liquidation of the related obligation.

103. Installations maintaining underlying al-
lotment. accounts will make no accounting
entries in respect to account 701-970 P 970-13.

104. The Chief of Finance will record charges
to the appropriation, project and object ac-
counts shown on WD AGO Form 14-104 pre-
pared under the provisions of this chapter, and
will record corresponding credits in the reserve
account 701-970 P 970-13. No postings will be
made from claims vouchers or payment vouchers
coded T01-970 P 970-13 unless and until actual
payment thereof ismade. Ixecept for appropri-
ate refunds of collections, charges to account
T701-970 P 970-13 will represent all claims paid
which have been submitted pursuant to the pro-
visions of this chapter, including those claims
certified by the General Accounting Office.

105. Unclaimed Wages and War Bond
Balances on CPFF Contracts

When cost-plus-a-fixed-fee contracts are com-
pleted, the provisions of chapter 4, TM 14-
1000, are applicable in respect to the responsi-
bilities of the contracting officer in the disposi-
tion of unclaimed wages, other unclaimed
checks, and unclaimed war bond savings ac-
counts of employees of such contractors. The
responsibilities of the fiscal officer in respect to
completed and terminated cost-plus-a-fixed-fee
contracts and the accounting procedure to be
followed are contained below.

a. The fiscal officer concerned has responsi-
bility to insure that unclaimed wages, other un-
claimed checks, and unclaimed war bond sav-
ings account balances of cost-plus-a-fixed-fee
contractors are set up as outlined below in the
Reserve for Settlement of Claims Account, 701-
970 P 970-13 599-999, under the applicable ap-
propriation, in the event that an agreement be-
tween the contracting officer and the contractor
as to settlement for such unclaimed amounts
cannot. be reached. Amounts so set up in the
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reserve account are for subsequent settlement by
the General Accounting Office as charges to the
reserve account under the applicable appropria-
tion.

(1) Unclaimed war bond savings account
balances received from the contractor will be
credited initially as expenditure refunds to the
regular procurement allotment.

(2) The amounts of all unclaimed items will
be transferred from the regular procurement
allotment to the reserve for settlement of claims
account, 701-970 P. 970-13 S99-999, under the
applicable appropriation. Transfer will be ac-
complished by the preparation of WD AGO
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Form 14-104, as described in paragraphs 95, 96,
and 97. Separate transfer adjustment vouch-
ers will be prepared for the amount of the un-
claimed wages pay roll, the listing of checks
other than for pay rolls, and for the unclaimed
war bonds savings account balances.

b. The disbursing officer will transmit to the
Chief of Finance the unclaimed wages register,
the listings of other unclaimed checks, and the
war bond savings account balances. These
documents will be accompanied by an extra copy
of each applicable WD AGO Form 14-104 to
provide evidence of the establishment of the
reserve for settlement of claims account.
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CHAPTER 8

ACCOUNTING FOR ADVANCE PAYMENTS TO AND
RECOUPMENTS FROM WAR DEPARTMENT CONTRACTORS

106. General

This chapter prescribes the accounting require-
ments in respect to advance payments to and
recoupments from War Department contractors
made pursuant to applicable Procurement Reg-
ulations. The fiscal officer of each installation
concerned will be responsible for the accounts
and procedures prescribed herein.

107. Responsibilities of Fiscal Officers
Field fiscal officers are responsible for—

a. Maintenance of adequate accounting rec-
ords and supporting evidence relative to pay-
ment and recoupment of advances,

b. Computation of interest charges when ap-
plicable, and verification that collections of such
interest have been made in accordance with con-
tract provisions.

¢. Preparation of financial reports pertaining
to the status of advance payments, as required.

d. Coordination with whatever organiza-
tional units are responsible for the administra-
tion of advance payments to accomplish the fol-
lowing without duplication of existing pro-
cedures:

(1) Periodic examinations of contractors’ ac-
counting records pertaining to the use, disposi-
tion, and status of advances,and funds deposited
under terms of advance payment agreements,
including examination and independent veri-
fication of records pertaining to balances on de-
posit with banks under such applicable advance
payment agreements, and balances of advance
payments owing to the Government as shown by
contractors’ records.

(2) Appraisal of the financial condition of
contractors in relation to the safety, or possibil-
ity of loss to the Government of outstanding
advance payment balances, taking into con-
sideration the purposes for which the advance
payments have been authorized.

108. Accounting Control

a. In order to facilitate accounting control
in respect to outstanding advances, a separate
project account will be opened on the records of
each installation under each appropriation and
allotment from which advance payments are
authorized to be made. This account will be
entitled “Advance Payments Made to Con-
tractors—Less Recoupments,” and will be iden-
tified by the allotment serial number under
which the funds are made available to the in-
stallation, followed by the project account and
object class codes P 940-11,

b. Contracts, purchase orders, and other ob-
ligating instruments will continue to be recorded
and accounted for under the project accounts
to which they pertain, regardless of whether an
advance payment is contemplated, made, or
authorized to be made in furtherance of the
activity represented by the obligating instru-
ment. No portion of such obligating instru-
ment will be recorded or accounted for under
project account 940,

¢. Accounting entries to be recorded in the
allotment account for project 940 will reflect
expenditures (representing advance payments
made) and expenditure refunds (representing
recoupments of advance payment balances).
No amounts will be posted in the “Obligations
incurred” column of the allotment ledger, The
amounts of advances and recoupments will be
posted in the “Expenditures” column only.
Under this procedure the recorded data will
indicate a negative unliquidated obligations
balance which in every case will represent the
unrecouped balance of the advance payment.

d. Accounts under project 940 will be main-
tained by the Chief of Finance in respect to
summary transactions by appropriations; and
in the records of field installations in respect to
appropriations and allotments, and also with
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respect to detail by contractors. The follow-
ing procedures will be observed in maintaining
the accounting records pertaining to such
accounts:

(1) Each voucher which represents an ad-
vance payment to a contractor will cite the ap-
propriate allotment, appropriation, and project
account 940 and will be accounted for under
such project and appropriation by the Chief of
Finance and by the field installation concerned.

(2) Each recoupment of an advance taken in-
to a disbursing officer’s accounts will cite proj-
ect account 940 under the applicable appropria-
tion and allotment and will be credited as an
expenditure refund in the accounting records
of the Office of the Chief of Finance and also in
the accounting records of the field installation
concerned. If recoupment of an advance is
effected by deduction from a voucher payable
to the contractor, the gross amount of the
voucher will be charged to the applicable appro-
priation and project account, and the amount
of the deduction therefrom, representing re-
coupment against the advance, will be credited
to project account 940. The voucher will cite
hoth the accounting classification for the gross

Date Details Debit Credit
Aug 2 to cash $100,000.00
4 by cash $465. 20

1, 255. 756
10, 540. 15
9, 872. 99

7 by cash
15 by cash
28 by cash

$2,659,040.23¢0.025 (annual interest rate) . _______

$66,476.01+-372 (interest charge for the month based on 1 day equivalent)________________.__

¢. The above computations are based on the
actual number of days within the periods in-
volved and computations should include either
the beginning or ending date of the period, but
not both. For a 30-day month, the interest
equivalent for 1 day will be obtained by divid-
ing the interest for 1 year by 360; for a 29-day
month, by 348 ; for a 28-day month, by 336.

d. Monthly interest accruals will be recorded
in the applicable subsidiary accounting records
only. They will not be recorded in the allot-
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amount and the accounting classification for
the amount of the deduction.

109. Subsidiary Accounting Records

Each field installation involved will establish
and maintain the detailed accounting records
prescribed in paragraph 108 WD AGO Form
14-122 (Record of Advance Payments) will be
used for this purpose.. This form is explained
in appendix XV.

110. Computation and Collection of
Interest Charges

a. Each field installation required to maintain
subsidiary aceounting records on advance pay-
ments and recoupments will determine the
amount Of fl,n‘\' il'ﬂ'(?l'(’.ﬁt El(f(_']'u(c’d a.gzlinhft (‘il(.‘ll lld-
vance payment and will record the payments
received in connection therewith. Such deter-
minations and records will be based on pertinent
data received by the field installation, and will
be used as a means to determine that interest
collections are being made in accordance with
applicable contract provisions:

b. Monthly interest charges, where appli-
cable, will be computed as indicated in the fol-
lowing example:

Number of

Equivalent
days during

amount for

Unpaid balance a Si-day month 1 day
$100,000.00 2 $200, 000. 00
99, 534. 80 3 208, 604. 40
98, 279. 05 8 786, 232. 40
87, 738. 90 13 1, 140, 605. 70
77, 865. 91 3 233, 597. 73
U 29 2, 659, 040. 23

66, 476. 01

178. 70

ment accounts. Payments of interest by the
contractor will be scheduled as collections for
eredit to the miscellaneous receipt account,
211010—Interest on Advance Payments to Con-
tractors.

e. It will be the responsibility of the office
preparing the expenditure vouchers for the in-
stallation involved to compute the interest
If the interest is computed by the
fiscal office, the monthly computations of ae-
crued interest will be recorded in subsidiary

charges.
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accounting records as prescribed in paragraph
109. If interest is computed in the disbursing
office, the fiscal office will record in the sub-
sidiary accounting records only the amounts of
accrued interest equal to interest collected as
shown by copies of the collection vouchers or
expenditure vouchers (on which deductions for
the interest due have been made) received from
the disbursing office. In the latter case, it will
be the responsibility of the disbursing office to
compute and effect collections of interest in ac-
cordance with the terms of the contract, but the
fiscal office concerned will follow up with the
disbursing office in this respect if it appears
that contract provisions pertaining to interest
payments are not being complied with, as evi-
denced by nonreceipt of copies of interest col-
lection documents, or from other available in-
formation.

111. Examination of Contractors’ Records

a. Pursuant to instructions issued in accord-
ance with paragraph 107, and at intervals to be
determined in accordance with the procedure
outlined in ¢ below, contractors’ records will be
examined and balances in special bank accounts
which have been set up under advance payment
agreements will be verified for the purposes
of—

(1) Determining whether deposits have been
made in accordance with the applicable ad-
vance payment agreements.

(2) Determining whether funds in advance
payment special bank accounts have been used
by the contractor for the purposes intended and
for which the advance was authorized.

(3) Determining whether the rate of dis-
bursements from the special bank accounts set
up under advance payment agreements is ex-
cessive,

(4) Ascertaining whether any conditions
exist either with respect to the financial condi-
tion of the contractor, or with respect to the
manner in which advances are disbursed or
used, which adversely affect the best interests
of the Government or in any way indicate a
possibility of loss to the Government of ont-
standing advance payment balances or interest
due thereon, or indicate a possibility that effi-
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cient and expeditious completion of the con-
tract may be prevented.

b. Fiscal offices of field installations or the
organizational units at such installations with
which they will coordinate for purposes of com-
plying with the provisions of this paragraph
will be governed in such examinations by all
applicable procedures as may from time to time
be issued by the Chief of Finance. In all cases,
however, they will use their discretion as to
the extent and scope of examination necessary
to protect the best interests of the Government,
and will be responsible for instituting adequate
procedures in any case where, in their opinion,
no such adequate procedures exist. -

¢. In determining the need for a special ex-
amination of a contractor’s records in a partic-
ular case, or in deciding the frequency with
which examinations of contractor’s records are
to be performed, the fiscal officer at the field in-
stallation will confer with the contracting
officer, and any organizational unit responsible
for administration of advance payments, in
order that such examination procedures as are
prescribed will be coordinated with existing
facilities in obtaining efficient and expeditious
performance of the contract and in avoiding
unnecessary inconvenience to the contractor.
Nothing contained in this paragraph will be con-
strued to mean that present auditing practices
will be duplicated by fiscal officers or their staffs,
In those installations where staffs of competent
auditors are already performing adequate au-
dits of advance payments, the fiscal officer will
utilize the services of such staffs. If, in the
opinion of the fiscal officer, auditing procedures
are not adequate, he will take such steps as are
necessary to accomplish the purposes set forth
in paragraph 107. :

d. A report of each examination will be made
in narrative or other suitable form supported by
pertinent schedules, statistics, documents, and
other data necessary to present a complete analy-
sis of the conditions revealed by the examina-
tion. A signed copy of the report will be sent
to the fiscal officer of the operating agency hav-
ing jurisdiction with respect to the advance
payment(s) involved under the contract(s)
and to the contracting officer, one copy being
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retained in the files of the fiscal office by which
the examination was made.

¢. Reports will include recommendations as
to remedial actions which should be taken to
safeguard the interests of the Government.
Such recommendations should cover methods
by which more adequate control can be main-
tained over expenditures of advances by con-
tractors and should also indicate whether
demand should be made on the contractor for
repayment of all or a portion of an advance pay-
ment in accordance with applicable contract
provisions.

112. Adjustments

Whenever a field installation finds it necessary
to process adjustments of previous transactions
in project account 940, it will follow the provi-
sions of chapter 5 with respect to the initiation
and processing of WD AGO Form 14-37. In
addition to following such instruections, the ini-
tiating office will indicate on this form the iden-
tifying number of the underlying contract(s)
against which the advance payment involved in
the adjustment was made.

113. Reports

Field installations administering contracts on
which advance payments have been made or
anthorized will make reports to the respective
operating agencies showing the status of out-
standing advance payments on the basis out-
lined in chapter 11.

114. Accounting for Uncollectible
Balances

. In the event a field installation in the zone
of interior is unable to effect collection of an
outstanding unrecouped balance of advance
payments made under a terminated contract,
and with the concurrence of the responsible
operating agency refers the balance to the Chief
of Finance for collection in accordance with
the provisions of AR 85-730, action will be
taken to transfer the accounting with respect
thereto from the installation to the headquarters
of the operating agency having jurisdiction.

b. The field installation will forward to the
headquarters of the operating agency complete
information concerning the unrecouped balance
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due from the contractor, together with original
and three copies of WD AGO Form 14-104,
prepared in accordance with the provisions of
paragraph 545 and appendix XIII. In the
body of the form the amount of the unrecouped
balance will be shown as a credit to the ap-
propriate allotment account maintained by the
installation under project 940 and the applicable
appropriation. No entry will be made in the
“charge” block of the form by the field installa-
tion. At the bottom of the voucher in the space
for explanation will be stated the following:
To transfer to the headguarters of (name of operat-
ing agency) the unrecouped balance of advance pay-

ments made under identifying contract number
wom—e——_. Advances and recoupments to date are as
follows :
Advanees . o oo bl s SXXXXXXX
Recoupments_______ ____ —— XXXXXXX
Unrecouped balance_ __________________ $XXYIXXX

The unrecouped balance in the above statement,
will be in agreement with the amount shown as
a credit in the body of the form.

c. If the headquarters of the operating
agency concurs in the proposal to refer the case
to the Chief of Finance it will complete the
transfer adjustment voucher and forward it to
the Accounting Division, Army Finance Center.
Upon receipt of a validated copy of the com-
pleted form from the Accounting Division,
Army Finance Center, the field installation will
post the credit amount shown on the transfer
adjustment voucher as an expenditure credit in
the applicable allotment account under project
940. This entry will serve to eliminate the nega-
tive unliquidated obligations balance in project
940. The field installation will drop the infor-
mation concerning the contract from the reports
showing the status of outstanding payments
prepared for the period in which the transfer
was completed and for subsequent periods.

d. In case the headquarters of the operating
agency does not concur in the proposal to sub-
mit the matter to higher authority and returns
the file, the field installation will eancel the WD
AGO Form 14-104 and take no further ac-
counting action with respect thereto.

¢. Upon receipt of the correspondence and re-
lated documents in the headquarters of the op-
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erating agency, that office will review the case
to determine whether it will be forwarded to the
Chief of Finance for collection. If it is the view
of the agency headquarters that the unrecouped
balance should be referred back to the field in-
stallation for further efforts to effect collection
locally, the documents will be returned and no
further accounting action taken with respect
thereto. If it is determined that the case will
be forwarded to the Chief of Finance for col-
lection, the unrecouped balance reflected on the
WD AGO Form 14-104 will be reconciled,
through informal contact or correspondence,
with the balance as stated in the records of the
Chief of Finance, Central Accounts Branch.
After the unrecouped balance has been verified,
an allotment account will be established in the
headquarters of the operating agency under
project 940 and the applicable appropriation,
for recording the amount of the balance. This
allotment account will also be used for record-
ing additional unrecouped balances under the
same appropriation which are transferred sub-
sequently from the same or other field installa-
tions and referred to the Chief of Finance for
collection. 'Therefore, the negative unliqui-
dated obligations balance reflected in the ac-
count, will represent the total of the outstand-
ing unrecouped balances of terminated con-
tracts under the applicable appropriation which
have been forwarded for collection.

/. The accounting symbolization pertaining
to the allotment account established pursuant
to ¢ above will be inserted in the “charge”
block of the WD AGO Form 14-104. The orig-
inal and two copies of the form will be for-
warded to the Accounting Division, Army
Finance Center. (See par. 54b.) The third
copy will be retained, together with the corre-
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spondence and related documents until an ac-
complished copy of WD AGO Form 14-104 is
returned by the Accounting Division, Army
Finance Center.

g. After receipt of the validated copy of the
transfer adjustment voucher, the file will be
forwarded to the Chief of IFinance, Receipts and
Disbursements Division, with the request that
proceeds collected be scheduled for credit to the
allotment account established in the headquar-
ters of the operating agency. The complete
accounting classification to be credited will be
furnished and will be identical with the clas-
sification entered in the “charge” block of WD
AGO Form 14-104. If the Chief of Finance
forwards the claim to the General Accounting
Office for collection, the accounting classifica-
tion will be indicated in the correspondence
for the use of the latter office in properly
crediting the proceeds. The charge reflected
on Form 14-104 will be posted as an expenditure
only to the headquarters allotment account in
the manner preseribed in paragraph 108¢. Up-
on receipt of a copy of the collection schedule
from the.Chief of Finance representing a col-
lection made by that office or from the Account-
ing Division, Army Finance Center represent-
ing a collection made by the General Account-
ing Office, the headquarters of the operating
agency will post the amount thereof as an ex-
penditure credit. Amounts recorded in allot-
ment, accounts established pursuant to ¢ above
will be included by operating agencies on the
status of funds reports prescribed in TM 14—
701, The information concerning the related
contract (s) will be included in WD AGO Form
14-135 (Report on Advance Payments Out-
standing) prepared in accordance with the pro-
visions of TM 14-701.

OV TNy
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CHAPTER 9
RECONCILIATIONS

115. General

In addition to the reconciliation preseribed in
appendix I, each field installation maintaining
allotment accounts will periodically reconcile
such accounts with the date on FD Form 514
(Register of Net Expenditures) which, as indi-
eated below, it receives from the Accounting
Division, Army Finance Center.

116. At intervals of approximately 10 days,
each field installation will receive a register of
net. expenditures showing all expenditure and
expenditure refund transactions applicable to
its allotment accounts which have been proc-
essed through the Accounting Division, Army
Finance Center, during the designated 10-day
accounting period. Upon receipt of these state-
ments, field installations will promptly check
the accuracy of their fiscal records and of the
related registers of net expenditures. In this
connection, attention is invited to TM 14-703.
which preseribes the forms and procedures to
be used in the reconciliation and verification of
expenditures.

117. Procedures for Processing
Adjustments

Verification of the register of net expenditures
with the fiscal accounts maintained by field in-
stallations may disclose the existence of dis-
crepancies. In the event that the discrepancies
represent errors existing in the fiscal accounts of
the field installation, appropriate adjustments
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crepancies represent errors in transactions re-
corded by the Accounting Division, Army
Finance Center, the installation will request cor-
rection through the medium of WD AGO Form
14-37, prepared and submitted in accordance
with the provisions of chapter 5. When pre-
paring WD AGO Form 14-37 in connection
with discrepancies appearing on registers of net
expenditures, all of the pertinent information
appearing in the register should be stated in
the “Reported as” portion of the form, convert-
ing the appropriation coding (reflected in
column 3 of the register) to the official symboli-
zation, that is, to 2170425, as an example. Any
discrepancies in the register of net expenditures
which cannot be adjusted through the medium
of WD AGO Form 14-37 should be referred to
the Accounting Division, Army Finance Center,
for clarification and further action.

118. Registers of Net Expenditures
Received by Operating Agencies

Registers of net expenditures reflecting trans-
actions applicable to open allotments and to
accounts of common carriers for transportation
of persons and things will be transmitted to the
headquarters of the operating agency concerned.
Operating agencies receiving such registers of
net expenditures will be responsible for check-
ing the accuracy of the data appearing thereon.
and for initiating and processing any WD AGO
Form 14-37 required to correct discrepancies.
As indicated above, the processing of such forms
will be accomplished in accordance with the pro-
visions of chapter 5.
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CHAPTER 10
YEAR-END FISCAL PROCEDURES

119. Purpose

a. The purpose of the procedures outlined in
this chapter is to facilitate continuing segrega-
tion in a current fiscal year as between account-
ing transactions applicable to the budget pro-
gram of the current fiscal year and accounting
transactions applicable to the budget program
of each prior fiscal year. By means of this
segregation, operating agencies, field installa-
tions, and the Budget Officer for the War De-
partment are in a better position to appraise
fund requirements and fiscal progress involved
in the respective budget programs.

b. A basie principle underlying these pro-
cedures is that appropriated funds made avail-
able to operating agencies or field installations
during one fiscal year to cover the budget pro-
gram of that fiscal year will not be available for
obligation in a succeeding fiscal year except
upon specific reallocation, and reallotment in
the succeeding fiscal year,

¢. Certain of the procedures provided for in
this chapter pertain not only to procedures in-
volved at the end of a fiscal year, but alse to pro-
cedures involved at the beginning of a new fiscal
year.

120. Accounting Requirements

@. The ledger accounts maintained by a field
installation which are applicable to the budget
program of a prior fiscal year will be carried
forward and be maintained separate as long as
the applicable appropriations remain available
for expenditure and there continue to be uncom-
pleted accounting transactions, such as un-
liquidated obligations.

b. In order to permit accounting as outlined
in ¢ above, totals and balances in allotment
ledger accounts pertaining to the budget pro-
gram of a.closing fiscal year will be determined
and stated as of the year-end and will there-
after be carried forward into the new fiscal year
on a continuing cumulative basis.

121. Inventory of Unliquidated
Obligations

As part of the year-end closing procedures,
field installations will inventory all unlig-
uidated obligations as soon as is practicable
after the close of the fiscal year. The total
unliquidated obligations so determined will be
reconciled with the related balances as at 30
June of the ended fiscal year shown in the ledger
accounts, covering administrative and procure-
ment allotments.

122. Allotments for New Fiscal Year

¢. Administrative and procurement allot-
ments which are received by field installations
to implement the budget program of a new
fiscal year will be dated not earlier than 1 July
of that fiseal year, but so far as is practicable
and appropriate, subject to the availability of
appropriations, will be received by field in-
stallations during the last month of the closing
fiscal year. Allotments so issued prior to the
end of the closing fiscal year will be taken into
the accounts established for the new fiscal year.
They will be included in fiscal reports as being
received on or after 1 July of the new fiscal
year.

b. Consistent with the principle referred to
in paragraph 1195, the unobligated balances of
allotments outstanding at the close of a fiscal
year will not be available for incurring obliga-
tions during the succeeding fiscal year,

123. Accounting Treatment of Prior Years’
Obligations

a. Obligations which remain unpaid at the
beginning of a new fiscal year will be liquidated
during the new fiseal year or thereafter under
the allotment serial number applicable for the
fiscal year in which the obligations were in-
curred.
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b. In the event that contracts, purchase
orders, and other obligating instruments hav-
ing unpaid balances at the end of a prior fiscal
year are increased in a subsequent fiscal year
by change orders, supplements, or amendments,
which increase the quantity of items ordered or
cover additional items of services or supplies not
provided for in the original contractual agree-
ment and existing amendments thereto, such in-
creases will be reflected in fiscal accounts and
reports as obligations against funds made avail-
able for the budget program of the subsequent
fiscal year, except as noted in ¢ below.

(1) With respect to such augmented obliga-
tions, expenditures in a subsequent fiscal year
in payment of that part of an obligation which
was incurred in a prior fiscal year will be
charged in fiscal accounts and reflected in fiscal
reports as being in liquidation of obligations
outstanding at the end of such prior fiscal year.

(2) Such expenditures in a subsequent fiscal
year as are in payment of items, services, or
facilities represented by the augmentation in a.
subsequent fiscal year of such prior year's obli-
gations (b above), will be charged in fiscal ac-
counts and reflected in fiscal reports as being
in liguidation of obligations incurred in such
subsequent fiscal year.

¢. In case obligations are incurred in one
fiscal year and liquidated in a subsequent fiscal
year for amounts greater than the obligation
established in prior fiscal years, the increase
adjustments will be charged as being appli-
cable to the prior fiscal year provided such ad-
justments are made within the terms of a con-
tract or purchase order, as when variations in
quantities, prices, or specifications of compo-
nent parts are provided for in the original con-
tractual agreement which was obligated in a
prior fiscal year. Adjustments of this nature
may be based on change orders or supplements
when price redeterminations, changes in specifi-
cations, engineering changes, or other changes
necessitating price increases are involved, or
may be made without a formal supplemental
instrument as when the quantity of items to be
delivered is specified within the range of upper
and lower limits. Likewise, any decrease ad-
justments resulting from the liguidation of the
prior year obligations will be reflected in the
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fiscal records as being applicable to the prior
fiscal year.

124. Year-End Fiscal Reports

a. The dates for submission by field installa-
tions of fiscal reports for the reporting period
ending 30 June of a fiscal year will be extended
10 days beyond the respective submission dates
otherwise applicable during the fiscal year.

b. The purpose of the extension of these sub-
mission dates is to permit the fiscal accounts
maintained by field installations to be held open
for that additional period. This will facilitate
posting of all obligations which were incurred
on or before 30 June of the closing fiscal year,
but not previously recorded; posting of all
vouchers which were paid by disbursing officers
on or before the same date but not previously re-
corded; and the inclusion of this angmented
data in the year-end fiscal reports of the field in-
stallations concerned.

c. If, after final year-end fiscal reports have
been compiled and submitted by field installa-
tions to the operating agencies designated to
receive them, it develops that any expenditures
made or obligations incurred through 30 June
of the ended fiscal year were not properly re-
flected in the underlying fiscal accounts and in
such reports, the omitted transactions will be
recorded and reported as adjustments for
the month of the new fiscal year in which they
are ascertained. If such adjustment transac-
tions represent major amounts or have relative
importance, appropriate explanation will be in-
cluded in the monthly fiseal reports covering the
reporting period in which the adjustment trans-
actions are ascertained and recorded.

d. As indicated in chapter 11, field installa-
tions will submit separate series of monthly re-
ports on the status of allotments applicable to
the budget programs of respective fiscal years
for which the accounts remain open. Each
series of monthly reports will continue to be sub-
mitted until appropriation(s) involved are no
longer available for expenditure or until such
earlier date as the transactions applicable to the
budget program of the fiscal year involved have
been completed.
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125. Unobligated Commitments at
Year-End

Since commitments for which obligations have
not been incurred cannot legally reserve an ap-
propriation for expenditure, all such unobli-
gated commitments of record at the close of a
fiscal year will be canceled in respect to the allot-
ments available for obligation in the closing
fiscal year. The canceled amounts will ordi-
narily be reestablished immediately as commit-

™ 14-702

ments applicable to funds available for the
succeeding fiscal year, provided that contrary
action, based on a change in program or other
factors, has not been directed by the operating

agency having jurisdiction. Under this pro-

vision, the amounts of commitments applicable
to allotment accounts for prior fiscal years will
be equal to the obligations incurred applicable
to such accounts. Accordingly, accounting for
and reporting of such prior year commitment
data will not be required or performed.
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CHAPTER 11
REPORTS TO BE COMPILED

126. General

@. In this chapter are included pertinent data
relating to the fiscal reports which a field in-
stallation, having the accounting transactions
involved in the respective reports, is required to
prepare at the end of each preseribed account-
ing period. The reports are as follows:

(1) WD AGO Form 14-120 (Report on
Status of Allotments (Project Account Level))
(Reports Control Symbol WDSBU-6), or WD
AGO Form 14-121 (Report on Status of Allot-
ments (Consolidated) ) (Reports Control Sym-
bol WDSBU-T).

(2) WD AGO Form 14-96 (Report on Status
of Advance Payments) (Reports Control Sym-
bol WDSBU-9).

b. Each of the reports listed in  above will
provide for identification of the field installa-
tion by which compiled and submitted, the re-
porting period covered, and the account sym-
bols involved. Each of the reports will be
signed by the fiscal officer of the installation by
which compiled or by his representative. If the
report consists of more than one sheet, only the
first sheet need be signed.

¢. Brief statements of the purposes which the
reports are intended to serve, the general re-
quirements for their submission, and the provi-
sions relating to the optional use of alternative
report forms as noted in @ (1) above are outlined
in paragraphs 127 and 128,

127. WD AGO Form 14-120 (Report on
Status of Allotments (Project Account
Level)) or WD AGO Form 14-121
(Report on Status of Allotments (Con-
solidated))

a. Purreose. (1) To facilitate determination
by the operating agency receiving the report
that the field installation is administering and
accounting for funds in the same amounts and
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under the same account classifications as are
shown by the operating agency’s records.

(2) To facilitate determination by the operat-
ing agency receiving the report as to the prog-
ress being made by the reporting field installa-
tion with respect to commitments and/or obli-
gations and expenditures against the allotted
funds.

(3) To be used by the operating agency in
conjunction with other records and reports in
compiling monthly fiscal reports to higher
echelons.

(4) To be used by the reporting field installa-
tions as a medium for such internal manage-
ment, control, and informational purposes as
may be appropriate.

b, To Waonm Susmirrep. To the fiscal officers
of the operating agencies from which the re-
spective allotments were received; or if sub-
allotments are involved, to the field installations
from which received.

¢. Rerorrineg Perion. From the date of each
allotment or suballotment to the end of each
calendar month.

d. SepArRATE Fiscar Year Reeorts. Reports
will reflect a segregation of data relating to the
separate budget programs of the successive fiscal
years involved. Under this requirement, sepa-
rate reports will be prepared in respect to allot-
ments issued in each fiscal year, provided there
continue to be uncompleted transactions appli-
cable to such allotinents and the appro-
priation(s) remain available for
expenditure.

e. ALTERNATIVE Rurorr Forms. The alter-
native forms available for this report are de-
signed to meet the varying requirements of
operating agencies. Fach operating agency will
determine which of the two alternative report
forms will be used by field installations in re-
porting allotment transactions to its head-
quarters and will issue appropriate instructions.
All field installations under command jurisdie-

involved
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tion of the same operating agency will use the
same report form in reporting to that operating
agency. With respect to allotments or suballot-
ments made available to a field installation
under jurisdiction of another operating agency,
the headquarters or installation making funds
available may prescribe which of the two alter-
native report forms will be furnished. In the
absence of instruction in this regard, the report
form regularly submitted to the operating
agency having command jurisdietion will be
used. It will be noted, however, that a field
installation may be required to use different
report forms in reporting to the operating
agency headquarters having command jurisdie-
tion over the installation and in reporting to
other operating agencies or installations.

f. Axmounts Smowx. (1) The WD AGO
Form 14-120 (Report on Status of Allotments
(Project Account Level)) is designed to reflect
on a separate sheet for each project account
classification, or allotment applicable to a single
project, the following totals for the current
month and cumulatively from the inception of
the allotment :

(@) Allotments received.

(&) Commitments authorized.

(¢) Uncommitted allotments.

(d) Obligations incurred.

(¢) Unobligated commitments.

(7) Expenditures.

(9) Unliquidated obligations.

(2) The WD AGO Form 14-121 (Report on
Status of Allotments (Consolidated)) is de-
signed to provide a colummnar arrangement of
the following totals by allotment and project
account classifications:

() Allotments received.

(6) Commitments authorized,

(¢) Obligations incurred.

1. Current month.
2. Cumulative.

(d) Expenditures,

7. Current month.
2. Cumulative.

(¢) Unobligated balance.

g. Form anp Content. TFurther explana-
tions and instructions as to the form and con-
tent, the optional use of certain columns, sources
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of information, number of copies, and the dis-
tribution of the two alternative report forms
are included as appendix XVI for WD AGO
Form 14-121, and appendix XVII for WD
AGO Form 14-120.

128. WD AGO Form 14-96 (Report on

Status of Advance Payments)

@. GENERAL. Procedures to be followed in
accounting for advance payments to and re-
coupments from War Department contractors
are outlined in chapter 8.

b. Porrose or Reporr. (1) To facilitate de-

termination by the operating agency receiving

the report of the extent of advance payment
transactions and the rate of recoupments under
contracts administered by the reporting field
installation.

(2) To facilitate reconciliation by the operat-
ing agency receiving the report of the informa-
tion contained therein with data reported to
such operating agency by the Chief of Finance.

(8) To be used by the operating agency re-
ceiving the report in compiling reports on ad-
vance payments outstanding to higher echelons.

(4) To be used by the reporting field instal-
lations for whatever internal management, con-
trol, or informational purposes appear appro-
priate.

¢. To Wamom Supsmrrrep. To the fiscal office
of the operating agency under the jurisdiction
of which the reporting field installation is ad-
ministering the contracts involved in the ad-
vance payments.

d. Rerorring Perion. Each quarter ending
on 31 March, 30 June, 30 September, and 31
December, respectively. However, operating
agencies may require the submission of the re-
port monthly instead of quarterly, if admini-
strative need exists for more frequent analysis
and control of field activities pertaining to ad-
vance payments.

e. Adounts Smoww. (1) Amount of con-
traet.

(2) Advance payments authorized,

(8) Advance payments made.

(4) Advance payments recovered,

(5) Advance payments outstanding.

f- Forxt axp Content. Further explana-
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tions and instructions as to the form, content,
number of copies, and distribution applicable
to this report are included as appendix XVILIL.

129. Mathematical Accuracy of Reports
Field fiscal organizations responsible for the
preparation of reports and statements will
initiate whatever action is necessary to maintain
accurate internal control in preventing mathe-
matical inaccuracies in such reports and state-
ments. Among other things, these control
measures should provide for—

a. Independent verification of entries made
from the allotment ledger covering the status of
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each appropriation and project account re-
ported on.

b. Independent verification of footings and
cross-footings, where applicable, prior to
typing.

¢. Verification by reading from basic work
sheet reports and checking against typed final
reports of all material, including deseription
and figures, required to be included in typed
final reports.

d. Verification after typing of the mathema-
tical aceuracy of figures shown in the reports by
independent footings and cross-footings of such
figures.
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CHAPTER 12
COLLECTIONS

Section |. CATEGORIES AND EXAMPLES
OF COLLECTIONS

130. Collections are defined as any payment,
repayment, or deposit of funds received, han-
dled, or accounted for by an officer or agency of
the War Department. Collections may take any
of the following forms for accounting purposes:

a. Direct receipts, such as cash, checks, drafts,
and money orders,

b. Transfer and counter warrant credits to
either appropriations or receipt accounts, ex-
cept adjustments to the Army Account of Ad-
vances.

¢. Deductions on expenditure vouchers repre-
senting offsets to cover indebtedness due the
United States Government.

d. Other authorized deductions on expendi-
ture vouchers, such as for Civil Service Retire-
ment contributions, war bond subseriptions by
civilian employees, and Federal taxes. How-
ever, deductions on expendicure vouchers for
‘ash discounts on purchages, allotments of pay
by military personnel, and amounts represent-
ing the value of allowances furnished in kind
pursuant to law to supplement salary earnings,
are not to be considered as collections,

131. For accounting purposes, collections will
be identified under one of the following cate-
gories:

a. Expenditure refunds.

b. Appropriation reimbursements.

¢. Appropriation receipts (special and trust
funds).

d. Miscellaneous receipts (General Fund).

e. Special deposit receipts.
Definitions and examples of these categories are
shown in subsequent paragraphs.

132. Expenditure Refunds

These are collections of previous erroneous pay-
ments or overpayments and are usually identi-

fied with the specific voucher(s) or specifie
contract(s) on which the erroneous payment or
overpayment occurred. For accounting pur-
poses, expenditure refunds include adjustments
of any expenditures which are credited to an
allotment account as reductions in the expendi-
tures but do not include refunds identified with
lapsed appropriations.of the War Department,
which refunds are treated as miscellaneous re-
ceipts. Examples of expenditure refunds are as
follows:

a. Collection of salary overpayments.

b. Collections of overpayments made to com-
mereial concerns due to erroneous billing or in-
correct computations of invoices.

¢. Amounts collected for items rejected and
returned.

d. Allowances on articles retained but which
were not satisfactory.

e. Collections made on account of suspensions
or disallowances by the General Accounting
Office.

f. Collections on charges for transportation
purchased (for both persons and things) where
the whole or part is required to be paid by an
enlisted man, officer, or civilian employee, such
as amounts for baggage or property trans-
ported in excess of the established allowances.

¢. Recoveries on payments for contractual
services, such as rent, insurance, and transpor-
tation purchased, where such contracts are can-
celed and adjustments are made for the unused
portion, as well as recoveries on unused moneys
advanced for rations on troop trains and unused
monetary allowances in lieu of subsistence and
quarters while in a travel status,

/. Checks which have been recorded as a dis-
bursement. by a disbursing officer and which
subsequently are returned to the disbursing
officer for cancellation.

¢. Repayments against advances or loans
made to contractors, ete.

4. Amounts recovered for charges made in
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excess of ceiling prices as established by the
Office of Price Administration.

/. Amounts recovered as a result of price
redetermination agreements, forward pricing
agreements, and other adjustments in prices,
when such agreements are a part of the original
contract provisions.

133. Appropriation Reimbursements

These are defined as collections, other than ex-
penditure refunds, for commodities, work, or
services furnished, or to be furnished, to an
individual, firm, corporation, or Federal
agency, or for the benefit of other appropria-
tions of the War Department, which collections
lawfully may be covered into the Treasury of
the United States as repayments to an appro-
priation. Examples of appropriation reim-
bursements are as follows:

a. Proceeds from sales of stores, materials,
and supplies for credit to replacing accounts,
such as—

(1) Sales of subsistence.

(2) Sales of clothing and equipage.

(3) Sales of serviceable ordnance stores.

(4) Sales of serviceable engineer supplies
and equipment.

(5) Sales of serviceable medical supplies and
equipment.

b. Sales of surplus cuttings of material from
clothing manufactured by the Quartermaster
Corps.

¢. Amounts received, either as reimburse-
ments or working fund advances, from other
Federal agencies for orders placed under section
601 of the Economy Aet (31 U. S. C. 686) ; or
amounts for credit to appropriations other than
the one under which the work or service was
rendered. (See also ch. 6 for detailed instruc-
tions for disposition of amounts received on
transfer vouchers, Standard Form 1080, for
orders placed under section 601 of the Economy
;&(.‘t-)

d. Proceeds from sales of water, gas, electric
current, and laundry work purchased under
contract.

134. Appropriation Receipts
These are defined as collections for credit to
special funds or trust funds which by law are
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covered into the Treasury of the United States
and for which appropriation warrants subse-
guently are issued. Examples of appropriation
receipts are as follows:

a. Contributions for sewerage system, ete.,
Fort Monroe, Va.

b. Contributions to the Civil Service Retire-
ment and Disability Fund.

¢. Proceeds from estates of deceased soldiers,

d. Deposits, pay of the Army.

e. Any other receipts which by law are to be
credited to any of the special or trust fund
receipt accounts.

135. Miscellaneous Receipts

These are defined as collections which are re-
quired by law to be covered into the General
Fund of the Treasury, and which are not avail-
able for expenditure until appropriated by
Congress. Examples of miscellaneous receipts
are as follows:

a. Sales of condemmed stores and supplies.

b. Sales of surplus property.

¢. Proceeds from sale of ice, electric eurrent,
and laundry work when produced by Govern-
ment-owned plants.

d. Cash collections resulting from Renegotia-
tion of Contracts under Public Law 528, ap-
proved 28 April 1942, as amended. (Renego-
tiation savings deducted from contractors’
vouchers are not to be accounted for as miscel-
laneous receipts. They represent obligation
adjustments as explained in par. 15.)

¢. Proceeds from rental of equipment.

f. Cash collections for liquidated damages.
(Liquidated damages deducted from contrac-
tors’ vouchers will remain to the credit of the
appropriation as provided in ch. 7.)

g. Interest collected on adyance payments and
amounts deducted from vouchers which repre-
sent interest charges.

h. Any other proceeds from the sale of prop-
erty, or services of any kind which are not.
authorized by law to be credited to General
Fund appropriations or which are not collec-
tions for special or trust funds.

136. Special Deposit Receipts
These are defined as collections which are
turned over to a disbursing officer to be held
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temporarily in his accounts until such time as a
proper disposition of the collections can be ac-
complished. Special deposit receipts include
funds held by an accountable officer as agent,
amounts received prior to the earning of such
collections, and any other amounts the disposi-
tion of which cannot be determined or applied
at the time the collections are made. Examples
of special deposit receiptsare as follows:

a. Collections represented by civilian person-
nel pay roll deductions for Federal taxes and
for the purchase of war bonds.

b. Proceeds from the sale of property, where
expenses in connection with the sale are to be
paid from the gross proceeds before the net
proceeds are credited to the General Fund.

¢. Deposits for the guarantee of performance
under contracts.

d. Money received in advance guaranteeing
payment for subsequent sales, or service to be
rendered.

¢. Money received on account of taxes im-
posed by Federal, State, or other political sub-
divisions of Government,.

/- Telegraph tolls collected for other lines
where the Government receives the message
from the sender and transmits it over Govern-
ment and connecting lines.

Section Il. ACCOUNTING FOR
COLLECTIONS

137. The Chief of Finance publishes and main-
tains current, as a part of the War Department
Fiscal Code, the following information in re-
spect to account classifications applicable to the
collection categories indicated :

a. Approved open allotment accounts appli-
cable to certain types of collections representing
expenditure refunds.

b. Such approved collection accounts cover-
ing appropriation reimbursements as may be
required by the operating agencies primarily
responsible for administering the appropria-
tions (or portions thereof) involyed.

138. The Chief of Finance also publishes and
maintains current, as a part of the War Depart-
ment Fiscal Code, the réceipt account titles and
symbols which are applicable to the War De-
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partment within the following collection cate-
gories:

a. Appropriation receipts (special and trust
funds).

b. Miscellaneous receipts (General Fund).

139. When collections are represented by de-
ductions from expenditure vouchers, the ex-
penditure voucher will include the complete
accounting classification applicable to the gross
amount of the expenditure voucher and the
complete accounting classification applicable to
each type of collection which is included therein
as a deduction. Fiscal organizations and dis-
bursing officers will account for the gross
amount of such expenditure vouchers in accord-
ance with the classifications required to be
shown thereon. The collection(s) represented
by the deduction(s) will be classified and ac-
counted for in accordance with the procedures
prescribed herein pertaining to the applicable
collection categories.

140. Expenditure Refunds

a. In recording and scheduling collections
representing expenditure refunds, as previously
defined, documents and schedules requiring ac-
counting classification will designate the appro-
priations and purpose classifications (both
project account and object class) which are to be
credited except in cases where the refunds re-
late to lapsed appropriations, in which cases
they will be scheduled to miscellaneous receipt
account 215520,

b. If the refund relates to an allotment which
has not been accomplished or closed out, the
amount will be scheduled and recorded as a re-
duction of expenditures under that allotment
(except as otherwise provided in the War De-
partment Fiscal Code).

¢. For refunds applicable to allotments which
have been accomplished or closed out, the
amounts will be taken up as expenditure credits
to a designated open allotment account estab-
lished for that purpose under the applicable
appropriation. Also, for special types of ex-
penditure refunds, it may be desirable to credit
the collections to a designated open allotment
account in the applicable appropriation rather
than to the allotment account previously
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charged. Expenditures will not be made from
these open allotment accounts, except for re-
funds of collections previously credited thereto
in error. The amounts will be made available by
the operating agency for obligation and expend-
iture only by use of WD AGO Form 14-127
or WD AGO Form 14-126, whichever is appro-
priate.

d. In view of the contract provisions for re-
covery by the Government of the amounts paid
to utility companies as connection charges, the
deductions from current bills for services con-
sumed are in the nature of repayments of the
advances to the utility companies. As such,
these monthly recoveries are deemed to be ex-
penditure refunds. The gross amounts of cur-
rent bills for utilities consumed under the con-
tracts should be charged to the applicable op-
erating allotments, and the amounts of the col-
lections should be credited to the open allotment
for the expenditure refund account of the ap-
plicable appropriation as shown in section I1I,
chapter 5, TM 14-700, irrespective of whether
the allotment to which the cost of construction
was charged has been closed or is still available
for expenditures and/or collections.

e. Expenditure refunds will be recorded as
reductions of expenditures previously charged
to the applicable appropriations and project ac-
count classifications in the accounts maintained
in the Accounts Division, Office of the Chief of
Finance and (with the exception of expenditure
refunds credited to open allotments referred to
above) in the allotment accounts of the fiscal
organizations involved.

. Except for the cases noted below, collection
documents designating expenditure refunds
will include complete reference to the preceding
expenditure voucher(s) to which the collection
pertains, that is, the name and symbol number
of the disbursing officer who paid such preced-
ing expenditure voucher(s), together with the
voucher number(s) and the date(s) of pay-
ment:

(1) Refunds correcting overpayments in
civilian pay rolls, except where required by
Civilian Personnel Regulation No. 120.

(2) Recovery of charges for transportation,
commutation of rations, meals, lodging, tele-
grams, telephone messages, storage charges, and
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transportation of baggage (including charges
in excess of established allowances), where such
charges are to be refunded by enlisted men,
officers, and civilian personnel.

(3) Repayments of unused advances for
monetary allowances to-enlisted men, officers,
and civilian employees.

(4) Expenditure refunds on travel and
transportation vouchers of common carriers.

(5) Expenditure refunds on contracts in-
volving partial payments where the refund can-
not be readily identified with a particular pay-
ment, in which case the number of the contract
will be shown on the collection voucher.

(6) Expenditure refunds of overpayments
made by the Office of Dependency Benefits.

(7) - Other cases where it is impracticable to
obtain the reference to the preceding expendi-
ture voucher, in which instances notations to
that effect should be made on the collection
vouchers.

141. Appropriation Reimbursements

a. In recording and scheduling collections
representing appropriation reimbursements, as
previously defined, documents and schedules re-
quiring accounting classification will designate
the appropriations to be credited without any
reference to allotiments issued against such ap-
propriations. To the extent required by the
War Department Fiscal Code, the accounting
classification also will include the applicable
collection account symbol designated for the ap-
propriation involved.

b. Collections representing appropriation
reimbursements will not be taken up either as
reductions of expenditures or as increases to
existing allotment accounts. They will be re-
corded in the accounts maintained in the Ac-
counts Division, Office of the Chief of Finance,
as increases in the total funds available in the
applicable appropriation accounts.

¢. The amount of such inereases in available
funds in respect to each appropriation will be
reported at the end of each month by the Ac-
counts Division, Office of the Chief of Finance,
to the operating ageney of the War Department
by which the applicable appropriation is admin-
istered. Such increases in available funds will
thereafter be subject to allocation only at such
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time, to such extent, and in such manner as the
Budget Officer for the War Department may
determine,

142. Appropriation Receipts (Special and
Trust Funds)
In recording and scheduling collections repre-
senting appropriation receipts, as previously de-
fined, documents and schedules requiring ac-
counting classification will designate the receipt
account title and symbol involved as published
in the War Department Fiscal Code. The title
and symbol of the appropriation which subse-
quently will be increased to the extent of such
collections will not be shown on the underlying
collection documents and schedules. Such in-
creases in available funds (represented by the
appropriation warrants issued therefor) will be
subject to allocation only at such time, to such
extent, and in such manner as the Budget Offi-
cer for the War Department may determine.

143. Miscellaneous {General

Fund)

In recording and scheduling collections repre-
senting miscellaneous receipts, as previously
defined, documents and schedules requiring ac-
counting classification will designate the Gen-
eral Fund receipt account title and symbol to
which the collection is to be credited, as pub-
lished in the War Department Fiscal Code.

Receipts

144. Special Deposit Receipts

Collections representing special deposit receipts,
as previously defined, will be credited to the
special deposit account of the accountable dis-
bursing officer by whom the collection originally
is received. Whenever a collection placed in a
special deposit account is earned, or can be
identified and applied to the purpose for which
remitted, Standard Form 1046 (Schedule of
Transfers—Special Deposits) will be used for
clearing the collection from the special deposit
account to the appropriate ultimate account to
which the colleetion is to be credited. Deter-
mination of the accounting classification to be
shown in respect to the ultimate account will be
made on the basis of the ultimate category
which the collection represents and the account-
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ing classification and procedures required to be
accomplished in respect to that category as pre-
seribed in this chapter.

145. Correction of Accounting
Classifications

In cases where it becomes necessary to correct
an erroneuus accounting classification shown on
a previously processed collection document or
schedule, such correction will be effected by use
of WD AGO Form 14-37. The use of this form
is more completely desecribed in chapter 5 and
appendix XIT.

146. Accounting for Refunds of Collections
Refunds of previously recorded collections will
be accounted for in accordance with the fol-
lowing procedures:

a. Refunds of collections previously credited
to special and trust fund appropriations will be
classified and accounted for as expenditures
from such appropriations under appropriate
project account and object classifications.

b. Except as otherwise is, or may be, provided
by law, all claims for refund of collections pre-
viously covered into the Treasury as miscel-
laneous receipts of the General Fund will not be
paid by disbursing officers. Such claims will be
submitted to the General Accounting Office
through the Chief of Finance over the hand-
written signature of the claimant. The claim
will include a citation to the voucher or account
involved in the original collection to which the
claim for refund pertains. An exception to the
requirements of this paragraph is provided in
Public Law 11, 78th Congress, whereby funds
appropriated to the War Department under the
heading, Finance Service, Army, are available
for direct payment by disbursing officers of
amounts erroneously collected from military and
civilian personnel in and under the Military
Establishment.

c. Except as otherwise provided by law,
vouchers and schedules covering all other re-
funds of previously recorded collections will cite
the account titles and symbols to which the
original collections were credited and will be
accounted for as reductions of the collections
previously recorded in the same accounts.

55




T™M 14-702

147. Register of Collections

Included herein as appendix XIX is an expla-
nation of WD AGO Form 14-33 (Register of
Collections), which is designed to record the
amounts of all collections resulting from the op-
erations of activities carried on under the juris-
dietion of an installation. These will include
collections scheduled to disbursing officers by the
fiscal office of an installation as well as collee-
tions received directly by disbursing officers. At
installations where collections are received by
disbursing officers from sources other than
through the fiscal office, arrangements should be
made whereby the disbursing officer will notify
the fiscal officer of such collections. Mainte-
nance of a register of collections is optional with
each installation but it is recommended for use
by installations having considerable collection
volume. For installations having a small vol-
ume of collection transactions, the collection
vouchers may be filed for reference purpose
without maintaining a collection register. The
register, when used, will serve the following
I)Ill'p()'ﬁ(’s .

a. Provide a snmmary record of all collec-
tions made by or applicable to an installation.

b. Furnish a ready reference to collection
vouchers processed by an installation.

¢. Provide current information for making
certain reports requiring data as to collections,
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such as reports on cash received pursuant to re-
negotiation agreements.

d. Provide information in justification, of re-
quests for allotment of funds, particularly when
such funds are used in whole or in part to pro-
cure commodities or services for sale, and the
proceeds from such sales are not available to
the installation. Examples of services or com-
modities initially procured from allotted funds
and thereafter sold are:

(1) Sales of ice, electric eurrent, and laundry
when produced by Government-owned plants,
the proceeds from which are credited to miscel-
laneous receipts.

(2) Sales of similar items initially purchased
under contract, the proceeds from which are
credited as appropriation reimbursements.

(3) Sales of stores, materials, and supplies,
the proceeds from which are eredited to replac-
ing appropriation accounts.

(4) Reimbursements for work done for other
governmental agencies or units.

¢. Provide a means of ready reference to col-
lection vouchers when subsequent claims are
filed for refunds, as in the case of unclaimed
wages deposited as appropriation receipts to the
credit of account 218990, Deposits, unelaimed
moneys due creditors of contractors with the
United States under cost-plus-a-fixed-fee con-
tracts (name of creditor).
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CHAPTER 13
FILING PROCEDURES

148. General

The accounts and books of original entry will
be supported by an accurate filing system. The
files are to be maintained on a current basis at
all times and should be so arranged that the
documents included therein will be readily ac-
cessible and will afford maximum use for ac-
count keeping and administrative control. The
files must include originals or copies of all docu-
ments representing funds made available, com-
mitments, obligations, expenditures, and other
transactions. All documents and forms which
have served as posting media or which bear
posting initials or administrative certifications
will be filed in the fiscal office, and will be avail-
able at all times for review or audit by author-
ized personnel. Under the system contemplated
in this manual, the separate files and file se-
quences outlined in the following paragraphs
are recommended.

149. ‘Administrative Alloiments and
Procurement Alloiments Received

These documents should be filed in allotment
number sequence with separate files for admin-
istrative allotments and procurement allot-
ments. Changes to allotment advices (increases
or deereases) should be filed in change number
sequence in front of the original allotment ad-
vice, the latest change number to the front. This
file supports the “Allotment received” column
of the allotment ledger,

150. Suballoiments Received
Suballotments received by an installation should
be filed—

a. By installation from which received.

b. Thereunder in suballotment serial number
sequence., Changes to suballotments (increases
or decreases) should be filed in change number
sequence in front of the original suballotment,
the latest change number to the front. This file

supports column 6 of the allotment ledger when
adapted for use in accounting for suballotments.

151. Subaliotments Issued

a. Installations issuing suballotments should
file the retained copies of such suballotment
documents—

(1) By station number to which issued.

(2) In appropriation symbol sequence under
each station.

(3) In allotment serial number sequence
within each appropriation symbol.

(4) In suballotment serial number sequence
within each allotment serial number.

b. This file supports column 6 of the suballot-
ment account(s) established under the provi-
sions of paragraph 32.

152. Subaliotments Accomplished

Files for accomplished suballotments should be
maintained by receiving and issuing installa-
tions, as follows:

a. By receiving installations. When a sub-
allotment has been accomplished, the original
document together with any changes thereto
should be withdrawn from the “suballotments
received” file and be placed in a completed file
in the sequence of the station number of the
installation from which the suballotment was
received, and in suballotment serial number se-
quence thereunder,

b. By isswing installations. Upon notifica-
tion that an issued suballotment has been acecom-
plished, the copy of the applicable suballotment
and any changes thereto should be withdrawn
from the “suballotments issued” file and be
placed in a completed file in the sequence of the
appropriation symbol involved, and thereunder
in allotment serial number sequence.

153. Unobligated Commitments
Copies of WD AGO Form 14-115 and other
authorized commitment forms should be filed
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in the sequence of the allotment accounts in-
volved and in project account number sequence
thereunder in an unobligated commitment file.
Upon receipt of the obligating document per-
taining to a commitment form (or the final
obligating document pertaining thereto, in the
case of partial obligations applicable to a single
commitment document), the commitment docu-
ment should be removed from the unobligated
commitment file and attached to and filed with
the retained copy of the obligating document
(or final obligating document). Whether or
not only a partial obligation is involved, the
obligating document itself will be filed in a
separate file for unliquidated obligations. (See
par. 154.) When an obligating document is re-
ceived which represents only a partial obliga-
tion of the amount stated on a single commit-
ment document, the partial obligation record to
which it is posted will be filed with the commit-
ment document in the unobligated commitment
file. If WD AGO Form 14-115 is used as the
commitment document, the reverse side thereof
may be used as the partial obligation record.
(See app. IV.) Commitment documents re-
maining in the unobligated ecommitment file,
less the amounts of partial obligations appli-
cable thereto as shown by related partial obliga-
tion records, will at all times represent the total
funds certified as committed but not yet
obligated.

154. Unliquidated Obligations

Purchase orders, contracts, obligation authori-
ties, ete., representing unliquidated obligations
should be filed in the sequence of the allotment
aceount involved and in project account number
sequence thereunder. TIf one obligating docu-
ment relates to two or more accounts, it should
be placed in the file for the account charged for
the largest portion of the obligations and eross-
reference should be prepared for remaining
portions of the obligation in the appropriate
account file(s), with reference thereon to the
file containing the basic obligating document.
When obligations are liquidated by expendi-
tures, the related obligating documents and
their attached commitment forms should be re-
moved from the unliquidated obligation file and
be attached to and filed with the copy of the
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applicable expenditure voucher. The items re-
maining in the unliquidated obligation file sup-
port the balances of unliquidated obligations
as determinable from the related allotment
ledger accounts.

155. Expenditure Vouchers

Copies of paid expenditure vouchers, together
with the related obligating documents and com-
mitment documents attached, should be main-
tained in a paid expenditure voucher file in
sequence of the allotment account involved and
in project account number sequence thereunder.
If one voticher applies to two or more accounts,
it should be filed under the account classifica-
tion charged with the largest part of the ex-
penditure. Cross-reference should be prepared
and filed under the other account classifica-
tion(s) with reference thereon to the file con-
taining the basic expenditure voucher copy. If
the evidence of the expenditure is other than a
copy of the paid voucher, such as for vouchers
submitted to the General Accounting Office for
settlement, such evidence of expenditure will
be filed in the same manner as that provided
for copies of vouchers paid by disbursing of-
ficers.

156. Collections

A separate file for collection documents should
be maintained to include all such documents
except those covering expenditure refunds.
Within this file, documents for the several types
of eollections should be segregated and those
for each type filed in the numerical sequence
of the account symbols to which they pertain,
that is, the appropriation, receipt, or special
deposit receipt symbols involved. Documents
covering expenditure refunds should be filed
with expenditure vouchers in the order of the
related allotment ledger accounts.

157. Registers of Transactions

Completed registers should be filed by types
of transactions and in chronological order
thereunder.

158. Inactive Accountis
After all transactions relating to an adminis-
trative allotment or a procurement allotment
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account have been recorded and the account
closed, the account should be removed from
the active ledger and filed as inactive. The in-
active accounts should be arranged in the same
order as the active accounts.

728612°"—46 i
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159. Reporis

All retained copies of reports should be filed
according to the components to which submitted
and by types of-reports in chronological se-
quence thereunder, .
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CHAPTER 14

DISPOSITION OF ACCOUNTING RECORDS AND FILES
OF DEACTIVATED INSTALLATIONS

160. General

This chapter provides instructions for the dis-
position of the fiscal accounting records and
supporting document files at installations in the
zone of interior which are deactivated or dis-
continued. Such records are considered as
active until all accounts are paid and the unex-
pended balances of allotments are withdrawn;
they are to be distinguished from inactive rec-
ords and the procedures for their disposition
set forth in TM 12-259.

161. Fiscal accounting records and support-
ing documents thereto of class I, TI, and III
installations upon discontinuance, and of Army
Ground, Air, army area, and technical or ad-
ministrative service units which maintain fiscal
accounting: records, upon demobilization or
upon receipt of orders to proceed to a staging
area or other point of destination, preparatory
to movement overseas, will be disposed of as
follows:

a. Crass I InsranraTions anxp Unirs Unper
CoNTROL OF AN ArRMY AREA, AND ALL ARMY
Grounp Forces Unrrs. Forward to the head-
quarters of an activity or installation desig-
nated by the army commander of the army area
in which they may be located. Upon change of
custodian of fiscal records pertaining to an
Army Ground Forces unit, the new custodian
will immediately notify the Commanding Gen-
eral, Army Ground Forces, as to current loca-
tion of such records.

b. Crass IT Insrarrarion axp TecnNicarn or
ApMINISTRATIVE SERVIcE Untrs UxpeEr JUrtis-
prcrioN oF Crass IT Insranvarions., To be
handled in accordance with instructions issued
by the chief of each technical or administrative
service or staff agency concerned.

¢. Crass TIT INSTALLATIONS AND ArRMY Air
Forcrs Untrs. Forward to headquarters of an
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activity or installation designated by the com-
mander of the next higher echelon of command.

162. As soon as the headquarters of an activ-
ity or installation is designated to receive rec-
ords as provided in paragraph 161, such head-
quarters will notify the Chief of Finance, At-
tention: Accounts Division, Central Accounts
Branch, The Pentagon, Washington 25, D. C.,
and the Accounting Division, Army Finance
Center, of the following:

a. Name, station number, and date of deacti-
vation of the discontinued installation or unit.

b. Name and address of the headquarters of
the activity or installation to which the records
of the discontinued installation or unit are to
be transferred and to which registers of net ex-
penditures are to be mailed.

163. It will be the responsibility of the desig-
nated recipients of such records—

@. When the recipient is the allotting agency,
to issue such instructions and provide such
supervision as may thereafter be appropriate to
insure prompt action in the liquidation of out-
standing obligations, and to perform any other
necessary fiscal funetions until all accounts are
closed and unexpended balances thereof have
been withdrawn.

b. When the recipient is not the allotting
agency, to issue such instructions and provide
such supervision as may thereafter be appropri-
ate to insure prompt action in the liquidation
of outstanding obligations, rendition of monthly
report of status of allotments, WD AGO Form
14-120 or WD AGO Form 14-121, as required,
and to perform any other necessary fiscal fune-
tions until all accounts are closed and unex-
pended balances of allotments involved are re-
ported to allotting agencies for withdrawal,
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164. With respect to the requirements of the
preceding paragraphs, the designated recipient
of the accounting records will, in effect, act as
agent for the discontinued or demobilized in-
stallation in completing accounting transactions
originated thereat and in closing out the ac-
counting records. Accordingly such accounting
transactions and accounting records will con-
tinue to carry account symbols, including sta-
tion identification, which were applicable to
the transactions and the records of the discon-
tinued or demobilized installation. Specifi-
cally, such transactions and accounting records
will not be merged with transactions and ac-
counting records pertaining to the normal oper-
ations of the designated recipient or those per-
taining to activities of other discontinued or
demobilized installations.

165. When the transferred accounts have been
closed and all necessary fiscal functions per-
formed in connection therewith, including

TM 14-702

reconciliation with FD Form 514, Register of
Net Expenditures) as required by paragraph
115, the recipient headquarters will so notify the
Accounting Division, Army Finance Center.

166. Upon receipt of notification under the
provisions of paragraph 165, the Accounting
Divigion, Army Finance Center, will thereafter
discontinue mailing registers of net expendi-
tures which show only inactive balances carried
forward applicable to the closed accounts. Aec-
tivity. which may develop subsequently, how-
ever, will be included on a register of net
expenditures and transmitted to the head-
quarters of the activity or installation which
effected closing of the discontinued records.

167. After the responsibilities outlined in
paragraph 163 have been discharged, disposi-
tion will be made of the closed records in accord-
ance with the provisions of AR 15-15 and TM
12-259.
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APPENDIX |

ALLOTMENT LEDGER (OBLIGATIONS) (WD AGO FORM 14-85)
AND ALLOTMENT LEDGER (COMMITMENTS) (WD AGO
FORM 14-102)

1. Purpose

The purposes of these forms and provisions
relating to their alternative use are outlined
in chapter 4,

2. WD AGO Form 14-85 (Operation of
Allotment Ledger (Obligations))

All transactions will be posted to this form in

chronological order in accordance with the fol-

lowing instructions:

a. In column 2, will be entered the date of
posting.

b. In column 3, the identifying number of
the document or register from which the posting
is made will be stated, such as contract number,
purchase order number, voucher number, ete.

¢. In column 4, will be indicated such descrip-
tive data as are necessary to further identify
and explain the item. Except where summary
postings are made from a register, the names of
vendors, contractors, payees, etc., will be shown
in this column..

d. Column 5—Code: This column is avail-
able to indicate codings of transactions re-
corded in subsequent columns of the account.

¢. Column 6—Allotment received: The
amount of the allotment received, and subse-
quent increases and decreases will be entered
in this column. The amount of the allotment
received will have the effect of establishing an
unobligated balance in column 9, or, in case of
subsequent increases of the amount allotted, in-
creasing the unobligated balance. Decreases
in the allotment will be posted in this column
as contra (reverse) entries and will have the
effect. of reducing the unobligated balance.

f. Column 7—Obligations incurred:

(1) Amounts of all obligations incurred will
be entered in this column as soon as ascertained.
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The amounts of adjustments increasing previ-
ously recorded obligations also will be entered
in this column. The amounts of obligations
and subsequent increases will have the effect
of reducing the unobligated balance in
column 9, :

(2) Decreasing adjustments, such as for con-
tract or purchase order amendments, cancel-
lations, contract terminations and renegotia-
tion savings, applicable to previously recorded
obligations, will be entered in this column as
contra (reverse) entries, and will have the effect
of increasing the unobligated balance,

(3) Liquidation adjustments, that is, the
differences between the amounts of expendi-
tures and the related amounts of previously re-
corded obligations, both increases and de-
creases, also will be entered in this column con-
currently with the posting of expenditures in
column 8,

(4) In casean expenditure is made for which
no previous obligation has been recorded, the
amount will be posted in this column as well as
in column 8. Likewise, expenditure refunds
will be posted in this column as contra (reverse)
entries in addition to being posted in column 8.

g. Column 8—Expenditures: The amounts
of all expenditures will be posted in this
column. Expenditure refunds will be posted
as contra (reverse) entries. Any differences
between the previously obligated amounts and
the expenditures will be adjusted in column T,
as previously explained.

h. Column 9—TUnobligated balance of allot-
ment: This is a balance column in which will be
entered the balance of the allotment which is
available for future obligation. This amount
is the difference between the totals of columns 6
and 7.
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3. WD AGO Form 14-102 (Operation of
Allotment Ledger (Commitments))

All transactions will be posted to this form in
chronological order and in accordance with the
following instructions:

a. Posting references will be entered in
columns 2, 3, and 4, which provide respectively
space for the date of posting, the reference
number of the posting medium and brief de-
seriptive data to further identify and explain
the item.

b. Column 5—Code: This column is avail-
able to indicate codings of transactions recorded
in subsequent columns of the account.

¢. Column 6—Allotment received: The
amount of the allotment received, and subse-
quent inereases and decreases, will be entered in
this column. The amount of the allotment re-
ceived will have the effect of establishing an un-
committed balance in column 8, or in cases of
subsequent increases of the amounts allotted,
increasing the uncommitted balance. De-
creases in allotments will be posted in this
column as contra (reverse) entries and will
have the effect of reducing the uncommitted
balance.

e

d. Column T—Commitments authorized : All
commitments authorized and increases in the
amounts thereof will be entered in column 7
and will have the effect of reducing the uncom-
mitted balance in column 8. Reduction in the
amounts of commitments, or cancellations of
commitments also will be entered in this column,
and will have the effect of increasing the un-
committed balance in column 8. The differences
between the amounts of obligations incurred and
the amounts of previously recorded commit-
ments, both increases and decreases, also will be
entered in this column concurrently with the
posting of the obligations in column 9. In case
there are adjustments to recorded obligations
and expenditures, a corresponding entry will be
made in this column,

e. Column 8—DUncommitted balance of allot-
ment : This is a balance column in which will be
entered the balance of the allotment which re-
mains available for commitment. This amount
is the difference between the totals of columns
6 and 7.
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f. Column 9—Obligations incurred :

(1) Amounts of all obligations incurred will
be entered in this column as soon as ascertained.

(2) The amounts of adjustments increasing
previously recorded obligations also will be en-
tered in this column. Decreasing adjustments,
such as for contract or purchase order amend-
ments, cancellations, contract terminations and
renegotiation savings, applicable to previously
recorded obligations, will be entered in this col-
umn as contra (reverse) entries. All adjust-
ments to previously recorded obligations will
require corresponding adjustments to the com-
mitments authorized in column 7,

(3) Liquidation adjustments, that is, the
differences between the amounts of expenditures
and the related amounts of previously recorded
obligations, both increases and decreases, also
will be entered in this column as well as in col-
umn 7 concurrently with the posting of expendi-
tures in column 10.

(4) In case an expenditure is made for which
no previous obligation has been recorded, the
amount will be posted in this column and in
column 7 as well as in column 10. Likewise,
expenditure refunds will be posted in these
columns as contra (reverse) entries in addition
to being posted in column 10,

g. Column 10—Expenditures: The amounts
of all expenditures will be posted in this column.
Expenditure refunds will be posted as contra

. (reverse) entries. Any differences between the

previously obligated amounts and the expendi-
tures will be adjusted in columns 7 and 9.

4. Accounting for Suballotments

@. The accounting transactions involved in
the administration of suballotments received
by an installation are basically the same as those
involved in the administration of allotments.
The same form will be used in accounting for
suballotments as is used in accounting for allot-
ments. However, appropriate notations should
be in the descriptive headings of the form and
the suballotment, serial number should be shown
on the form in addition to the underlying allot-
ment serial number,

b. Suballotments issued by a field installation
will be accounted for in accordance with the pro-
visions of chapter 4, paragraph 32.
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5. Monthly Closing of Alletment Accounts

At the end of each month’s recorded transac-
tions, a line will be drawn across the money
columns, and the month’s totals for the several
transaction columns in each allotment account
will be determined and entered beneath the line.
In column 4, and on the same line with these to-
tals, will be written the words “Totals for month
of” followed by the month and year. Another
line will be drawn beneath these totals and the
cumulative totals for the several transaction
columns will be determined and entered below.
These cumulative totals will be explained in
column 4 as “Totals to date,” followed by the
date of closing. A double line should be drawn
beneath the cumulative totals. No entries need
be made on the lines for totals in the balance
column of the accounts, that is, in column 9 of
WD AGO Form 14-85 and column 8 of WD
AGO Form 14-102, although the balance figure
determinable from the applicable totals to date
should be checked to the final running balance
appearing for the month in the account.

6. Analysis of Document Files

The files for unliquidated obligations and un-
obligated commitments will be inventoried and
verified with the allotment balances as indicated
below :

a. Not less frequently than once each quarter
the unpaid obligation documents in the files
will be inventoried and the totals verified with
the amount of unliquidated obligations as de-
terminable from the related allotment ledger
accounts. The amount of unliquidated obliga-
tions can be determined for each allotment ac-
count by deducting the total to date of the “Ex-
penditures” column from the total to date of
the “Obligations incurred” column. In making
the inventory, a third of the files may be veri-
fied each month, provided that a complete
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verification is performed by the close of each
quarterly period. Any over-liquidated or un-
der-liquidated obligations which are disclosed
by this check should be corrected and any long-
outstanding or inactive obligations should be
investigated.

b. Where WD AGO Form 14-102 is used,
the documents representing unobligated com-
mitments also will be inventoried not less fre-
quently than once each quarter and the totals
verified with the amount of unobligated com-
mitments as determinable from the related al-
lotment accounts. The amount of unobligated
commitments can be determined for each al-
lotment account by deducting the total to date
of the “Obligations incurred” column from the
total to date of the “Commitments authorized”
column. In making the inventory, a third of
the files may be verified each month provided
that a complete verification is performed by the
close of each quarterly period. Any over-
obligated or under-obligated commitments
which are disclosed by this check should be cor-
rected and any long-outstanding or inactive
commitments should be investigated. Commit-
ments outstanding at the close of a fiscal year
will be adjusted in accordance with the provi-
sions of paragraph 125.

7. Disposition of Completed Allotment
Ledger Sheets

Subsequent to the monthly closing of the ac-
counts as provided in paragraph 5 of this ap-
pendix and the submission of the appropriate
reports preseribed in appendixes XVI and
XVII, ledger accounts pertaining to allotments
which have been completed both as to obliga-
tions and expenditures will be removed from
the active ledger for filing in an inactive ledger
in the same order as they appeared in the active
ledger.
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APPENDIX I
SUBALLOTMENT (WD AGO FORM 14-106)
1. Purpose herein the applicable appropriation symbol.

The purpose and use of this form are outlined
in chapter 3.

2. Number and Distribution of Copies
This form will be prepared in an original and
one copy and will be distributed as follows:
a. Original to the receiving field installation.
b. Copy to be retained by the issuing field in-
stallation.

3. Preparation of Form

Following is an explanation of the data to be
entered in the various spaces and columns of the
form :

a. Suballotment serial no: Enter herein the
number assigned to the suballotment.

b. Change number: Enter herein the ap-
propriate sequence number of a change to an
original suballotment.

o. Date issued: Enter herein the date of is-
suance.

d. Original allotment serial: Enter herein
the complete serial number of the allotment
under which the suballotment is issued. This
number will consist of the operating agency
code as well as the allotment serial number.

e. Issued to, station number and address:
Enter herein “Commanding General” or “Com-
manding Officer,” whichever is appropriate, to-
gether with the name, station number and ad-
dress of the field installation to which issued
with the notation “Attention: Fiscal Officer.”

f. Issued by: Enter herein the name of the
installation issuing the suballotment.

g. Authorizing signature and title: The orig-
inal of each suballotment will be signed by the
fiscal officer of the issuing installation, or by his
designee, and the typed name, etc., will appear
on both original and copy.

A. Column 1—Appropriation symbol: Enter

2. Column 2—Project: Enter herein the proj-
ect account code(s) under which obligations are
to be incurred.

7- Column 3—Object: Designation of object
class code(s) is optional with the installation
issuing the suballotment.

%. Column 4—Net amount previously avail-
able under above suballotment: Enter herein,
opposite the applicable project account code(s)
appearing in column 2, the net amount (s) of any
previous suballotments made under the same
suballotment serial number. The sum of the
amounts appearing in this column should be
entered in the space opposite the word “Totals.”
Use of this column is optional.

. Column 5—Original issue or increase:
Enter herein, opposite the applicable project
account code(s) appearing in column 2, the net
amount(s) of an original suballotment, or of an
increase to a previous suballotment made under
the same suballotment serial number,

m. Column 6—Withdrawal or decrease:
Enter herein, opposite the applicable project
account code (s) appearing in column 2, the net
amount of a withdrawal or decrease of a previ-
ous suballotment made under the same sub-
allotment serial number, ;-

7. Column T—Revised net amount available
under above suballotment: Enter herein, op-
posite the applicable project account code(s)
appearing in column 2, the revised net
amount(s) available under the suballotment.
The sum of the amounts appearing in this
column should be entered in the space opposite
the word “Totals.” Use of this column is
optional,

0. Other instructions: This space is available
for setting forth such specific instructions or
restrictions as the issuing installation may
deem appropriate.
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APPENDIX i
OBLIGATION AUTHORITY (WD AGO FORM 14-114)

1. Purpose
The purpose and use of this form are outlined
in chapter 3.

2. Preparation and Use of Form

The front side of the form should be completed
by the issuing office to show:

a. The name, address and station number of
the installation to which the form is addressed
(receiving office).

b. The name and address of the installation
maintaining the underlying allotment account
to be charged with obligations incurred pur-
suant to the instructions on the form (issuing
office).

¢. The serial number assigned to the docu-
ment by the issuing office (advice number).

d. The serial number of the change, if the
document, represents a change of an original
document the number of which appears in the
“advice number” space.

e. The expiration date of the authority
granted by the document.

f- The signature and typed name and grade
of the initiating officer. The use of this space
is optional.

+ g. The signature and typed name and grade
of the fiscal officer of the installation issuing
the document.

h. Date issued.

i. The complete appropriation symbol, as
shown in the War Department Fiscal Code,
which is to be charged with obligations incurred
pursuant to instructions on the form.

4. The allotment serial number, project ac-
count; code, object class code, and station number
of the issuing office to be charged with obliga-
tions incurred pursuant to instructions on the
form. )

%. The limiting amount within which obliga-
tions may be incurred for the purposes specified.

I. The authorized purposes and/or quantity
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and description of the goods to be supplied. If
services are to be performed or if the document
is issued to finance casual procurement or spe-
cific projects, these will be fully described in the
description space of the form, together with
any limitations imposed by the issuing office.

3. The reverse side of the form is for use by
the fiscal office of the installation receiving the
form as a current informal record of obligations
incurred and as a medium for avoiding over-
obligation of the amount authorized. This side
of the form will be completed to show:

a. The amount anthorized to be obligated.

b. The date and identifying number of each
obligation document for which amounts are en-
tered pursuant to e, below.

¢. The amount of each contract, purchase
order or other obligating document. There
should also be included with appropriate identi-
fying information the amounts of subsidiary
obligation authorities issued, which reduce the
unobligated balance available to the office issu-
ing the subsidiary obligation authority.

d. The unobligated balance. This balance
can be computed periodically by subtracting the
total of the obligations from the amount
authorized.

e. Any remarks necessary for adequate ad-
ministrative control of the transactions or ac-
tivities in connection with the document.

4. Issuance, Distribution and Flow
of Related Documents

a. When the form is to be used for the purpose
of authorizing local purchases at the receiving
installation, it will be issued by the purchasing
and contracting officer or the authorized officer
of the issuing installation. Kach obligation
authority so processed will be prepared in quad-
ruplicate, signed (optional) and sent to the fiseal
officer. The fiscal officer will sign the original
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and one copy; send the original and one un-
signed copy to the receiving installation, and
return the signed copy to the purchasing and
contracting officer. One copy will be retained by
the fiscal officer for his records and to serve as
a medium for posting the obligation to the allot-
ment account.

b. When the obligation authority is to be used
for financing all or part of the normal opera-
tions of the receiving installation, it will be ini-
tiated and issued in triplicate by the fiscal officer
of the issuing mstallation on the basis of ap-
proved requests for funds received from the in-
stallation to be financed. The signed original
and duplicate will be sent to the receiving office,
and the triplicate retained by the fiscal officer.

¢. Each obligation authority issued will be
recorded by the fiscal officer of the issuing in-
stallation as an obligation against the funds
cited. In
printed on the form, receiving installations will
be required to transmit to the issuing installa-
tion copies of obligation instruments (purchase
orders, contracts, ete.) at the time such obliga-

accordance with the instructions
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tions are incurred.
which the obligation authority was issued has
been fully accomplished, or on the expiration
date stated on the form, whichever occurs first,
the duplicate WD AGO Form 14-114 will be
returned to the issuing installation. In cases
where the obligations involved are paid locally,
the receiving office will insert on the copies of the
obligating documents which are transmitted to
the disbursing officer (or on the vouchers, if they
are prepared by the fiscal office of the receiving
installation). the obligation authority number
and the station name, number and location of
the issuing installation with instructions to send
the copies of paid vouchers to the issuing in-
stallation.
installation will in all cases be shown as a part
of the accounting classification on the vouchers.

d. From the information on the obligating
documents and vouchers, the fiscal officer of the
issuing installation will adjust the previously
recorded obligation incurred, if necessary, and

As soon as the purpose for

The station number of the issuing

will utilize the paid voucher copies as the post-
ing media for liquidation of the obligations.
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APPENDIX IV
PURCHASE REQUEST AND COMMITMENT
FORM (WD AGO FORM 14-115)
1. Purpose mitment is obligated with one purchase order

@. The accounting use of this form is outlined
in chapter 4.

b. This is basically a supply form having in-
cidental accounting use, the preparation and
distribution of which are outlined in TM 38—
403.

2. Preparation and Use of Form

@. The form will be prepared on its face and
distributed pursuant to the applicable pro-
visions of TM 38403,

b. The reverse of this form is designed for
keeping a record of obligations and determining
the unobligated balance of the commitment, in
It is not
to be used in case the full amount of the com-

case partial obligations are involved.
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When used, this side of the form
will be completed to show :

(1) Amount committed.

(2) Date and identifying number of each

or contract.

obligation document for which amounts are
entered pursuant to (3) below.

(3) Amount of each contract, purchase order
or other obligation document applicable to the
commitment.

(4) The unobligated balance of the commit-
ment. This balance can be computed periodi-
cally by subtracting the total of the obligations
from the amount of the authorized commitment.

(5) Any remarks necessary for adequate ad-
ministrative control of the transactions or ac-
tivities in connection with the commitment.
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APPENDIX V
MISCELLANEOUS OBLIGATION DOCUMENT
(WD AGO FORM 14-84)
1. Purpose tory in respect to required data to be inserted in

a. The purpose and use of this form are out-
lined in chapter 4.

b. This form provides a posting medium for
recording obligations incurred, but not ligui-
dated, for which no purchase order, contract,
or other specific obligating document is in-
volved. Itsuse will ordinarily cover such items
as personal services, communication service,
rent, heat, light, power, and deliveries made on
indefinite contracts and price agreements.

2. Preparation of Form
@. The heading of this form is self-explana-

the spaces provided.

b. Columnar information entered will in-
clude:

(1) Column 1—Description: The type of
service or article should be deseribed in this
column including, as may be applicable, the ac-
counting period covered by the charge and suffi-
cient information to indicate the factors which
entered into any computation or estimates in-
volved.

(2) Column 2—Amount: The amount to be
entered in this column will be the amount to be
charged in the applicable account.
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APPENDIX VI
PARTIAL PAYMENT RECORD (WD AGO FORM 14-83)

1. Purpose

The purpose and use of this form are outlined
in chapter 4.

2. Operation of Record

a. A separate record should be maintained
for each contract, purchase order, or other obli-
gating document in case partial payments are
involved. The form is not to be used in case
the full amount of the obligation is liquidated
with one payment.

b. Information will be entered in the several
columns of the form as follows:

(1) In column 1 will be indicated the date of
posting.

(2) In column 2 will be entered a suitable
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explanation of each transaction posted. In-
clude in this column the voucher numbers ap-
plicable to expenditure amounts entered in
column 4.

(3) Column 3—Obligation: The amount of
the obligation will be entered in this column.
Subsequent adjustments to the obligation will
also be entered herein in chronological order.

(4) Column 4—Expenditures: The amount
of each partial payment will be entered in this
column.

(5) Column 5—Unliquidated balance: This
balance can be computed periodically by sub-

tracting the total of the expenditures entered in
column 4 from the net total of the obligation as
shown in column 3.
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APPENDIX VI
REGISTER OF OBLIGATIONS INCURRED (WD AGO FORM 14-31)

1. Purpose

The purpose and use of this form are outlined
in chapter 4. It is for use by installations hav-
ing a volume of obligations sufficient to justify
utilization of a special register of original entry
for such transactions.

2. Operation of Register

a. A separate register should be maintained
for each appropriation. Before posting, docu-
ments should be grouped in the sequence of the
allotment and project accounts affected. Docu-
ments will then be entered individually in group
sequence. If a particularly large volume of
transactions is to be handled, a separate register
(used as a lot sheet) may be maintained for
each allotment.

b. As an alternative method of operation of
the register, documents need not be grouped
before entry on the register but will be entered
consecutively as received. Daily or at other
appropriate intervals, the entries will be reca-
pitulated on the register sheets according to the
accounts affected and the respective totals will
be stated thereon for posting to the allotment
ledger.

¢. Information will be entered in the various
columns as follows:

(1) In column 2 will be indicated the date of
posting.

(2) In column 3 will be shown the identify-
ing number of the document posted, such as
contract number or purchase order number.

(3) In column 4 will be inserted the name
of the vendor or contractor and /or brief descrip-
tion of the item involved.

(4) In column 5 will be entered the serial
number of the allotment account affected.

(5) In column 6 will be entered the project
account code applicable to the transaction.

(6) Column 7—Obligation incurred—De-
tailed amount: The amount of each obligating
instrument, including subsequent increases or
decreases, will be entered in this column. Ad-
justments to obligations resulting from liqui-
dation, that is, the differences between the pre-
viously recorded obligations and the expendi-
tures, also will be enfered here. Cancellations
of obligations and other adjustments represent-
ing decreases in obligationg will be recorded in
this column as contra (reverse) entries.

(7) Column 8—Obligation incurred—Totals:
This column may be used to extend totals of
several related sequence entries for posting to
the accounts indicated in columns 5 and 6.
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APPENDIX VI
REGISTER OF EXPENDITURES (WD AGO FORM 14-32)

1. Purpose

The purpose and use of this form are outlined
in chapter 4. Tt is for use by installations hav-
ing a volume of expenditures sufficient to justify
utilization of a special register of original entry
for such transactions.

2. Operation of Register

a. A separate register should be maintained
Before posting, docu-
merts should be grouped in the sequence of the
allotment and project accounts affected. Doeu-
ments will then be entered individually in group
sequence. If a particularly large volume of
transactions is to be handled, a separate register
(used as a lot sheet) may be maintained for
each allotment.

b. As an alternative method of operation of
the register, documents need not be grouped be-
fore posting but will be entered consecutively
as received. Daily or at other appropriate in-
tervals, the entries will be recapitulated on the
register sheets according to the accounts affected
and the respective totals will be stated thereon
for posting to the allotment ledger.

for each appropriation.
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¢. Information will be entered in the various
columns as follows:

(1) In column 2 will be entered the date of
posting.

(2) In column 3 will be entered the disburs-
ing officer’s voucher number.

(3) In column 4 will be entered the bureau or
fiscal office voucher number.,

(4) In column 5 will be indicated the name
of the payee or claimant.

() In column 6 will be entered the serial
number of the allotment account affected.

(6) Imcolumn 7 will be entered the code num-
ber of the project account affected.

(7) Column 8—Expenditures—Detail
amount : The amount of each expenditure docu-
ment will be entered in this column. Canceled
checks, refunds, and other adjustments repre-
senting decreases of expenditures will also be
recorded in this column as contra (reverse)
entries.

(8) Column 9—Expenditures—Totals: This
column will be used to extend totals of several
related sequence entries for posting to the ac-
counts indicated in columns 6 and 7.
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APPENDIX X

CONTROL REGISTER OF TRANSACTIONS
(WD AGO FORM 14-103)

1. Purpose

The purpose and use of this form are outlined
in chapter 4. It is to be used when a sum-
mary control over a group of individual ac-
counts is desired.

2. Operation of Control Register

a. The documents involved should be sorted
according to the registers to which applicable.
If funds are received from more than one source,
separate sets of registers should be maintained
for the several sources of funds. The total of
each group (or block) of documents will be
entered on the appropriate register and the
amount of each individual document will be
posted to the applicable allotment Iledger
aceount.

b. Information will be entered in the various
columns as follows:

(1) In column 2 will be entered the date of
posting.

(2) In ecolumn 3 will be shown the block
numbers applicable to the totals posted in col-
umns 5 to 8 together with other brief reference
information further identifying the blocks, such
as the inclusive payment dates of expenditure
vouchers included in a block.

(3) Column 4 is available for entering such
explanatory data as may be appropriate with
reference to the totals posted in columns 5 to 8.

(4) Column 5—Allotments received: In this
column will be entered block totals of allot-
ments received, as applicable.

(5) Column 6—Commitments authorized:
This column is appropriate for use only by
installations maintaining accounts on WD
AGO Form 14-102. When used, this column
will reflect block totals of commitments author-
ized, as applicable.

(6) Column 7—Obligations incurred : Block
totals of obligations incurred, as determined to
be applicable, will be entered in this column.

(7) Column 8—Expenditures: Block totals
of expenditures, as determined to be applicable,
will be entered in this column,

¢. At the end of each month’s recorded trans-
actions, a. line will be drawn across the money
columns and the totals will be determined and
entered beneath the line. In column 4, and on
the same line with these totals, will be written
the words “Totals for the month of” followed
by the month and year. Another line will be
drawn beneath these totals and the cumulative
totals for the several transaction columns will
be determined and entered below. These cumu-
lative totals will be explained in column 4 as
“Totals to date,” followed by the date of closing.
A double line should be drawn beneath the
cumulative totals.

d. At the end of each month, the transactions
totals in all allotment ledger accounts for which
control registers of transactions are maintained
should be determined and trial balances pre-
pared. The total of each column of the control
register should be proved to the related totals
shown by the trial balances.
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APPENDIX X
COMMITMENT CONTROL SHEET (WD AGO FORM 14-119)

1. Purpose

@. The purpose and use of this form are out-
lined in chapter 4.

b. The form provides an informal current
record of the amount of uncommitted funds in
each allotment or project account available for
certification on commitment documents, It is
not intended as a ledger account or as a medium
for balancing the allotment ledger.

2. Operation of Commitment Control Sheet .

The following instructions are applicable with
respect to the commitment control sheet:

a. At the beginning of each day or other
period determined on the basis of the volume of
commitment transactions, commitment control
sheets will be prepared applicable to the ac-
counts in respect to which commitments will be
certified. The available balances within which
commitments are to be controlled may be in-
serted on the control sheets in respect to separate
allotment accounts, in respect to all allotments
under a single project account or in respect to
separate projects under a single allotment, as
may be appropriate to facilitate the desired con-
trol. If relatively small activity is involved,
several balances and related information may
be placed on one commitment control sheet with
one or more lines left blank between balances
for the recording of approved transactions.

b. The following information will be reflected
in the spaces indicated :

(1) In column 1 will be inserted the allot-
ment serial numbers applicable to the balances
reflected in columns 5, 6, and 7.

(2) In column 2 will be entered the appro-
priation symbols applicable to such balances.

(3) In column 3 will be placed the project
account numbers to which the balances in col-
umns 5, 6 and 7 relate,

(4) If applicable, object class codes will be
entered in column 4.
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(5) Column 5—Unobligated balance: Enter
in this column the unobligated balance of the ap-
plicable allotment as shown in the allotment
ledger.

(6) Column 6—Unobligated commitments:
Enter in this column the amount of the unobli-
gated commitment documents ascertained by an
inventory of the authorized commitment docu-
ments in the file for which obligations have not
been recorded.

(7) Column T—Uncommitted balance : Enter
in this column the excess of eolumn 5 over col-
umn 6.

¢. After this information has been entered
in the appropriate columns, the form will be
furnished the fiscal officer, or the officer who is
assigned the duty of certifying funds in the
name of the fiscal officer.

d. The fiscal officer or his representative will
use this information as a basis for ascertaining
the sufficiency of funds to cover proposed com-
mitments. Informal notations may be made in
the space provided for “Approved transactions”
(column 8) to show the amounts of commit-
ments which have been certified by him since the
time the commitment control sheet was pre-
pared. Several of these notations may be en-
tered on one line in consecutive order within the
space included as column 8, or several amounts
certified at the same time may be consolidated in
one total. Notations of current balances avail-
able for certification may also be shown, if de-
gired, in column 9, Current uncommitted
balance. As each new balance is inserted in
this column, the old balance will be lined
through or erased. '

e. In many instances, the uncommitted bal-
ance entered on the form at the beginning of
a period will be sufficiently large and the .up-
proved transactions pertaining thereto will be
sufficiently small, both as to amount and volume,
to preclude the necessity of recording any :lp—I

proved transactions. In these instances, the
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fiscal officer can tell at a glance, without keep-
ing a computed balance on the form, that funds
are sufficient for any commitments which may be
presented to him for certification during the
period the particular commitment control sheet
1s in use.

. In the case of those accounts where activity
is known to be voluminous and the available
funds are constantly being reduced because of
such volume, the fiscal officer will frequently find
it desirable to maintain a current penciled bal-
ance on the form.

g. For accounts having a large volume of

723612 4G G
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transactions, it will probably be necessary for
the fiscal officer to require new commitment con-
trol sheets to be furnished him more frequently
than will be the case.for accounts having in-
frequent transactions. Generally, a new com-
mitment control sheet should be furnished at
the beginning of each day for active accounts,
whereas this period for inactive accounts may
be extended proportionately depending upon
the degree of activity.

A. Upon being furnished with a new commit-
ment control sheet, the fiscal officer may destroy
the previous sheet for the same account (s).

Filo
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APPENDIX XI
CORRECTION VOUCHER (WD AGO FORM 14-37)

1. Purpose

a. The purpose and use of this form are out-
lined in chapter 5.

0. This is the only form by which corrections
in account classifications of previously proc-
essed accounting transactions may be effected
when the following circumstances are pregent:

(1) The previous transactions to be corrected
have been processed through a disbursing of-
fice and/or the Accounting Division, Army Fi-
nance Center and

(2) The erroneous account classifications to
be corrected have been, or will be reflected in
the accounts of a disbursing office, and/or the
Accounting Division, Army Finance Center and

(3) The corrective action is initiated by a
field installation or a disbursing oflicer and not
by the Accounting Division, Army IFinance
Center. Corrections initiated by the latter two
offices are processed on FD Form 32.

¢. The processing and distribution of this
form are outlined in chapter 5.

2. Preparation of Form

This form will be completed to. show in the
appropriate spaces:

a. The name and station number of the initiat-
ing installation.

b. Whether it is a correction of an expendi-
ture or a collection transaction.

¢. The name and symbol of the disbursing
officer through whose accounts the erroneously
clagsified transaction was processed. If the
correction relates to a previously processed
transfer adjustment voucher, WD AGO Form
14-104, the words “Transfer Adjustment
Voucher” will be inserted in this space in lieu
of the disbursing officer’s name and symbol.
This is in recognition of the fact that transfer
adjustment vouchers are not taken into dis-
bursing officers’ aceolnts.

d. The name, address and station number of
the disbursing station through which the pre-
vious erroneous transaction was processed. For
the reason stated in ¢, above, this space will be
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left blank if the correction relates to a pre-
viously processed transfer adjustment voucher.

¢. The Accounting Division, Army Finance
Center in which the transaction to be corrected
was processed.

/. The signature and title of the disbursing
officer and of the fiscal officers of the installations
involved to the extent that the respective signa-
tures are necessary under the circumstances and
recuirements pertaining thereto as outlined in
chapter 5.

g. The day, month, year and disbursing
officer voucher number of the voucher(s) on
which the erroneous transaction was processed.
Where more than one voucher is to be adjusted
by the form, the vouchers should be entered in
numerical sequence. If the correction relates
to a previously processed transfer adjustment
voucher, the accounts office number of the trans-
fer adjustment voucher involved will be in-
serted in this space in lien of a disbursing
officer’s voucher number.

A. The following information as it appeared
on the erroneously classified document :
(1) Appropriation or receipt

symbol.

(2) Allotment serial number, project ac-
count. code, object class code, and fiscal station
number, or the appropriation reimbursement
account number, as applicable.

(3) The amount.

i. The same data as in % above, as it would
have appeared if the document had been cor-
rectly classified.

account

j- Where correction is to be made of only a
portion of the amount charged on a previous
voucher, the full amount shown on the face of
the original voucher under the allotment and
project account classification affected by the
correction should be stated in the “Reported as”
section of the form and a redistribution of such
amount to the proper accounts should be shown
in the “Should have been reported as” section.

k. Any supplemental data necessary to pro-
vide appropriate identification, explanation and
justification for the correction involved.
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APPENDIX XII
ADVICE OF CORRECTIONS (FD FORM 32)

1. Purpose

@. The purpose and use of this form are out-
lined in chapter 5. 1In this connection, it will be
noted that the form is prepared and issued only
by the Accounting Division, Army Finance
Center and not by field installations or disburs-
ing officers.

b. This is the only form by which corrections
in account classifications of previously processed
accounting transactions may be effected when
the following circumstances are present:

(1) The previous transactions to be corrected

have been processed to Accounting Division,
Army Finance Center usually through a dis-
bursing office, and

(2) The corrective action is initiated by the
Accounting Division, Army Finance Center and
not by a field installation or a disbursing officer.
Corrections affecting the accounts maintained
by the Accounting Division, Army Finance
Center which are initiated by field installations
or disbursing officers are processed on WD AGO
Form 14-37.

¢. The processing and distribution of this
form are outlined in chapter 5.
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APPENDIX XIlII
TRANSFER ADJUSTMENT VOUCHER (WD AGO FORM 14-104)

1. Purpose

a. The purpose and use of this form are out-
lined in chapter 5.

b. This form is not proper for use to correct
errors in account classifications of previously
processed accounting transactions. Its use is
limited to effecting reclassifications or transfers
between accounts of a single appropriation in
recognition of services, facilities or benefits
which originally were properly reflected in one
account under the appropriation but which sub-
sequently were used or received for the benefit of
another account under the same appropriation,

¢. The processing and distribution of this
form are outlined in chapter 5.

2. Preparation of Form

This form will be completed to show in the
appropriate spaces:

@. The bureau voucher number, that is, the
number assigned by the fiscal office preparing
the voucher. The Accounting Division, Army
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Finance Center, by which the voucher is sub-
sequently processed, will insert the accounts
office number.

b. The name and station number of the in-
stallation preparing the voucher.

¢. The date of the voucher,

d. The signatures and titles of the fiscal
officers of the installations involved, as appli-
cable under the provisions of chapter 5.

e. The names and addresses of the installa-
tions whose accounts are involved.

f. The appropriation symbols, allotment
serial numbers, project account codes, object
class codes and fiscal station number with re-
spect to the expenditure accounts to be charged,
and with respect to the expenditure accounts to
be credited.

g. The amounts to be charged and credited to
the indicated aceounts,

h. An explanation of the transfer and a cita-
tion of the authority for making the transfer.
If goods and services are involved as a basis
for such transfers, they will be adequately de-
seribed as required for record purposes..
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APPENDIX XIV

MISCELLANEOUS AD JUSTMENT DOCUMENT
(WD AGO FORM 14-105)

1. Purpose

a. The purpose and use of this form are out-
lined in chapter 5.

b. This form is a type of journal voucher for
use under the following circumstances:

(1) To effect corrections, such as for errone-
ous postings, in the fiscal accounts of a field in-
stallation when such corrections do not also
affect the accounts maintained by the Account-
ing Division, Army Finance Center, disbursing
offices, or another field installation.

(2) Tobeused as a medium for recording and
posting accounting transactions in the accounts
maintained by a field installation for which
another accounting document of original entry
has not been provided. For example, use of this
form would be appropriate as a medium for ef-
fecting distributions to individual project ac-
counts of funds made available to the field in-
stallation under a working fund allotment or an
allotment by major project group, or for effect-
ing cancellation of a recorded obligation such as
would be required under circumstances where
a contract which had been signed and issued was
subsequently returned without acceptance by the
contractor.

2. Preparation of Form
This form will be completed to show in the
appropriate spaces:

a. The sequence number assigned by the fiscal
office for reference purposes.

b. The name of the installationh in the fiscal

office of which the form is prepared and whose
accounts are affected.

¢. The date prepared.

d. The signature and title of the individual by
whom the form is initiated and prepared.

¢. The signature and title, indicating ap-
proval, of the fiscal officer of the installation, or
his designee.

f. The appropriation symbols, allotment or
suballotment serial numbers, project account
codes and object class codes, as applicable, to be
affected by the adjustment.

g- The individual types of transactions per-
taining to each of the account symbols referred
to in £, above, to be affected by the adjustment,
such as “Allotments received,” “Commitments,”
“Obligations,” or “Expenditures.”

h. The amounts of the adjustments affecting
the account classification referred to in £, above,
which will increase the indicated transaction
column totals when posted in the fiscal accounts.
The amounts of such adjustments will be entered
in the column of the form headed “Increase.”

¢. The amounts of the adjustments affecting
the account classifications referred to in 7, above
which will decrease the indicated transaction
column totals when posted in the fiscal accounts.
The amounts of such adjustments will be entered
in the column of the form headed “Decrease.”

j- Appropriate explanation, and references to
previously recorded transactions if involved, in
support of the correction or adjustment being
effected. Additional supporting data should be
attached where appropriate.
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APPENDIX XV
RECORD OF ADVANCE PAYMENTS (WD AGO FORM 14-122)

1. Purpose

The purpose and use of this form are outlined
in chapter 8. It is for use by all installations
by which advance payments have been made to
War Department contractors.

2. Operation of Record

a. A separate record will be maintained on
this form for each contract on which advance
payments are made. Postings of amounts ad-
ranced, amounts repaid and interest received
should be made currently.

b. The heading of the form provides spaces
for data identifying the contract, information
in respect to the terms of the advance payment
agreement, and the account classifications to
which expenditure vouchers under the contract
are charged. In addition, several spaces are
provided in which notations may be inserted
of the dates of examination of the contractor’s
records, which are made on the basis outlined
in chapter 8.

¢. Transactions will be entered in the various
columns as follows:

(1) In column 2 will be indicated the date
of posting.

(2) In column 3 will be entered the identify-
ing number of the document from which the
posting is made.

(3) Column 4—Advance payments—made:
The amount of each advance payment will be
entered in this column. Such amounts will be
posted from copies of the paid vouchers on
which the advance payments were made.

80

(4) Column 5—Advance payments—repaid :
The amount of each repayment will be entered
in this column. If recoupment is effected by
deduction on expenditure voucher or by is-
suance of a nonpayment voucher, amounts in-
volved will be posted from copies of the paid
vouchers on which such recoupments are made.
If recoupment is effected by collection of the
amount from the contractor, such amounts will
be posted from copies of applicable collection
vouchers received from the disbursing officer.

(5) Column G6—Advance payments—bal-
ance: This is a balance column in which will
be entered the periodically computed outstand-
ing balance of the advance payments. Such
balances will be determined by subtracting the
total of column 5 from the total of column 4.

(6) Column 7—Interest—accrued: If the
agreement underlying the advance payments
specifies that interest charges will be made, the
acerued interest will be determined and entered
in this column on the basis provided for in
chapter 8,

(7) Column 8—Interest—received: The
amounts of interest collected, either by voucher
deductions or by direct payments by the con-
tractor, will be entered in this column, Post-
ings will be effected from copies of expenditure
and collection vouchers received from disburs-
ing officers.

(8) Column 9—Interest—balance: In this
column will be entered the balance of interest
due from the contractor, as determined by sub-
tracting the total of column 8 from the total
of column 7.
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APPENDIX XVI

REPORT ON STATUS OF ALLOTMENTS (CONSOLIDATED)
(WD AGO FORM 14-121)

1. Purpose
The purpose and use of this report form are
outlined in chapter 11.

2. Number and Distribution of Copies

@. The report will be prepared in not less than
2 copies and will be forwarded so as to reach
the recipient not later than the 7Tth day of the
month following the close of the reporting
period. An exception to this provision, extend-
ing the reporting date, may be authorized by an
operating agency with respect to reports to be
received from installations under its command
jurisdiction, providing such exception does not
interfere with the reporting requirements of the
operating agency as prescribed in TM 14-701.

b. When the report form is used to report on
the status of suballotments, it will be forwarded
so as to reach the recipient not later than 5th
day of the month following the close of the
reporting period.

¢. The report will be distributed as follows:

(1) Original to the operating agency con-
cerned (or field installation if suballotments are
involved) for attention of the fiscal officer.

(2) Copy to be retained by the reporting in-
stallation,

3. Preparation of Report

a. Reports will be prepared to reflect a segre-
gation of information applicable to the budget
program of separate fiscal year. Accordingly,
separate reports will be prepared pertaining to
the budget program of each fiscal year involved,
providing that:

(1) With respect to the allotments or sub-
allotments issued in connection with the budget
program of that fiscal year, there are uncom-
pleted transactions, such as unliquidated obliga-
tions, and

(2) The appropriations cited on such allot-
ments or suballotments continue to remain
available for expenditure,

b. In case both administrative allotments and
procurement allotments are involved at the same
installation, the report will contain one section

for administrative allotments and another sec-
tion for procurement allotments.

¢. The heading of the report form is self-
explanatory. The information for each space
will be supplied.

d. The columnar content of each report, or
separate section thereof, will be arranged in the
following sequence:

(1) Appropriation symbol, in numerical se-
quence.

(2) Thereunder by using service, if appli-
cable.

(3) Thereunder by allotment serial number
or project account, whichever sequence is desig-
nated by the recipient.

(4) Thereunder by project account or allot-
ment serial number, depending on the sequence
designated for (3), above.

e. Columnar totals will be included in each
report on the following basis:

(1) Subtotals will be shown following the
administrative allotment section and following
the procurement allotment section of the report,
if applicable. Single lines will be drawn above
and below such subtotals.

(2) A total will be shown as the conclusion of
each report. A single line will be provided
above, and a double line will be drawn below
the total.

(3) Other appropriateé subtotals, such as for
a common project account to which several dif-
ferent procurement allotments pertain, shounld
be shown in the report as applicable. A single
line will be drawn above such subtotals.

f. The information which is required in the
various columns is described below. Money
amounts will be shown in exact cents.

(1) Columns 1 and 2—Appropriation sym-
bol: Enter complete appropriation symbols
(such as 212/60502) for the appropriations re-
ported. Each appropriation symbol should be
underscored.

(2) Column 1—Allotment serial number:
Beneath each appropriation symbol list the
applicable allotment serial numbers either in
allotment serial number sequence or in project
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account sequence, whichever has been desig-
nated by the recipient of the report.

(3) Column 2—Project account code: Enter
the project account code(s) applicable to the
allotment serial numbers entered in column 1.

(4) Column 3—Allotments received: Enter
opposite the project account code(s) listed in
column 2 the amounts (adjusted for increases or
decreases) for each allotment serial number
shown in column 1. This information can be
taken from column 6 of the allotment ledger,
as shown on the line for “Totals to date.”

(5) Column 4—Commitments authorized :

(a) Information will be reflected in this
column in accordance with instructions issued
to installations by the operating agencies hav-
ing command jurisdiction. If, pursuant to
such instructions, any given field installation is
not required to report commitment information
to the operating agency having command juris-
diction, the installation will not be required to
report commitment information to another
operating agency or component thereof which
has made funds available to the installation.

(6) When this column is utilized, the total
commitments authorized in respect to each
amount shown in column 3 of the report form
will be entered. If WD AGO Form 14-102 is
in use at the installation, the information for
this column of the report can be secured from
column 7 of the ledger page, as shown on the
line for “Totals to date.” If WD AGO Form
14-85 is used, the data can be computed by add-
ing to the totals to date of obligations incurred,
as shown in the ledger page, the amounts of un-
obligated commitments as determined from the
commitment documents in the unobligated com-
mitments file as of the reporting date.

(6) Column 5—Obligations incurred—Cur-
rent month : Enter the amount of obligations in-
curred within the currentmonth for each amount
shown in column 8. This information will be
the month’s total as shown in the “Obligations
incurred” column of the allotment ledger.

(7) Column 6—Obligations incurred—Cumu-
lative: Enter the cumulative obligations in-
curred for each amount shown in column 3.
This information can be taken from the “Obli-
gations incurred” column of the allotment
ledger, as shown on the line for “totals to date.”
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(8) Column 7 — Expenditures — Current
month: Enter the amount of expenditures
made within the current month for each
amount shown in column 3. This informa-
tion will be the month’s total as shown in the
“Expenditures” column of the allotment ledger.

(9) Column 8—Expenditures—Cumulative:
Enter the cumulative expenditures for each
amount shown in column 3. This information
can be taken from the “Expenditures” column
of the allotment ledger as shown on the line for
“totals to date.”

(10) Column 9—Unobligated balance of al-
lotments: Enter in this column the unobligated
balance on the report date for each amount
shown in column 3, represented by the difference
between amounts in column 3 and column 6 of
the report. This amount should coincide with
the balance shown in column 9 of WD AGO
Form 14-85; or be equal to the computed dif-
ference between the totals to date of columns
6 and 9 of WD AGO Form 14-102, as may be
applicable.

(11) Completion of one or more of the col-
umns 5, 7 and 9 of this report form may be
waived by an operating agency with respect to
reports compiled by installations under its com-
mand jurisdiction; except that in reports sub-
mitted by such installations to another operat-
ing agency or installation thereof. these columns
of the report form will be completed.

4. Reporting of Completed Accounts

When all obligations charged to an account
which is separately reported (allotment, project
or other classification) have been liquidated and
the unexpended balance is no longer available
for obligation or has been withdrawn, the ac-
count will be considered to be completed. Such
an account will be indicated as completed on
the report for the month in which it reaches the
completed status. Notation to this effect may be
made by code or footnote on the report or, in
case the balance column is otherwise not used,
by entry of the word “Completed” on the ap-
propriate line in that column. After an ac-
count has been reported as completed, it will be
omitted from subsequent reports unless, under
unusual circumstances, additional funds are in-
volved with respect to a subsequent adjustment.
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APPENDIX XVII

REPORT ON STATUS OF ALLOTMENTS
(PROJECT ACCOUNT LEVEL) (WD AGO FORM 14-120)

1. Purpose
The purpose and use of this report form
are outlined in chapter 11.

2. Number and Distribution of Copies

a. An individual report will be prepared in
not less than 2 copies for each project account
under an allotment serial number and will be
forwarded so as to reach the recipient not later
than the Tth day of the month following the
close of the reporting period. An exception to
this provision, extending the reporting date,
may be authorized by an operating agency with
respect to reports to be received from installa-
tions under its command jurisdiction, provided
such exception does not interfere with the re-
porting requirements of the operating agency
as preseribed in TM 14-701.

6. When the report form is used to report on
the status of suballotments, it will be forwarded
so as to reach the recipient not later than the
bth day of the month following the close of the
reporting period.

¢. The reports will be distributed as follows:

(1) Original to the operating agency con-
cerned (or field installation if suballotments are
involved) for attention of the fiscal officer.

(2) Copy to be retained by the reporting in-
stallation.

3. Preparation and Arrangement

a. A separate report will be prepared for each
project account under each allotment account
remaining open in the allotment ledger. Re-
ports are required so long as the appropriations
involved remain available for expenditure and
there continue to be uncompleted transactions,
such as unliquidated obligations, applicable to
the allotments or suballotments outstanding
thereunder.

b. The heading of the report form is self-
explanatory and should be completed in each
space as required, except that the first sheet only
of a complete report series need be signed.

¢. Each sheet of the report will reflect cumu-
lative totals in the appropriate spaces, as
follows:

(1) Allotment received: Enter the cumula-
tive amount of that portion of the allotment re-
ceived (adjusted for increases and decreases)
which pertains to the project account shown in
the heading. This information will be reflected
in column 6 of the allotment ledger, as shown
on the line for “totals to date.”

(2) Commitments authorized :

() Information will be reflected on this
line in accordance with instructions issued to
installations by the operating agencies having
command jurisdiction. If, pursuant to such in-
structions, any given field installation is not re-
quired to report commitment information to the
operating agency having command jurisdiction,
the installation will not be required to report
commitment information to another operating
agency or component thereof which has made
funds available to the installation.

(6) When this line is used under the pro-
visions of (&) above, enter the cumulative com-
mitments authorized applicable to the funds in-
cluded on line 1. At installations using WD
AGO Form 14-102, this information can be
secured from column 7 of the ledger page, as
shown on the line for totals to date. At instal-
lations using WD AGO Form 14-85, the data
can be computed by adding to the totals to date
of obligations incurred, as shown in the ledger
page, the amounts of unobligated commitments
as determined from the commitment documents
in the unobligated commitments file as of the
reporting date.

(3) Uncommitted allotments: Information
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will be included on this line only in reports
submitted to the operating agency exercising
command jurisdietion over the reporting in-
stallation provided instructions to that effect
have been issued to the installation by such
agency. Information will not be included on
this line of any reports submitted to other
operating agencies or installations thereof from
which funds have been received by the report-
ing installation.

(4) Obligations incurred: Enter the cumu-
lative obligations ineurred applicable to the
funds reported on line 1. This information
will be shown in the column of the allotment
ledger headed “Obligations incurred” on the
line for “totals to date.”

(5) Unobligated commitments: Information
will be included on this line only in reports
submitted to the operating agency exercising
command jurisdiction over the reporting instal-
lation provided instructions to that effect have
been issued to the installation by such agency.
Information will not be included on this line of
any reports submitted to other operating
agencies or installations thereof from which
funds have been received by the reporting
installation.

(6) Expenditures: Enter the cumulative ex-
penditures applicable to the funds reported on
line 1. This information will be reflected in
the allotment ledger in the column headed “Ex-
penditures” on the line for “totals to date.”

(7) Unliquidated obligations: Information
will be included on this line only in reports sub-
mitted to the operating agency exercising com-
mand jurisdiction over the reporting installa-
tion provided instructions to that effect have
been issued to the installation by such agency.
Information will not be included on this line of
any wveports submitted to other operating
agencies or installations thereof from which
funds have been received by the reporting in-
stallation.

d. In respect to reports submitted by an in-
stallation to the operating agency having com-
mand jurisdiction, information will be entered
in the column of the report headed “Current
month” only to the extent required by appli-
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cable instructions issued to the installation by
such agency. In respect to reports submitted
to another operating agency or -installation
thereof, a reporting installation will furnish in-
formation in this column on the lines for “Obli-
gations incurred” and “Expenditures”; and
may be requested to furnish information on
the line for “Commitments authorized” pro-
vided the reporting installation is required to
report monthly commitment information to the
operating agency having command jurisdiction.

¢. The individual reports (one for each proj-
ect account under each allotment or suballot-
ment account) comprising the monthly report
series, will be arranged as follows:

(1) In groups according to the fiscal year to
which the allotments involved are applicable.

(2) Segregated within each fiscal year group
as to administrative allotments and procure-
ment allotments.

(3) Within each allotment group by appro-
priations involved.

(4) Within each appropriation group by
project accounts in consecutive order.
Following arrangement. in such sequence, the
reports comprising each fiscal year group will
be serially numbered (in recurring monthly
series beginning with “1” each month) and se-
curely fastened together.

4. Reporting of Completed Project
Accounts

When all obligations charged to an account
which is separately reported (allotment, project
or other classification) have been liquidated and
the unexpended balance is no longer available
for obligation or has been withdrawn, the ac-
count will be considered to be completed. Such
an account will be indicated as completed on the
report for the month in which it reaches the
completed status. Notation to this effect will
be made in the space at the bottom of the report
form for “Remarks.” After an account has
been reported as completed, it will be omitted
from subsequent reports unless, under unusual
circumstances, additional funds are involved
with respect to a subsequent adjustment.
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APPENDIX XV

REPORT ON STATUS OF ADVANCE PAYMENTS
(WD AGO FORM 14-96)

1. Purpose

a. The purpose and use of this report form
are outlined in chapter 11.

b. The procedures applicable to accounting
for advance payments to and recoupments from
War Department contractors are explained in
chapter 8.

¢. This report is applicable only to installa-
tions which administer allotments or suballot-
ments under which advance payments to War
Department contractors have been authorized to
be made, or have been made and are outstanding
during the reporting period.

2. Number and Distribution of Copies

a. The report will be prepared in not less than
2 copies and will be forwarded so as to reach
the recipient not later than the 8th day of the
month following the close of the reporting
period.

b. The report will be distributed as follows:

(1) Original to the operating agency from
which the related allotments, or suballotments
thereunder, were received, for attention of the
fiscal officer.

(2) Copy to be retained by the reporting in-
stallation.

3. Preparation of Report

a. The report will be prepared to include re-
quired information with respect to all advance
payments on which outstanding balances existed
at the end of the current reporting period; all
advance payments on which outstanding bal-
ances existed at the beginning of the current
reporting period but which were recouped in
full during that period; and all authorized ad-
vance payments against which no advances
actually had been made at the end of the cur-
rent reporting period. Data as to advance pay-

ments made and recouped in full prior to the
beginning of the current reporting period will
not be included in the report.

b. Column totals will be shown in the report
for the amounts entered in each of the columns
5, 6, 7, and 8. Following these totals, a re-
capitulation of the amounts reflected in those
columns will be shown, as follows:

Advance payments authorized against cost-
plus-a-fixed-fee contracts but either not

made or not recouped in full at end of

current reporting period_____ e P X
Advance payments authorized against fixed

price contracts but either not made or not

recouped in full at end of current report-

Ing’ perivd e X XX
X

Sabtatal oo oo o UPETS LS e A 5. ¢

Advance payments against cost-plus-a-fixed-

fee contracts recouped in full during eur-

rent reporting perviod_ . _____________ $§ XX X
Advance payments against fixed price con-

tracts recouped in full during eurrent re-

porting peried___- ... . S .
Subtotal _ S Nl o SR L, Y TSl e
Rotalet e = sl s s OO R G b e i

¢. The information which is required in the
various columns of the report is described be-
low. Money amounts will be stated in exact
cents. Information for the columnar content of
the report will be obtained from WD AGO
Form 14-122 established pursuant to chapter
8 and appendix XV :

(1) Column 1—Contract number: Enter
herein the prime contract number against which
there are advance payments outstanding, or paid
and not previously reported as such, or author-
ized and not made.

(2) Column 2—Name of contractor: Enter
herein the name of the contractor in respect to
the data shown in column 1.

(3) Column 3—Type of contract : Enter here-
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in by symbol the type of prime contract in-
volved, whether cost-plus-a-fixed-fee (CPFFE)
or fixed price (FP). In cases where an advance
is authorized or made against a letter purchase
order or letter contract, the advance should be
classified under the type of contract which will
supersede the letter purchase order or letter con-
tract.

(4) Column 4—Amount of contract: Enter
herein the amount of the prime contract in-
volved, as currently adjusted for change orders,
etc. If a CPFF contract, the amount to be
entered in this column will be the current esti-
mate of actual cost only, exclusive of the fixed
fee.

(5) Column 5—Advance payments—Author-
1zed : Enter herein the amount of the advance
payment authorized to be made against the
prime contract involved, regardless of whether
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all, a part, or not any of such authorized amount
actually has been advanced.

(6) Column 6—Advance payments—Made:
Enter herein the total amount actually advanced
in respect to the data shown in column 5,

(7) Column T—A dvance payments—Re-
Enter herein the total recoupments
made (whether by voucher deductions, non-
payment vouchers, or by cash refunds) in re-
spect to the data shown in column 6.

(8) Column 8—Advance payments—O u t-
standing : Enter herein the difference between
the amounts entered in columnsg 6 and 7.

(9) ‘Column 9—Appropriation symbol and
allotment serial: Enter herein the appropria-
tion symbol and allotment serial number to

covered :

which the contract and the advance payment

are chargeable.
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APPENDIX XIX
REGISTER OF COLLECTIONS (WD AGO FORM 14-33)

1. Purpose

The purpose and use of this form are outlined
in chapter 12.

2. Operation of Register of Collections

a. Information will be entered in the various
columns as follows:

(1) Enter in column 2 the date of the col-
lection.

(2) Enter in column 3 the number of the
voucher or other form used in transmitting the
collection to the accountable disbursing officer,

(3) Enter in column 4 the name of the re-
mitter and a brief description of the purpose of
the collection.

(4) Enterin columns 5 and 6 the symbol num-
ber of the disbursing officer to whom transmit-
ted, and the date of transmittal.

(5) Column 7—Symbol of account to be cred-
ited: Enter the symbol number of the appro-
priation, the symbol number of the receipt
account, or the symbol number of the special
deposit account involved. Appropriation, re-
ceipt account, and special deposit receipt ac-
count symbols are published in the War Depart-
ment Fiscal Code.

(6) Column 8—Total collections: Enter the
total amount of collections to be credited to
each classification listed in column 7. Refunds
from special deposits will be entered in this col-
umn as contra (reverse) entries.

(7) Column 9—Expenditure refunds: Col-
lections representing expenditure refunds will
be entered in this column. Such amounts, in
addition to being recorded in this register, will
be posted to the applicable allotment accounts.

(8) Column 10—Appropriation reimburse-
ments: Enter the amounts of collections repre-
senting appropriation reimbursements.

(9) Column 11—Appropriation receipts:

(z) Enter amounts of collections represent-
ing special fund receipts for which appropria-

tion warrants subsequently will be drawn.
Collections vouchered or scheduled as special
fund receipts can be readily recognized as such
since the last four digits of the special fund
receipt account symbol will fall within the range
from 6000 to 6999.

() Enter amounts of collections represent-
ing trust fund receipts for which appropriation
warrants subsequently will be drawn, The last
four digits of the receipt account symbols for
this type of collection will fall within the range
from 7000 to 9999.

(10) Column 12—General Fund receipts:
Enter amounts of collections representing Gen-
eral Fund receipts (usually referred to as mis-
cellameous receipts). The last four digits of
such peceipt acecount symbols will fall within
the range from 0000 to 5999,

(11) Column 13—Special deposits—Col-
lected : Enter the amounts of collections sched-
uled to the disbursing officer pending final dis-
position,

(12) Column 14—Special deposits—Trans-
ferred: Enter the amount of special deposits
transferred to the funds or accounts shown in
columns 9 through 12 of the register. Conecur-
rently, and on the same line, the amounts will
be entered in the appropriate columns (9
through 12). No entries for the amounts trans-
ferred will be made in column 8.

(13) Column 15—Special deposits—Re-
funded: Enter in this column the amount of
each refund made from special deposits. Con-
currently, and on the same line, the amount
will be entered as a contra (reverse) entry in
column 8.

b. At the end of each month’s recorded trans-
actions, a line will be drawn across the money
columns, and the month’s totals for the several
transaction columns will be determined and
entered beneath the line. In column 4, and on
the same line with the totals, will be written the
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words “Totals for month of” followed by the
month and year. Another line will be drawn
beneath these totals and the cumulative totals
for the fiscal year to date will be determined
These cumulative totals
will be explained in column 4 as “Totals to
date” followed by the date of closing. A
double line should be drawn beneath the cumu-
lative totals.

and entered below.

The sum of the totals of eolumns
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9, 10, 11, 12, and 13, minus the sum of the totals
of columns 14 and 15 should equal the total of
column 8.

¢. Periodically, the amount remaining in
special deposits should be analyzed and appro-
priate action taken to transfer or refund the
items involved. When all special deposit items
have been cleared, the sum of the totals of col-
wmns 14 and 15 will equal the total of column 13.
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APPENDIX XX
SAMPLE FIGURES

1. In this appendix there are presented seven
figures numbered 1 through 7, inclusive, show-
ing pertinent portions of sample accounts and
reports illustrative of principles and procedures
prescribed in preceding chapters and appen-
dixes. These illustrations constitute supple-
mentary material, containing no instructions or
information that is not presented elsewhere in
the text of the manual. Although a complete
sample set of accounts is not provided in this
appendix, the figures are believed to contain
examples of all types of postings which may be
required in the maintenance of the prescribed

allotment ledger, and, to this extent, will be of

assistance in an understanding of the technical
details involved in the operation of the ledger.
The figures are designed also to indicate the
manner in which information required for the
preparation of prescribed status of funds re-
ports is accumulated in the accounts in readily
available form.

2. The following illustrations are contained in
this appendix:
Figure 1, Posting allotment advices to al-
lotment ledgers.
Figure 2, Posting obligation documents to
allotment ledgers.
Figure 8, Posting expenditure documents to
allotment ledgers.

Figure 4, Posting adjustments to allotment
ledgers.

Figure 5, Preparing monthly reports on
status of allotments.

Figure 6, Posting suballotment transac-
tions.

Figure 7, Preparing monthly reports on sta-
tus of allotments where suballotments are
involved.

3. It will be noted that in the illustrations con-
tained herein involving the use of the allotment
ledger form, obligations and expenditures for
personal services are included on the same
ledger sheet with transactions relating to other
Although this prac-
tice is appropriate under the provisions of para-

than personal services.

graph 7, and is convenient for the purpose of
these illustrations, it should be understood that
where separate accounting for personal services
is directed on the basis of an administrative de-
termination pursuant to the provisions of the
cited paragraph, transactions involving object
class 01, Personal Services, will be segregated
and recorded on separate sheets of the allot-
ment ledger.

4. Explanatory notes relating to the procedures
illustrated herein are provided on the following
pages in connection with the figures to which
they pertain.
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Figure 3. Posting expediture documents to allotment ledgers.
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A. This transaction illustrates the recording of a suballotment issued. The C. This illustrates the entries made for a completed suballotment. Upon advice
amount of the suballotment is posted as a decrease in column 6 of the underly- of the completed status of the suballotment, entries are made in the suballot-
ing allotment account and as an inerease entry in eolumn 6 of the related sub- ment account to reverse the previously recorded amounts and in the underlying
allotment account, allotment account to enter the same totals in the corresponding transactions

columns.

B. This illustrates how monthly transactions ineluded in the reports on status
of suballotments are posted to the related suballotment accounts maintained
by the issuing agency,

| Figure 6. Posting suballotment transactions.
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