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TM 14-505, 1 September 1945, is changed as follows:

Page 16, first column, paragraph 265, last line, change reference “(see AR 345-75)” to read: (See
AR 35-2600).

Page 17, first column, paragraph 27¢, add: In all cases where collection is made from an of-
ficer’s final pay for charges appearing on the Stoppage Circular, there will be shown in the upper
right corner in addition to the type of collection, the notation “Rlvd fr a/d (date).”

Page 28, second column, lines 1 and 2, paragraph 524, change to read:

k. Waere Inaprruicasie, The procedure outlined in the above subparagraphs will not be used—

Page 29, first column, paragraph 535, line 2, change “found” to read: funds.

Page 29, second column, paragraph 537, line 1, change “instruments” to read: intrustments.

Remove pages 13 and 14 and substitute revised pages 13 and 14 herewith.

[AG 300.7 (T Jan 46) ]
By orDER OF THE SECRETARY OF WAR:

OFFICIAL: DWIGHT D. EISENHOWER

EDWARD F. WITSELL Clief of Stajff
Major General
. Acting The Adjutant General

DisTRIBUTION :
AAF (Budget & Fiscal) (2)3; AGF (Budget & Fiscal) (2); ASF (Control Div) (2); T of Opns

(Fiscal Dir) (2); Dept (2); Base Comd (2); Def Comd (2) ; Arm & Sv Bd (1) ; S Div ASF
(1) ; Tech Sv (2); SvC (Cont) (2); FC (1); Gen & Sp Sv Sch (2); ROTC (1); A (2); D
(1); B (1); C 14 (3); AT (1).

Refer to M 21-6 for explanation of distribution formula.
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accept it for eredit whenever evidence is submitted
by the agent officer to the effect that collection of
the overpayment has been made or action initiated
toward recoupment.,

18. Vouchers and Pay Rolls

a. PrePARATION. Vouchers will be prepared with
care by the class B agent officer, will be properly
completed before payment, and any certificate
ordinarily required to be made by the accountable
disbursing officer will be made by the agent officer.
They will be personally serutinized by the agent
officer prior to their submission to the accountable
disbursing officer for credit or settlement.

b. Norarions. (1) All vouchers. Each voucher
computed and paid by an agent officer will bear
a brief notation to that effect as follows:

Computations and payment made by

e o e ORI CHIORE s e
(Name and grade) (Date of actual payment)

(2) Pay rolis—date. The actual date of cash
payment, when payment is made on WD Form
366, Revised, 11 August 1942 (Pay Roll for En-
listed Men), will be entered in the upper right
corner of the voucher on the line “Paid __________
___________________ y19-__.,” When WD Form
366, Revised, 7 December 1944 (Pay Roll—En-
listed Men), is used, such date will be shown in
the lower left corner of the voucher, on the line
with and opposite the item “Paid by cash” which
appears in the brief of the roll,

(3) Other wouchers. When cash payment is
made of other classes of vouchers, care will be taken
to show the date of actual payment in the cash
receipt signed by the payee.

¢. Extries oN Brier, The name of the agent
officer and the date of payment will not be entered
in the space provided for the disbursing officers
brief block on vouchers,

d. WrrNEssiNG PAYMENTS AND IDENTIFICATION OF
Payees. (1) Cash payments made by military
and civilian personnel on their Individual Pay
and Allowance Accounts and Travel Accounts need
not be witnessed. Cash payments on such vouchers
will be made by agent officers upon satisfying
themselves as to the identity of the payees.

(2) For payments to officers and others who
certify their own pay vouchers, identification may
be accomplished either by War Department Sig-
nature Card (WD Form 85), or upon presentation
of proper identification card (WD AGO Form
65-series).
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(8) In case of cash payments made to more than
one enlisted person on regular and supplemental
pay rolls, the organization commander (or other
commissioned officer properly designated) will cer-
tify on the original copy that he has witnessed pay-
ment. He also will certify on the duplicate and
triplicate copies that they are true copies of the
roll upon which payment was made, except as to
the signatures in the receipt column and the cer-
tificate witnessing the payment thereof. Where
only one enlisted person is paid in cash on a WD
Form 366, such payment need not be witnessed,
provided the enlisted person signs the pay roll at
the time payment is made and the agent officer is
satisfied as to the identity of the payee.

(4) Where civilian pay rolls are paid in cash,
the paying officers will require the identification
of payees and witnessing of payment by an officer
qualified to identify the payees, or by such other
qualified person as may be designated in writing
by post commanders or officers of similar authority.
The person identifying the payees and witnessing
payment will certify on the reverse of the dupli-
cates of the paid rolls that he has identified the
payees named therein and witnessed payment, All
other cash payments which are required to be wit-
nessed must be witnessed by an officer who is quali-
fied to identify the payees. (AR 85-120.)

(5) Agent officers designated to make payments
of pay rolls will not act as witnessing officers to
such payments. (AR 35-320.)

e. Items ENtERED ON Pay Rorrs ur Nor Pam.
Whenever payment is not made to an enlisted per-
son on a pay roll, his signature will be lined out
and the words “Not Paid” entered in the same
space. All entries of amounts relating to his ac-
count will also be lined out,

19. Requests for Advance Decisions

An agent officer is not authorized to request ad-
vance decisions of the Comptroller General on his
own responsibility and over his own signature,
When an agent officer deems that a decision is
necessary in any given instance he will request his
accountable disbursing officer to prepare the case
for submission,

20. Utilization of Class A Agent

Class B agent officers are authorized to utilize
services of class A agent officers for the purpose
of making cash payments, but such class A agent
officers are agents to the accountable disbursing
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officer and not to the class B agent officers. WD -

AGO Forms 1447 and 14-48 will be executed
accordingly. See section IV for procedure to
be followed in making transfers of funds in
such cases.

21. Funds for Making Change in Sales Commis-
saries and Other Activities Engaged in Selling
Property or Services

a. GengraL. When the efficient and eco-
nomical operation of a sales commissary, Gov-
ernment laundry, or any other Government
activity engaged in selling property or services
requires that cash be provided for making
change, the officer in charge of the activity will
make application to the commanding officer of
his station, who may aunthorize the accountable
disbursing officer, his class B agent officer, or
special disbursing agent in cases of emergency,
to advance to the officer in charge of the activity
concerned an amount not in excess of the ratio
of $200 for each cash register machine operated
in the activity concerned for this purpose. A
written receipt will be given to the accountable

disbursing officer, his class B agent officer, or
special disbursing agent for the amount so ad-

vanced. The accountable disbursing officer, his
class B agent officer, or special disbursing agent
may recall this amount whenever it is necessary
to have the cash in his possession verified as
required by Army Regulations, or otherwise, and
will return it to the officer in charge of the activity
on the completion of this verification. In those
cases where funds have been advanced under the
provisions of & below, and it is impossible to recall
the funds advanced, the receipt given the account-
able disbursing officer, class B agent officer, or
special disbursing agent, will suffice for purposes
of verifying cash on hand.

b. Apoarp Suip. The officer in charge of a sales
commissary on a ship engaged in transporting
troops will make application through military
channels to the port commander of the home port
of the ship who may authorize the accountable dis-
bursing officer, class B agent officer or special dis-
bursing agent to advance funds as provided in @
above. Such advance of funds also may be ob-
tained at other ports of call when the current need
for funds makes it impossible to await the return
of the ship to its home port. The accountable dis-
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bursing officer or special disbursing agent who
makes such advance of funds for use on a ship
away from home port will transfer the amount of
such advance to the accountable disbursing officer
or special disbursing agent at the home port (by
name and symbol number, ascertained by radio or
air mail if necessary) by means of WD Form 326
(Invoice of Funds Transferred), accompanied by
the receipt given by the officer receiving the ad-
vance, and will notify the commanding officer of
the home port, by letter, of the action taken. Offi-
cers receiving advances who turn in same to dis-
bursing officers located at points other than the
home port of the vessel will inform the receiving
disbursing officer of the name of the vessel’s home
port. The receiving disbursing officer will ascer-
tain the na'ne of the home port disbursing officer
concerned, and forward a check in exchange for
cash to him in the amount of the advance. (See
AR 35-120.)

22. Emergency Purchases not Exceeding $100

a. Where it has been administratively deter-
mined by the commanding officer as more economi-
cal and advantageous class B agent officers may be
appointed in procurement installations under the
provisions of AR 35-320 for the purpose of mak-
ing cash payments for emergency purchases and
nonpersonal services not exceeding $100, WD
Form 332 (Public Voucher—Emergency Pur-
chases and Nonpersonal Services not Exceeding
$100), properly executed and supported by certi-
fied invoices, will be used for this purpose. WD
Form 332 may be closed periodically to suit local
conditions and submitted to the accountable dis-
bursing officer for credit in the agent officers’ ac-
count as prescribed by AR 35-320.

b. WD Form 3832, when used as authorized
above, will be prepared in quadruplicate (origi-
inal and three memorandum copies) and dis-
tributed as follows:

(1) Original and duplicate to accountable dis-
bursing officer, supported by certified invoices.

(2) Triplicate to accountable property officer,
supported by certified invoices and the certificate
as shown in paragraph 455,

(3) Quadruplicate, without attachments, to
fiseal director service command headquarters for
property audit file. The copy will be stamped by
the agent officer to indicate cash payment.

AGO 28744
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(CHANGES WAR DEPARTMENT
No. 2 WasaINGTON 25, D. C., 1 March 1946
TM 14-505, 1 September 1945, is changed as follow: .
Remove pages 27, 28, 29, and 30 and substitute revised pages 27, 28, 29, and 30.
[AG 300.7 (1 Mar 46) ]
By orbEr oF THE SECRETARY OF WaR:

OFFICIAL: DWIGHT D. EISENHOWER
EDWARD F. WITSELL Chief of Staff
Major General
T'he Adjutant General

DistrisuTioN :
AAF (Budget & Fiscal) (2); AGF (Budget & Fiscal) (2); ASFEF (Control Div) (2); T (Fiscal
Dir) (2); Dept (2) ; Base Comd (2) ; Def Comd (2) ; Arm & Sv Bd (1) ; S Div ASF (1) ; Tech
Sv (Fiscal Br) (2); SvC, Numbered (Fiscal Dir) (2); FC (1) ; Gen & Sp Sv Sch (2) ; ROTC
(1); A (2); D (1); B (1); AF (1); T/O & E 14-500 (3).
Refer to FM 21-6 for explanation of distribution formula.
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CHAPTER 4
AGENTS TRAVELING TO OR FROM POINTS BEYOND CONTINENTAL LIMITS OF
UNITED STATES

49. General

It is a command responsibility to insure finance
disbursing service for troops en route to points
outside the continental limits of the United States
or for troops who are beyond the continental limits
of the United States and whose destination is the
United States.

50. Appointment of Agent Officers

When an advance determination has been made
that finance disbursing service will not be available
through means of permanently assigned special
disbursing agents on board transports, or where
disbursing service is not available at stations along
air routes to be followed by the movements in-
volved, or when it has been determined from the
nature of the mission that such service will not be
available at points to be touched along the route,
an agent officer may be appointed under the pro-
visions of AR 35-320 to make necessary payments
while en route. In order that such disbursing
service may be provided, there has been established
in the Office of the Chief of Finance, Army Service
Forces, Washington 25, D. C., a Central Account-
able Disbursing Office for the purpose of receiving
and accounting for funds transferred from other
accountable disbursing oflicers covering moneys
advanced to agent officers en route to points outside
the continental limits of the United States or to
agent officers who are beyond the continental limits
of the United States and whose destination is the
United States.

51. Funds To Be Advanced

It is the responsibility of the appointing authori-
ties to insure that prior to departure from ports of
embarkation, such agent officers are provided with
ample cash to make predetermined payments en
route and to designate in the orders of appoint-
ment the exact amount of money with which the

AGO 3303A

agent officer is to be intrusted. Agent officers will
not be required to prepare vouchers upon which
troop payments are to be made, such being the
specific duties of troop commanders, Payments
made to troops by agent oflicers under the provi-
sions of WD Circular 99, 1945, will be limited to
partial payments made on separate partial pay-
ment vouchers prepared in accordance with AR
345-155. Upon completion of payment, entry will
be made in the service records in accordance with
TM 12-230 or TM 12-230A.

52. Transfer of Agent Officer Funds

Except as provided in % below, whenever funds
are advanced to an agent oflicer whose destination
is beyond the continental limits of the United
States or whenever funds are advanced to an agent
officer who is located beyond the continental limits
of the United States and whose destination is the
United States, action will be taken as follows:

a. Apvaxces 1o AgenT Orricer. The account-
able disbursing officer will deliver the cash and
WD AGO Form 1447 (Funds Intrusted to Agent
Officer) to the agent officer, together with a copy
of WD Circular 99, 1945. W

b. Rrcerer Givex By Acext OFFICER For Ap-
vances. The agent officer will sign a receipt on
WD AGO Form 14-48 (Receipt for Funds In-
trusted to Agent Officer) for the cash so received.
This receipt will be executed in favor of the Cen-
tral Aceountable Disbursing Officer, by name. The
receipt will be delivered to the accountable dis-
bursing officer, accompanied by an authenticated
Signature Card (WD Form 35) of the agent
officer and a copy of the order appointing the
agent,

¢. Transrer or Funps 1o CENTRAL AcCOUNT-
ABLE Dispursing Orricer. The accountable dis-
bursing officer will transfer to the Central Aec-
countable Disbursing Officer, by name, the funds
so advanced to the agent officer. This transfer
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will be effected by use of WD Form 826 (Invoice
of Funds Transferred) prepared in triplicate
(or in quadruplicate if officer reports to a for-
eign theater fiscal office), and WD Form 327 (Cash
Receipt for Funds Transferred), prepared in du-
plicate. The original and duplicate copy of WD
Form 326 and the original WD Form 327 will be
submitted to the Central Accountable Disbursing
Officer supported by the receipt (WD AGO Form
14-48) obtained from the agent and by the authen-
ticated signature card and a copy of the order ap-
pointing the agent. Each such transaction will be
accompanied by such information as to the method
of travel and destination of the agent officer as can
properly be furnished without divulging any secret
or confidential information.

d. Receter GiveNy BY CENTRAL ACCOUNTABLE
Dissursing Orricer ror Fuxps TRANSFERRED.
The Central Accountable Disbursing Officer will
receipt and return WD Form 827 to the transfer-
ring officer for the funds so transferred.

¢. RerTury or Funps axp/or Pamp VoucHERs BY
Acent Orricer. The agent officer will settle his
accounts with the first available accountable dis-
bursing officer upon completion of the duty for
which the intrustment of funds was made. This
will be accomplished by turning over all paid
vouchers and unexpended funds, accompanied by
WD AGO Form 1449 (Return of Funds and
Statement of Agent Officer’s Balance). The agent
officer will also furnish the new accountable dis-
_hursing oflicer the copy of WD Circular 99, 1945,
which was originally furnished by the old account-
able disbursing officer and a copy of the orders di-
recting the travel and any amendments thereto.

/. Recerer Given to Acent Orricer ror Fuxps
AND/or Pamp Voucuers Rerurnep. The new ac-
countable disbursing officer will issue a receipt to
the agent officer on WD AGO Form 14-50 (Ac-
knowledgment of Return of Funds and Statement
of Balance) for the funds and/or paid vouchers so
received.

¢. Traxsrer or Fuxps From Cextran Ac-
couNTABLE Dispursing Orricer. The new ac-
countable disbursing officer to whom the unex-
pended funds and/or paid vouchers are turned in
will immediately prepare WD Form 326 in tripli-
cate and WD Form 327 in duplicate. The WD
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Form 326 will be executed in favor of the Central
Accountable Disbursing Officer, by name, as the
transferring officer, and will have shown thereon
the name, grade, and serial number of the agent
officer from whom the paid vouchers and/or funds
are received, in addition to the amount involved,
and, if transfers were made between agent offi-
cers, the name, grade, and serial number of the
agent officer to whom the funds were originally in-
trusted, together with the authority for such trans-
fer of funds between the agents. The new account-
able disbursing officer will retain the original and
triplicate Form 326 and the duplicate Form 327.
The duplicate Form 326 and the original Form 327
will be properly executed, signed, and forwarded
to the Central Accountable Disbursing Officer by
courier or air mail. If courier or air mail service is
not available, the new accountable disbursing offi-
cer will transmit this information by radio or
cable and transmit the Forms 326 and 327 by reg-
ular mail. Accountable disbursing officers located
within the United States, to whom vouchers and /or
unexpended funds are turned in by agent officers
arriving from beyond the continental limits of the
United States, will omit radio notification and will
use regular mail. When vouchers and/or cash are
turned in to an accountable disbursing officer who
forwards his accounts to a foreign theater fiscal
office, the WD Form 326 will be prepared in quad-
ruplicate and distributed in accordance with direc-
tions issued by the fiscal director of the theater.

h. Wrere INappricaLe. The procedure out-
lined in the above subparagraphs will not be used—

(1) Where it is definitely known at the time of
advancement that the agent officer is to return,
within a short period of time, direct to the station
of the accountable disbursing officer from whom
the funds are received, which would thereby per-
mit the agent to make return of all paid vouchers
and/or unexpended funds direct to the accountable
disbursing officer making the original advance-
ment, or

(2) When funds are advanced to agent officers
for disbursing purposes where facilities exist for
the prompt closing out of such transactions with
the accountable disbursing officer, either direct or
under the provisions of paragraph 5 relative to
agent officers of detachments,

AGO 3303A
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53. Responsibility of Agent Officers

a. Pecuniary Respoxsmeiurry, Agent officers
will be informed as to the pecuniary responsi-
bility in the accounting for United States funds
and that the agent officer is responsible for such
funds until such time as proper accounting
therefor has been made. Failure of agent officers
to make proper accounting may result in stoppage
against their monthly pay of any amount not prop-
erly accounted for as determined by the findings
of a board of officers appointed under the pro-
visions of AR 35-180.

b. SarexeEPING oF Funps. Government funds
and /or paid vouchers will be kept in a safe place at
all times. This will require the utilization of the
best security facilities available or such precau-
tions as a prudent person would use for his own
property.

¢. Loss or Fuxps. Should a loss of Govern-
ment funds occur, the agent officer will imme-
diately report such loss to the local commanding
officer for the convening of a board of officers under
the provisions of AR 35-180.

d. EmercExcy PurcHases. Emergency com-
modity purchases will be supported by complete
data to include authority and necessity therefor.

e. OpraiNine Recerers Waere Voucuers Nor
AvaraeLe. Receipts in ink or indelible pencil for
cash payments will be obtained, without exception,
from evéry payee where proper voucher forms are
not available for such use. The receipt form used
will show legibly date of payment, itinerary, list of
commodities purchased, period involved for pay,
and other pertinent data that may be required to
clarify the payment for final accounting at desti-
nation. The payment will be witnessed in accord-
ance with pargaraph 184.

/. Orpers Direcring Traver. At least one copy
of orders directing the travel performed and
amendments or annexes thereto will be retained by
agent officers, to be furnished the accountable dis-
bursing officer to whom returns are made.

g. Corres or War Deparryent Circurar, The
agent officer will surrender a copy of WD Circular
99, 1945, which has been furnished him by the ac-
countable disbursing officer making the original
advancement of funds hereunder to the accountable
disbursing officer to whom he turns in paid vouch-

AGO 3303A
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ersand/or unexpended funds upon the termination
of his accountability as an agent officer.

h. SErTLEMENT OF Accounts, Agent officers to
whom funds have been advanced will make a com-
plete settlement with the first available accountable
dishursing officer at the earliest practicable date.
Partial settlements may be made with accountable
disbursing officers at each opportunity by turning
over paid vouchers to an accountable disbursing”
officer whenever one is available. Under no cir-
cumstances will an agent officer be an agent for two
or more separate accountable disbursing officers at
the same time.

. SuBsEQUENT INTRUSTMENTS. Whenever the
agent officer has disbursed all or substantially all
of his original intrustment and applicable condi-
tions warrant further advancement, he will make
complete returns of any and all previous intrust-
ments and request the commanding officer of the
immediate command to issue an appointing order
authorizing advances of additional funds. Such
intrustments will be advanced and accounted for
in the same manner as original intrustments set
forth herein,

54. Responsibility of Accountable Disbursing
Officers

a. Cores or Cirourar. Accountable disbursing
officers making advances hereunder will furnish
each agent oflicer, to whom funds are so advanced,
with a copy of WD Circular 99, 1945, reproducing
same if necessary, .

b. Accerrance or Funps. It is incumbent upon
accountable disbursing officers to accept valid paid
vouchers and unexpended funds from agent officers
when presented to them,

¢. AssisTANCE 70 AGeNT Orricers. It is also in-
cumbent upon accountable disbursing officers to
render all possible assistance to agent officers in
placing their vouchers and returns in proper order.

d. CommineriNg or Funps, Accountable dis-
bursing officers will take precautionary measures
to avoid the possibility of commingling funds
advanced by other accountable disbursing officers
with subsequent advances they make to the same
agent officer and to this end will require final and
complete settlement of balances on previous ad-
vances made by other accountable disbursing of-
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ficers before intrusting such agent officer with
additional funds.

e. Disrosition or UNmeNTIFIABLE FUuNnps, Ac-
countable disbursing officers will deposit as col-
lections in their special deposit accounts all
unexplained bakances received from agent officers
when such returns cannot be identified with either
the agent officer or the accountable disbursing
officer involved in the original instrustment. The
case will be reported to the Receipts and Disburse-
ments Division, Office of the Chief of Finance,
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Headquarters, Army Service Forces, for necessary
instruction.

55. Central Accountable Disbursing Officer

The name, disbursing symbol number, and address
of the Central Accountable Disbursing Officer is
as follows:

Major C. C. Green, F. D., Symbol No. 212-431
Army Service Forces

Office of the Chief of Finance

Attention: Receipts and Disbursements Division
Washington 25, D. C.

AGO 3303a
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FOREWORD

Changes to this manual will be supplied on a page basis, and will be pub-
lished 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 and number of the change.

Paragraphs are numbered consecutively throughout the entire book. Par-
agraphs carrying decimal suflixes indicate newly added material; for example,
a paragraph numbered 23.1 represents the first main paragraph following
paragraph 23.

Pages are numbered consecutively throughout the book. If new pages are
added within the book, the added pages will carry alphabetical suffixes—A, B,
C, ete. For example, if a new page is added between pages 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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CHAPTER 1
DEFINITINOS, UTILIZATION, AND FUNCTIONS

1. Statutory Provisions

a. GexeranL. The Act of Congress approved
3 June 1916, as amended by the Act of 4 June
1920 and the Act of 15 March 1940, provides
that “* * * under such regulations as may
be prescribed by the Secretary of War, officers
of the Finance Department, accountable for
public moneys, may intrust moneys to other of-
ficers or warrant officers for the purpose of hav-
ing them make disbursements as their agents,
and the officer or warrant officer to whom the
moneys are intrusted, as well as the officer who
intrusts the moneys to him, shall be held pecu-
niarily rvesponsible therefor to the United
States.”

b. PecuNiary RespoNsiemuary, The term “pe-
cuniarily responsible” in its application to the
agent officer includes responsibility for all er-
roneous payments, errors in computation of
vouchers (except vouchers computed by the ac-
countable disbursing officer), funds received
from all sources, and authorized refunds where
necessary. The agent officer and the account-
able disbursing officer under the law quoted in
a above are legally responsible for payments
made by the agent officer, and the United States
may legally and at its option look to either
officer for recoupment. (AR 35-320.)

2. Definitions

@. AccounTAaBLE DispUursing Orricer. An
accountable disbursing officer is any commis-
sioned officer of the Army who receives and dis-
burses public money in his own name. He is re-
sponsible for the funds so received and for their

law, and is required to account for the funds in
accordance with law and regulations. An officer
who intrusts public moneys to another officer
will be known as the “accountable disbursing
officer.”

b. Aeent Orrrcers. Officers or warrant
officers (including flight officers), to whom ac-
countable dishursing officers intrust public
moneys for disbursement, are known as agent
officers. They make cash payments for and in
the name of the accountable disbursing officer.
Agent officers are not required to render an ac-
count to the General Accounting Office, but are
directly responsible to the accountable disburs-
ing officers for whom they are acting as agents.

(1) Class A agent officer. A class A agent
officer is a commissioned officer or warrant officer
(including flight officer) belonging to any
branch or arm of the service, other than a duly
appointed disbursing officer, who is detailed by
the local commanding officer for the purpose of
making such payments as are specified in ap-
pointing orders. A class A agent officer ceases
to act as an agent officer after he has made the
specified payments. A class A agent officer must
close his account with the accountable disburs-
ing officer within 24 hours after completion of
the particular payments which he has been
designated to make. This includes return of
amounts not paid to enlisted personnel whose
names are red-lined on pay rolls. Failure on the
part of the class A agent officer to close and ren-
der his account within 24 hours after completion
of specified payments will be promptly reported
by the accountable disbursing officer to the com-
manding officer of the station where the class A
agent officer is operating. (AR 35-320.)

(2) Class B agent officer. A class B agent
officer is a commissioned officer or warrant of-
ficer (including flight officer) belonging to any
branch of the Army detailed by proper author-
ity and who necessarily performs his duties as
an agent officer instead of as an accountable dis-
bursing officer. In the performance of such
duty he makes cash payment on such properly
prepared vouchers as may from time to time be
presented to him for payment and also receives

1
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cash receipts and collections. A class B agent
officer continues to act in the capacity of an
agent officer for an indefinite period.

¢. Distincrion BerwreN Terys “Funps IN-
TRUSTED” AND “F UNDs TransFERRED.” The terms
“funds intrusted” and “funds transferred” have
distinet and technical meanings and should be
used with care. These terms are used frequently
throughout this manual and for the purpose
of clarifying their meaning they are defined as
follows:

(1) Fundsintrusted. Public funds advanced
to an agent officer by an accountable disbursing
officer for the purpose of making payments in
the name of the latter are considered as funds
intrusted. Under these conditions the account-
able disbursing officer is at no time relieved of
accountability for these funds until they are
properly accounted for.

(2) Punds transferred. When an officer
passes the accountability of funds to another
officer, he is considered to have “transferred”
such funds. This transfer may include “in-
trusting” of funds to an agent officer who in
turn will render returns to a third officer, who
then assumes accountability for the funds in-
trusted.

3. Establishment or Discontinuance of Class B
Agent Offices

Establishment or discontinuance of class B
agent offices will be reported to the office of the
Fiscal Director, Army Service Forces, Atten-
tion: Receipts and Disbursements Division,
Temporary Building T-7, Gravelly Point,
Washington 25, D. C., by the accountable dis-
bursing officers for whom class B agent officers
act as agent officers, by remark on the account-
able disbursing officers’ reports of operation for
the month in which the class B agent offices are
established or discontinued. (AR 35-320.)

4. Utilization of Class B Agent Offices

Class B agent offices will be utilized at stations
where the character of payment does not justify
a separate disbursing account. Such offices are
usually established at stations in the immediate
vicinity of a disbursing office where it is possible
for the accountable disbursing officer to inspect
personally the agent office, and have complete
supervision over the activities of such office. A

2
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class B agent officer will not be detailed if such
detail will result in delaying payments or other-
wise complicate the public business to be han-
dled, nor will a disbursing account be replaced
by an agent account if by so doing the increased
work thereby thrown on the agent officer is not
more than compensated for by the decrease
effected in the parent office. (AR 35-320:)

5. Agent Officers of Detachments

These regulations will, so far as applicable,
govern the accounting for funds entrusted to
agent officers of detachments, including stations
of the General Recruiting Service and all de-
tachments on recruiting duty, isolated Signal
Corps detachments, Airplane and Balloon
Pilots, and similar small detachments to which
regular finance service is not available. When
the orders of an agent officer of such a detach-
ment does not eall for his return to the station
of the officer advancing funds, or orders are
received calling for a transfer to a new station
and it is not possible to return funds to the
accountable disbursing officer who advanced the
funds, the following procedure will be followed :

a. The agent will receipt for the funds ad-
vanced on WD AGO Form 1448 in the regular
manner.

0. Upon arrival at destination the agent will
make a turn-in of ecash and/or paid vouchers to
the nearest disbursing officer, obtaining a receipt
for the turn-in. He will also send a telegram to
the disbursing officer who advanced the funds,
advising of the name, rank, station, date,
amount, and symbol of the officer to whom
turn-in was made.

¢. The disbursing officer receiving the funds
will prepare WD Forms 326 and 327 in favor
of the accountable disbursing officer who made
the original advance to the agent and forward
the duplicate copy of the WD Form 326 and the
original signed WD Form 327 by air mail to
such officer.

d. Upon receipt of the duplicate copy of the
WD Form 326 and the original WD Form 327
the original disbursing officer will drop account-
ability by claiming credit for a transfer of funds
to the officer receiving the turn-in.

6. Orders Appointing Agents
a. Cuass A Acext. An order appointing a
commissioned officer or warrant officer (includ-

¢ )
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ing flight officer) as a class A agent is issued by
the local commanding officer. The order will
show the correct station designation of the ac-
countable disbursing officer for whom the agent
is to act, as: “Disbursing officer, Camp________
S ? or “Dis-
bursing officer, ____________ Division,” and in
cases where funds are advanced to airplane or
balloon pilots or other officers for procurement
of supplies, nonpersonal services and rentals for
organizations away from home station, the max-
imum amount of money with which the agent
officer is to be intrusted will be shown. An agent
will always be designated as the agent of an ac-
countable disbursing officer; in no case will an
agent be designated as the agent of another

TM 14-505

agent. For instructions relative toutilization of
class A agent officers by class B agent officers see
sections I and IV, chapter 2. (AR 35-820; AR
35-6300.)

b. Crass B Agent. The order appointing a
commissioned officer or warrant officer (includ-
ing flight officer) as a class B agent will contain
the same information as an order appointing a
class A agent. (AR 85-320.)

7. Functional Chart

Figure 1 is a functional chart showing the or-
ganization of a class B agent office and its rela-
tion with the parent disbursing office and with
the post camp, or station headquarters under
whose jurisdiction it operates,

ORGANIZATION OF CLASS B AGENT OFFICE

COMMAND ECHELON
For General

ACCOUNTABLE DISBURSING
OFFICER

Administration

For Accountability
and Supervision

CLASS ADMINISTRATIVE

AGENT 1. Daily & periodic

BRANCH

reports.

2. Special reports.

3. Report of opera-
tiona.

. Supplies.

Mail & files.

. Correspondence &
recards,

o
.

=

VOUCHERING DIVISION

PAYMENTS DIVISION CASHIER

ACCOUNTING DIVISION

1. Examines, computes &
prepares for payment,
ray rolls, pay vou-
chers & travel ac-
counts of military &
civilian personnel.

2. Examines, audits & pre-
pares for payment com-
mercial accounts where
cash paymente of this
nature are authorized
by the accountable dis-
burasing officer.

1. Pay, allowances &
travel expenses of
all military per-
sonnel.

2. Pay all commercial
accounts where cash
payments of this
nature are author-
ized By the account-
able disbursing
officer.

Figure 1.

l. Poat audit.

2. Letter of transmittal.

3. Deposit account.

L. WD, AGO Forms 1L-47,
1448, 1449 and 14-50.

5. Maintains cash blotter.

Organization of a class B agent office.
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8. Personnel

The number and types of duties of personnel
assigned to a class B agent office will necessarily
vary with the volume and nature of the pay-
ments required to be made. The organization
of a class B office is similar to that of a regular
disbursing office. However, due to the fact that
class B agents make payments in cash only, cer-
tain accounts such as officers’ pay vouchers and
commercial accounts will ordinarily be paid by
the accountable disbursing officer in order that
checks may be issued.

9. Bonds

a. Orricers. All officers of the Finance De-
partment and Quartermaster Corps, including
officers detailed therein from other arms or
services, and warrant officers (except flight of-
ficers) who are intrusted with the duty of dis-
bursing public moneys will, before entering
upon such duty, give good and sufficient bond
to the United States in such sums as directed
by the Secretary of War. Finance officers are
required to give bond, whether they act as ac-
countable disbursing officers or as class A or
class B agent officers to the accountable dishurs-
ing officer. However, nonaccountable officers of
the Quartermaster Corps who have been re-
lieved of the bonding requirement, under the
provisions of the act of 29 August 1916, and
warrant officers (including flight officers) who
are not otherwise accountable, will not be re-
quired to be bonded when acting as class A agent
officers. A bonded officer in or transferred to
an arm or service which is not subject to the
bonding requirement may not request that his
bond be terminated until relieved from duty
which requires him to account for public funds.
(AR 85-220.)

b. Casmrers.  In special cases when the
amount of business requires it, warrant officers,
enlisted personnel in the Finance Department,
or civilian employees may, with the approval
of the Iiscal Director, Army Service Forces, be
designated as cashiers to the accountable dis-
bursing officer or to a class B agent officer. In
such cases the cashiers will be required to be
bonded. Their bonds must be with the same
company with which the accountable disbursing
officer is bonded.

¢. AmMount ANpD MEetHOD OF BoOnDING., For
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details regarding the amount of the bond re-
quired and the procedure to be followed in ob-
taining a bond, see paragraph 13 of TM 14-500.

10. Methods of Intrustment and Return of
Funds

Public funds are turned over by accountable
disbursing officers to agent officers, and by agent
officers to accountable disbursing officers in any
one of the methods described below:

a. In person.

b. By express when authorized by the local
commanding officer,

c. By registered (uninsured) mail when au-
thorized by the local commanding officer.

d. By the accountable disbursing officer draw-
ing an official check payable to the agent officer
by name followed by the words “Agent Officer
Al o o ? (delivered to agent
officer in person or by registered mail), with
object: “to make payment at a distance from
a depositary.” In cashing these checks at a de-
positary or other bank the indorsement on the
checks by the agent officer will be followed by
the words “Agent Officerat - ___._________, 2
The method of supplying the agent officer with
several checks each for a relatively small
amount, instead of only one for a relatively
larger amount will be followed in order to ob-
viate the necessity of carrying large amounts
of cash on hand. Accountable disbursing of-
ficers’ cliecks will ordinarily be cashed at a Fed-
eral Reserve Bank, Federal Reserve Branch
Bank, or other designated depositary.

¢. By the agent officer depositing to the of-
ficial eredit of the accountable disbursing officer
with the Treasurer of the United States in an
authorized depositary. Such deposits will be
accompanied by the prescribed Treasury De-
partment Form 6599 (Certificate of Deposit for
Checking Account) (fig. 2), the triplicate copy
of which, properly receipted by the depositary,
is furnished the accountable disbursing officer.

f. By post office money order or by cashier’s
check when agent officers transmit cash to ac-
countable disbursing officers, as set forth below.

(1) When funds to be transmitted do not
exceed $200, post office money orders may be
used. Standard Form 1034 (Public Voucher
for Purchases and Services Other Than Per-
sonal) will be prepared in duplicate to cover the
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T. D. FORM 6599
PREPARED BY AGENT

AGENT TREASURER
PREPARES FIVE OF US.
COPIES
DEPOSITARY]|
. ORIGINAL e il
2. DUPLICATE
RETAINED
3. TRIPLICATE el e
4. QUADRUPLICATE P RETAINED
5. QUINTUPLICATE > ACCOUNTABLE
4 QUINT. ORIG. TRIP B QUIN.
RETURNED TO DATED & SIGNED
DISBURSING
: OFFICE

Figure 2.

money order fee, giving complete information
in substantially the following form across the
face of the voucher:

Fee for post office money order dated . _____
for transmission of funds in the total amount of
e e 0 )4 B e s elaen -
agent officerat e to

The voucher will be presented to the postmaster
for signature in the two spaces provided for the
signature of the “Payee.”

(2) When funds to be transmitted exceed
$200 or where it is not desired to transmit
amounts of less than $200 by post office money
order, such funds may be transmitted by means
of a cashier’s check drawn on an insured bank,
Cashier’s checks will not be purchased in
amounts to exceed $5,000, nor will more than one
such check be procured at one time from the
same bank. If more than $5,000 is to be trans-
mitted, separate cashier’s checks in amounts not
to exceed $5,000 each, drawn on separate insured

Treasury Department Form 6599 prepared by agent.

banks, will be used. Standard Form 1034 will
be prepared in duplicate to cover fee for the
cashier’s check, giving complete information in
substantially the following form across the face
of the voucher:

Fee for cashier's check No, . —______, dated
S ., > , drawn on

for transmission of funds in the total amount of

A e i Ty 1)1 1] It e DA i o b LR
GEc e i (nf2) ol § P s S R L - S,
0 e e W o aecouniable diss

barsing officerat ao o oot e e

The voucher will be presented to a bank official
for signature in the two spaces provided for the
signature of the “Payee.”

(3) The fee will be paid in cash for the money
order or the cashier’s check at the time of the
execution of the voucher by the postmaster or
the bank official and deducted from the amount
of the money which would otherwise be returned
to the accountable disbursing officer. Money
order or cashier’s check and properly executed
voucher will then be forwarded to the account-

5
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able disbursing officer for credit to the agent
officer’s account in the amount of the money
order or check plus the fee represented by the
voucher. The fee will be charged against the
open allotment established under the Transpor-
tation Corps appropriation for the transporta-
tion of Finance Department property other than
lend-lease shipments. (See TM 14-700.) This
procedure will not be followed where there is an
available general depositary of public funds
with which deposits may be made for official
eredit of the accountable disbursing officer with
the Treasurer of the United States.

¢. Incases of emergency, when an accountable
disbursing officer, in order to expedite the fur-
nishing of funds to a class A (or, if necessary, a
class B) agent officer, desires to utilize the
services of an established class B agent officer, he
may do so. This procedure is discussed in sec-
tion IV, chapter 2.

11. Forms Required When Funds Intrusted fo
Agent Officers

a. WD AGO Form 1447 (Fuxps INTRUSTED
1o AceNT Orricer). When an accountable dis-
bursing officer intrusts funds to an agent officer
for disbursement, this form will be accomplished
in duplicate. The duplicate will be furnished
the agent officer with the funds. The signed
original of this form will be used by the ac-
countable dishursing officer to support the “cash
in hands of agents” as reflected in the 03.13 sec-
tion on the reverse of his account current when-
ever a WD AGO Form 1449 has not been re-
ceived subsequent to the advance.

b. WD AGO Fory 14-48 (Recerer ror Funps
InTrUsTED TO AGENT OrFricer). When an agent
officer has been intrusted with public funds, he
will give the accountable disbursing officer a
receipt on this form.

e. WD AGO Form 1449 (Rerurx or Fuxps
AND STATEMENT OF AGENT OFFICER’S BALANCE).
When the agent officer transmits to the account-
able disbursing oflicer cash and/or paid vouch-
ers, he will furnish the accountable disbursing
officer with this form. This form is used by
agents in transactions involving the return of
cash, checks, or paid vouchers. Each such trans-
action must be supported by a true and correct
statement of the status of the funds intrusted
and entered in the proper columns on the form.

6
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Each class B agent must render this form as a
“Statement of Balance” on the 20th day of each
month, or at any other time as the accountable
disbursing officer may direct.

d. WD AGO Form 14-50 (AcENOWLEDG-
MENT OF RETURN oF FFUNDS AND STATEMENT OF
Bataxcg). When funds and paid vouchers
are received from the agent officer the account-
able disbursing officer will accomplish and fur-
nish the agent officer with this form.,

12. Safeguarding of Funds

Checks received by an agent officer which
have been drawn in his favor will be converted
mnto cash only as required. Regulations gov-
erning accountable disbursing officers with re-
spect to keeping cash on hand have equal ap-
placation to cash in the possession of agent of-
ficers. All public moneys coming into the pos-
session of an agent officer will, while in his pos-
session, be properly protected, using an office
safe whenever practicable. Public moneys will
not be deposited in a commercial bank for the
credit of an agent officer within the continental
limits of the United States. (AR 85-320.)

13. When No Government Depositary Available
for Cashing Checks

When there is no authorized Government de-
positary conveniently located, or other available
source where an agent may obtain cash for
checks furnished to him, he will accordingly ad-
vise the accountable disbursing officer, who will
report the fact through the fiscal director of the
service command to the Fiscal Director, Army
Service Forces, Washington 25, D. C., for in-
structions.

14. Keeping Cash on Hand

a. Avraority. The Secretary of War has,
under authority vested in him, delegated to
commanding generals of all service commands,
departments, oversea bases, theaters of opera-
tion, and task forces, commanding officers of
posts, camps, or stations, or the commanding
officer of a tactical unit or oversea force, the
authority to allow accountable disbursing of-
ficers to procure cash and hold it in their pos-
session at their own risk, pending delivery of
the cash to another accountable disbursing of-
ficer or for disbursement for authorized pur-
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poses. The term “cash” as used above will be
construed to mean currency and coin only.
Checks, postal money orders, and other nego-
tiable instruments should not be included. Ae-
countable disbursing officers whose disbursing
activities are not supervised by the officers cited
above should obtain authority to carry cash on
hand from the Fiscal Director, Army Service
Forces.

b. ArrricaTioN. (1) General. Application
from an accountable disbursing officer for au-
thority for himself or his agent to keep cash on
hand at his own risk will be submitted through
proper channels to an officer enumerated in «
above who has been delegated authority to al-
low accountable disbursing officers to keep cash
on hand. This application will show for each
station the total amount disbursed, and the
average amount of cash disbursed per month,
distance to nearest depositary from the station
of the agent officer, and a brief statement of the
necessity therefor,

(2) When serving at another station. Where
an agent of an accountable disbursing officer is
serving at another station, the approval of the
commanding officer of such station will be ob-
tained before the application of the accountable
disbursing officer is approved by the command-
ing officer of his station. Commanding officers
to whom such applications are submitted will
malke snitable investigation to determine whether
the amount stated in the application is reason-
able for the duty required to be performed by
the agent officer. The commanding officer will
take action to insure that the funds kept on
hand pursuant to such authority are adequately
protected. (AR 35-140; TM 14-500.)

15. Discrepancies in Accounts to be Thor-
oughly Investigated

Accountable disbursing officers should examine
periodically the status of the accounts of their
class B agent officers in order to ascertain that
excessive cash in the form of incorrect vouch-
ers is not in their possession. Any discrepan-
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cies or irregularities noted in reports from the
class B agent officer should be thoroughly in-
vestigated and action taken to correct such ir-
regularities and if deemed necessary, the agent
officer’s commanding officer should be requested
to take corrective action.

16. Method of Changing Balance in Hands of
Agent Officers

a. Ixcreasing Banance. The balance of
funds in the hands of an agent officer may be
increased

(1) By the turning over of funds by the ac-
countable disbursing officer to the agent officer.

(2) By receiving funds from another agent
officer.

(3) By the accountable disbursing officer
authorizing the agent officer to retain for dis-
bursement actual cash collected by the agent.
Where such funds are authorized to be retained
for disbursement, WD AGO Form 1449 (Re-
turn of Funds and Statement of Agent Officer’s
Balance) covering the amount should be ren-
dered, together with a complete statement of
what the funds represent, source from which
derived, and all forms pertaining to it.

(4) By funds represented by incorrect
vouchers returned to the agent officer. The re-
turned vouchers increase the latter’s balance and
will be considered as “Cash in hands of agent
officers.”

b. Dicreasing Baraxce. The balance of
funds in the hands of an agent officer may be
reduced—

(1) By the agent officer turning over funds
to the accountable disbursing officer.,

(2) By the agent officer turning over paid
vouchers to the accountable disbursing officer
and the acceptance thereof by the latter.

(3) By turning over funds to another agent
officer, or another accountable disbursing officer.

(4) By depositing funds to the official credit
of the accountable disbursing officer.

7
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Filed with Account Current

WAR DEPARTMENT
for _May 1945,
FUNDS INTRUSTED TO AGENT OFFICER
(AR 35-320)
—Fort Finance, D. C — May 8 ,19_45
(Station)
1. I CERTIFY that I have this day intrustedto ... R, U, Right .. Captain. ~.infantry
(Naine) (Grade) (Organization)
as my agent officer at ..EorLFiac%‘,;L,__l}’.__C...,....._____ the following funds:
2. Check(s) on the Treasurer of the United States:
Na_(s)._lcﬁ?-iwi-- i $ Aﬁﬁﬂ.ﬂﬂ _____ o

3. Cash . . . e s et
4, Total amount of thls trust e Ga e aT iy
5. Balance per statement dated _. 1 e
6. Amounts intrusted since last :tatem-,nt e 19 orl e
7. Total amount of funds intrusted to agent o[hccr to be accounted for . . s e 2900000

NOTE—~This form will be lished in duplicate by disbursi _?Wév

officer and duplicate copy forwarded with funds fo agent N e R

e __Lt, Colonel, Finance Departrent

(Grade) {Organization)

SEE INSTRUCTIONS ON REVERSE

y A G. O. Form 14-47
(Ollll: F. D l"mm No h may conti .n;e[l]nénu)

et i bc‘nw.:'r"i:ﬁgﬂ tea 382703
WAR DEPARTMENT
RECEIPT FOR FUNDS INTRUSTED TO AGENT OFFICER
(AR 35-320)
o e e 70 R i v e e G e e 1 RS L )

(Station)

8. Received this day from _Walter Cory, Lt. Col., F. D.

{lisbursing officer}

9. .Check(s) on the Treasurer of the United States:
No(s). - 4624=5 &

3 (URK T Il 5,
11, Total amonntiof this keast . . s o o o o ee h . i) R Y S DR O P

To be disbursed by me as agent officer for the abov e-nam..d disbursing offi qur, for which
amount I hereby assume pecuniary responsibility.

NOTE~This receipt will be uccomplxsb:d in duplxcuie by lhr_ agcnl 42”_%.__ o = __4{_{{ B e s
, and o the (Sighatug

officer, original deb of agent officer)
dubumng officer, g
______________ Captain, Tnfantry . . . . .
(Grude) {Organization)
SEE INSTRUCTIONS ON REVERSE

P P

O, Form No. 14-4;
{0ld F. D ‘I-‘nrn \In. 15A which may muurm In mn}
Form prescribed by Compiraller Geaeral, U, 3
7 October 143

Figure 3. WD AGO Forms 14=47 and 1}—}8.
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Filed with Account Current

WAR DEPARTMENT for _May 1945
RETURN OF FUNDS AND STATEMENT OF AGENT OFFICER’S BALANCE
(AR 35-320)
Fort Fiscal, D. C. Mag 10 ,10_45
(Station)
1. In account with tialter Cory, Tt. Col., F.D.  at_Fort Finance, D, G, £
{Disbursing officer) (Station)
2. Balance on hand last statementdated ____,19____ $ none Aot =
8. Amount received in trust since last statement . . .5000.00 Disbursing Offcet |
4, Cash receipts . . S St e i (i 8 Y A e s o8 correct
5. Incorrect vouchers returned & A b L
6. LOTAL. s cen i S 517040
7. Cash returned and deposlts to ofhual crcdlt s .$_158406__
Check(s)

8. |Money order{s}] No(s). sl

9, Paid youchers: . (d2) o0 a & i s o e e e o7 Bl e
10, ToTAL (items 7, 8, and'9) = © . Wl siais o 0s wn » 3 943,96 |'s B20.56 . -
11. Balance chargeable to agent officer . . . . &« + ¢« « o« o« _’*m

(This amount will be
shown on line 18, Form

MOTE.—This form will be accomplished by ogent officer and N‘l 14-50.)
forwarded in duplicate to disbursing officer.

SEE INSTRUCTIONS ON REVERSE W 7Pt /7L

W. D., A. G. 0. Form 1443 (S!mfhmlp(lient officer)
(This £ l December l\:réln A 6. O
s form supersedes 5
Form 1449, 10 July 1944, which may con~ = Cant&m, Infantry
tinue in use.)  (Old W. D., F. D. Form 458, (Grade) (Organization)

approved by Complmllwr I.-t.uen!, 1 Or:lobcr
1943.)

WAR DEPARTMENT
ACKNOWLEDGMENT OF RETURN OF FUNDS AND STATEMENT OF BALANCE

(AR 35-320)
Fort Finance, D,C, May 12. , 1945
(Station)
12. Received this day from _R. U, Riﬂl‘l(*jzm P per statement dated __May 10 1945
t CLr,
13. Cash and deposits to officialeredit . . . . . ,$ 158,06
Check(s)
14. [Money order(s) No(s){. e
15. Correct paid vouchers totaling . . . . . . . _731.50
16, TOTAL AMOUNT RECEIVED . . o D T (v e TN
17. ._._l_._mccrrcct\ouchelsletumed totaimg S TR T ey § oY %, 1 L
18, Cash balance in hands of agent officer . . . P i R

-3
19. Balance shown on line 18 is amount for which a_c:ent oﬂ"lcor is accounl.abfe per W D A. G. 0. Form No.
14-49, dated May 10, 19 45 , and will be carried to Account Current for_ﬁa,y_.__ 1945

NOTE—This form will be lished in duplicate by disbursing m Vit P

officer and criginal forwarded to cg:n!‘ officers (Signature of diubu:%ﬁicer}

& _Lt. Colopel, Finance Department

w. D,i ?_).Gm(:;f]o“rn 14-58 {Grade) (Organization)
{This form supersedes W. D., A. G. O. SEE INSTRUCTIONS ON REVERSE

Form 14-50, 10 July 1344 which may cons
e in use.) (Old W. D., F. D. Form 45C,
ed by Comptroller General, 7 Oclober

Figure 4. WD AGO Forms 1}—}9 and 1}-50, |
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LETTER REQUEST FOR
FUNDS

UNITED STATES
TREASURY CHECK

FUNDS INTRUSTED TO
AGENT OFFICER

WD AGO FORM

NO, 14-47

RECEIPT FOR FUNDS
INTRUSTED TO
AGENT OFFICER
WD AGO FORM
NO. 14-48.

RETURN OF FUNDS AND
STATEMENT OF AGENT
OFFICER'S BALANCE
WD AGO FORM

NO. 14-49

ACKNOWLEDGEMENT OF
RETURN OF FUNDS AND
STATEMENT OF BALANCE
WD AGO FORM

NO. 14-50
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“ PAYMENTS DIVISION
CHES-WRITING BRANGH

i I MI I
===
Receives letter request from class B agent
for funds.
3. Prepares check and records check number on
2 Ve letter request.
ey, e ——— e e ey ==
Proya,  Sfatys of
! £ s
or "-'-'?d “'-'Oum e
_ r d op,
F e e =
File n
7. Signs check and copy ‘of 14-47 and
forwards to class B agent officer. .
File F e e, e

10.

15.

Verifies with 14-47 and files.

2 : File
Files with
Account
= Current

= M

Records documents and directs Audit and
Adjustment Branch to make appropriate audil.

e

Signs 14-50 ond returns to class B ogent
officer.

Figure 5.

Procedure for transfer of
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CLASS B AGENT OFFICER

- NOTE
CHECK I Check copies (WD FD Form Nos. 48a, 48) are prepared
with U. S. Treasury check. Distribution shown on chart
“Procedure for Preparation and Control of Checks”
TM 14-500,
g
1447
4. Compores check with request.
5. Posts control ledger of agent officer’s account.
6. Prepares 14-47,
CHECK
= i I :

14.47 4 File

B. Records in Cash Blotter and obtains cash for check.

el

9. Prepares 14-48 immediately and forwards to disbursing

qulo

11. Prepares and signs 14-49 and forwards with paid vouchers
to disbursing officer.

o

]
officer.
2 4 File
S S [
2 12. Posts Cash Blotter.
14, Posts control ledger of agent officer’s account
and prepares 14-50.
T ———s e
16. Posts Cash Blotter
g )

funds to and from class B agent officer.
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CHAPTER 2
OPERATIONS

Section I. PAYMENTS
17. Scope

a. Generar. Class B agent officers will dis-
burse funds and account therefor under the
provisions of Army Regulations and such direc-
tives issued by the accountable disbursing officer
as are necessary. It is suggested that the ac-
rountable disbursing officer provide the class B
agent officer with a letter of instructions cover-
ing all phases of the conduct of the activities of
the class B agent officer in his relations with the
accountable disbursing officer. These instrue
tions should be kept current. Class B agent
officers will comply with both the spirit and
intent of the instructions received by them. The
accountable disbursing officer should exerecise
scrupulous care that the agent officers’ instruc-
tions are complete and contain no unnecessary
restrictions on payment procedures.

b. PaymeNTs MApE BY AgEnT Orrpicers. All
proper accounts that are payable in cash will be
paid by the class B agent officer unless otherwise
directed by his parent accountable disbursing
officer. In order that the class B agent officers
may operate efficiently and that their services
may be utilized to the fullest extent, command-
ing generals of all service commands, theaters,
base forces, and task forces are responsible that
steps be taken to insure that—

(1) Accountable disbursing officers have
obtained authority for their class B agent
officers to keep sufficient cash on hand to meet
the requirements which may be reasonably
anticipated.

(2) Accountable disbursing officers authorize
their class B agent officers to avail themselves
of all means of making payments authorized
by Army Regulations, including the use of
class A agents and bonded cashiers where
necessary.

(8) When sufficient qualified personnel are
available, the accountable disbursing officer

12

authorizes the class B agent officers to make
computations and pay all vouchers properly
payable in cash which are presented to them
for payment.

(4) Class B agent officers are properly in-
structed in their duties by parent accountable
disbursing officers so that the number of
vouchers which must be returned for correc-
tion by the accountable disbursing officer are
held to a minimum. If a voucher is unaccept-
able, complete advice will be given by the ac-
countable disbursing officer so that the incor-
rect voucher may be validated at the earliest
time possible.

¢. RespoNsmBILITY oF AcCOUNTABLE DisBurs-
NG OFrFIcEr axp His Acext Orricer. Where
an accountable disbursing officer, after exer-
cising due judgment and discretion, questions
the advisability of accepting questionable
vouchers, the matter should be referred to the
service command headquarters with full dis-
closure of all pertinent facts and specific rec-
ommendations in the case. In such cases, it
should be borne in mind that the responsibility
of the accountable disbursing officer is no
greater and no less than that of the agent
officer, both being pecuniarily responsible to
the United States. Accountable disbursing
officers should not set up requirements that
have no statutory or regulatory basis thereby
refusing to accept vouchers which have been
paid by their class B agent officers, despite evi-
dence presented that appropriate corrective
action has been initiated by the agent officer.
The retention of vouchers by the agent officer
for an indefinite period under such ecircum-
stances is not justified, whereas the accountable
disbursing officer would be correct in accepting
such vouchers into his accounts. Where an
overpayment is made on a voucher, the ac-
countable disbursing officer should not request
the agent officer to alter the voucher but should
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accept it for credit whenever evidence is sub-
mitted by the agent officer to the effect that
collection of the overpayment has been made
or action initiated toward recoupment.

18. Vouchers and Pay Rolls

a. PreparaTion. Vouchers will be prepared
with care by the class B agent officer, will be
properly completed before payment, and any
certificate ordinarily required to be made by
the accountable disbursing officer will be made
by the agent officer. They will be personally
serutinized by the agent officer prior to their
submission to the accountable disbursing officer
for credit or settlement.

b. Norarions. (1) ANl  wouchers. Iach
voucher computed and paid by an agent officer
will bear a brief notation to that effect as
follows:

Computations and payment made by — . ___

__________________ , Agent Officer ____ .
(Name and grade) (Date of actual payment)

(2) Pay rolls—date. The actual date of cash
payment, when payment is made on WD Form
366, Revised, 11 August 1942 (Pay Roll for En-
listed Men), will be entered in the upper right
corner of the voucher on the line “Paid ________
L ey e R [ A ? When WD Form
366, Revised, T December 1944 (Pay Roll—En-
listed Men), is used, such date will be shown in
the lower left corner of the voucher, on the line
with and opposite the item “Paid by cash” which
appears in the brief of the roll.

(8) Other vouchers. When cash payment is
made of other classes of vouchers, care will be
taken to show the date of actual payment in the
cash receipt signed by the payee.

¢. Extries oN Brier. The name of the agent
officer and the date of payment will nof be en-
tered in the space provided for the disbursing
officers brief block on vouchers.

d. Wirnessing Payments ANp IDENTIFICA-
TioN oF Payees. (1) Cash payments made by
military and civilian personnel on their Individ-
ual Pay and Allowance Accounts and Travel
Accounts need not be witnessed. Cash pay-
ments on such vouchers will be made by agent
officers upon satisfying themselves as to the
identity of the payees.

(2) For payments to officers and others who
certify their own pay vouchers, identification
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may be accomplished either by War Depart-
ment Signature Card (WD Form 35), or upon
presentation of proper identification card (WD
AGO Form 65- series).

(3) In case of cash payments made to more
than one enlisted person on regular and sup-
plemental pay rvolls, the organization com-
mander (or other commissioned officer properly
designated) will certify on the original copy
that he has witnessed payment. He also will
certify on the duplicate and triplicate copies
that they are true copies of the roll upon which
payment was made, except as to the signatures
in the receipt column and the certificate witness-
ing the payment thereof. Where only one en-
listed person is paid in cash on a WD Form
366, such payment need not be witnessed, pro-
vided the enlisted person signs the pay roll at
the time payment is made and the agent officer
is satisfied as to the identity of the payee.

(4) Where civilian pay rolls are paid in cash,
the paying officers will require the identification
of payees and witnessing of payment by an offi-
cer qualified to identify the payees, or by such
other qualified person as may be designated in
writing by post commanders or officers of sim-
ilar authority. The person identifying the pay-
ees and witnessing payment will certify on the
reverse of the duplicates of the paid rolls that
he has identified the payees named therein and
witnessed payment. All other cash payments
which are required to be witnessed must be wit-
nessed by an officer who is qualified to identify
the payees. (AR 35-120.)

(5) Agent officers designated to make pay-
ments of pay rolls will not act as witnessing
officers to such payments. (AR 35-320.)

e. ITEms ExtErRED 0N Pay RoLis nur Nor
Pam. Whenever payment is not made to an
enlisted person on a pay roll, his signature will
be lined out and the words “Not Paid” entered
in the same space. All entries of amounts re-
lating to his account will also be lined out.

19. Requesis for Advance Decisions

An agent officer is not authorized to request
advance decisions of the Comptroller General
on his own responsibility and over his own sig-
nature. When an agent officer deems that a
decision is necessary in any given instance he
will request his accountable disbursing officer to
prepare the case for submission.

13
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290. Utilization of Class A Agent

Class B agent officers are authorized to utilize
services of class A agent officers for the purpose
of making cash payments, but such class A agent
officers are agents to the accountable disbursing
officer and not to the class B agent officers. WD
AGO Forms 1447 and 14-48 will be executed
accordingly. See section IV for procedure to
be followed in making transfers of funds in
such cases.

21. Funds for Making Change in Sales Com-
missaries and Other Activities Engaged in Sell-
ing Property or Services

a. GeNeraL. When the efficient and eco-
nomical operation of a sales commissary, Gov-
ernment laundry, or any other Government
activity engaged in selling property or services
requires that cash be provided for making
change, the officer in charge of the activity will
make application to the commanding officer of
his station, who may authorize the accountable
disbursing officer, his class B agent officer, or
special disbursing agent in cases of emergency,
to advance to the officer in charge of the activity
concerned an amount not in excess of the ratio
of $200 for each cash register machine operated
in the activity concerned for this purpose. A
written receipt will be given to the accountable
disbursing officer, his class B agent officer, or
special disbursing agent for the amount so ad-
vanced. The accountable disbursing officer, his
class B agent officer, or special disbursing agent
may recall this amount whenever it is necessary
to have the cash in his possession verified as
required by Army Regulations or otherwise, and
will return it to the officer in charge of the
activity on the completion of this verification.
In those cases where funds have been advanced
under the provisions of 5 below, and it is im-
possible to recall the funds advanced, the receipt
given the accountable disbursing officer, class B
agent officer, or special disbursing agent, will
suffice for purposes of verifying cash on hand.

b. Apoarp Smure. The officer in charge of a
sales commissary on a ship engaged in trans-
porting troops will make application through
military channels to the port commander of the
home port of the ship whe may authorize the
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accountable disbursing officer, class B agent
officer or special disbursing agent to advance
funds as provided in @ above. Such advance
of funds also may be obtained at other ports
of call when the current need for funds makes
it impossible to await the return of the ship
to its home port. The accountable disbursing
officer or special disbursing agent who makes
such adyance of funds for use on a ship away
from home port will transfer the amount of such
advance to the accountable disbursing officer or
special disbursing agent at the home port by
means of WD Form 326 (Invoice of Funds
Transferred), accompanied by the receipt given
by the officer receiving the advance, and will
notify the commanding officer of the home port,
by letter, of the action taken. (AR 35-120.)

22. Emergency Purchases not Exceeding $100

a. Where it has been administratively deter-
mined by the commanding officer as more eco-
nomical and advantageous class B agent officers
may be appointed in procurement installations
under the provisions of AR 35-320 for the pur-
pose of making cash payments for emergency
purchases and nonpersonal services not exceed-
ing $100. WD Form 332 (Public Voucher—
Emergency Purchases and Nonpersonal Serv-
ices not Exceeding $100), properly executed and
supported by certified invoices, will be used for
this purpose. WD Form 332 may be closed
periodically to suit local conditions and sub-
mitted to the accountable disbursing officer for
credit in the agent officers’ account as prescribed
by AR 35-320.

b. WD Form 332, when used as authorized
above, will be prepared in quadruplicate (orig-
inal and three memorandum copies) and dis-
tributed as follows:

(1) Original and duplicate to aceountable
disbursing officer, supported by certified in-
voices.

(2) Triplicate to accountable property
officer, supported by certified invoices and the
certificate as shown in paragraph 455.

(3) Quadruplicate, without attachments, to
fiscal director service command headquarters
for property audit file. The copy will be
stamped by the agent officer to indicate cash
payment.
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Section II. RECEIPTS AND COLLECTIONS
23. General

a. Recerer ror Corrrcrions. If a receipt is
required by regulations for a collection made
by an agent officer, he will sign such receipt as
agent for the accountable disbursing officer.
Whenever possible in the case of collection of
a stoppage against an individual due to an
overpayment, the receipt will clearly show the
name and grade of the accountable disbursing
officer who made the overpayment, his voucher
number, and month and year to which the
voucher pertains. (See par. 27.)

b. Disposrrion or Funps. Cash receipts and
collections will be disposed of by turning them
over to the accountable disbursing officer in
person, by depositing them to the official credit
of the accountable disbursing officer, or when
authorized by the commanding officer, by ship-
ping them by one of the methods discussed in
paragraph 1§. The funds may, however, be
retained by the agent officer for current dis-
bursement when authorized by the accountable
disbursing officer. WD AGO TForm 14-49
(Return of Funds and Statement of Agent
Officer’s Balance) covering the amount thereof
will be rendered and accompanied by a com-
plete statement as to what the funds represent,
sources from which received, and proper forms
pertaining thereto. Cash and checks to be de-
posited to the official eredit of the accountable
disbursing officer will be accompanied by TD
Form 6599 and deposited in a Federal Reserve
Bank, or branch bank of his district, or other
authorized depositary. The depositary will
forward the triplicate copy of TD Form 6599,
properly receipted, to the accountable disburs-
ing officer, and return the quintuplicate copy,
properly receipted, to the agent. A complete
descriptive list of all checks forwarded to de-
positaries should be maintained.

24. Proceeds From Sales Received by Agent
Officer

When funds are received by an agent officer as
accruing from sales, etc., the amount thereof
will be taken up on WD AGO Form 14-49,
which will be forwarded to the accountable
disbursing officer,

a. Parers mo Accomrany WD AGO Forx
14-49. The following papers will accompany
each return on WD AGO Form 14-49,

(1) In the case of cash collection of a delin-
quent account, original and triplicate of WD
AGO Form 1444 (Receipt for Miscellaneous
Collections).

(2) In the case of funds aceruing from sales:

(a) If the agent officer is also the sales
officer, the unsigned (unreceipted) original and
three copies of WD AGO Form 10-87 (Report
of Deposits).

(6) If the agent officer is not also the sales
officer, the accomplished original and two
signed copies of Form 10-87 (Report of De-
posits). (AR 35-6660.)

b. Recerers To Be Given. (1) When agent
officer is also sales officer. When a sales officer
turns in funds to himself as agent officer, he will
not accomplish the receipt on WD AGO Form
10-87, but will sign a hand receipt as agent of-
ficer for file with the sales account pending re-
turn of formal receipt of the accountable dis-
bursing officer on WD AGO Form 10-87, when
the hand receipt will be destroyed.

(2) When agent officer and sales officer are
different individuals. When the agent officer
and sales officer are different individuals, the
agent officer will accomplish receipt on the orig-
inal and three copies of WD AGO Form 10-87
as agent of the parent accountable disbursing
officer as follows:

Richard Roe, Lt. Col. F. D.

John Doe, Capt, 5th Cav, agent.

One signed copy will be returned to the sales
officer and the original and two signed copies
will be disposed of as directed in a (2) (b)
above.

(3) Payment of delinquent accounts. Indi-
viduals paying delinquent accounts will be
given the duplicate of WD AGO Form 14-44.
In the preparation of WD AGO Form 14-44,
care will be exercised so that the form will con-
tain its proper serial numbers, the date of pay-
ment, name, grade, and organization or arm
of service of delinquent, the notation “Delin-
quent Account,” and the amount to be credited
to each appropriation. (AR 35-6660.)

15




TM 14-505

25. United States Savings Bonds Intrusted to
Class B Agent Officers

a. Cash sales of United States Savings Bonds
may be made by class B agent officers in the
name of their accountable disbursing officers
where the accountable disbursing officers have
been appointed War Bond Issuing Officers.

b. Accountable disbursing officers will intrust
to their class B agents a supply of bonds in such
denominations as may be requested, together
with a validating stamp Learing the code num-
ber of the accountable disbursing officer. Such
agents may sell bonds for cash (not personal
checks) in one full payment to military person-
nel, Government employees and employees of
Government contractors making application
therefor and will account for bonds intrusted
and cash received from sales and make such re-
turns thereof as prescribed by their accountable
disbursing officers.

¢. Treasury Department Forms 1737 and
1737a showing bonds sold will be prepared in
the name of the accountable disbursing officer
and signed by the agent officer as class B agent
officer for the accountable disbursing officer,
Such forms will be forwarded to the accountable
disbursing officer together with the returns
(WD AGO Form 14-49) for the funds repre-
sented thereon. For receipt of collections from
cash sales of bonds, see paragraph 27.

26. Soldiers’ Deposits

Enlisted person’s deposits accompanied by
WD AGO Form 14-38 (Soldier’s Deposit
Book) and WD AGO Form 14-15 (Soldier’s
Deposits Collection Voucher) will be received
by class B agent officers who will be guided by
the following:

a. Derostt Book. (1) EA'ntries. Entries in
deposit book as to date, amount of deposit, serial
number, and name of accountable disbursing
officer will be carefully checked against cor-
responding entries shown on WD AGO Form
14-15.

(2) Receipt. Receipt in deposit book will be
accomplished by agent officer by signature as
follows:

John Doe, Capt., 5th Cay,,
A/0O for Richard Roe, Lt. Col.,, F. D.

b. Recorp oF Drrosirs. WD AGO Form
14-15 properly completed (see AR 345-75) and
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showing thereon the actual date of receipt of
the deposit by the agent officer will be forwarded
in triplicate to the accountable disbursing officer.

27. Miscellaneous Collections

a. An agent officer will give a receipt in the
name of the accountable disbursing officer in the
following cases, when public money is received
in cash from any individual or when a voucher
collection or deduction is made from an officer’s
pay:

(1) For collections for charges appearing on
monthly stoppage eircular.

(2) For court-martial fines and forfeitures.

(3) For forfeitures under the 104th Article
of War (commissioned officers only below the
grade of major).

(4) For collections on account of suspensions
and disallowances.

(5) For collections on account of overpay-
ments due to failure of the allotter to have
classes E, B, D, N, or X allotments deducted
from the allotter’s pay voucher or where for any
other cause an overpayment was made to the
allottee:and refundment is necessary.

(6) For collections on account of overpay-
ment of family allowances of an officer who was
formerly an enlisted person.

(7) For collections of delinquent accounts.

(8) For the transfer of money when the
transfer is in cash.

(9) For the money of a deceased enlisted per-
son, absentee, or an escaped military prisoner.

(10) For the refundment made by an indi-
vidual on account of an overpayment.

(11) For sales other than United States Sav-
ings Bonds.

(12) For cash sales of United States Savings
Bonds where immediate delivery of bonds is
impracticable,

(13) For deposit of funds (including bid or
performance bonds) which at some future date
are repayable to the individual depositors of
such funds.

(14) For field rations paid in cash, and for
voucher deductions when requested by payee.

(15) For enlisted persons’ deposits made in
cash.

(16) In any other case when deposits or re-
fundments to the United States are made which
are not covered by (1) through (15) above and
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the issuance of a receipt is not barred by statutes
or regulations.

b. WD AGO Form 1444 (Receipt for Mis-
cellaneous Collections) will be utilized where
no other form has been designated for the
above types of collections.

¢. WD AGO Form 1444 will be issued for
the types of collections listed in ¢ (1) through
(6) above. The type of collection will be indi-
cated in the upper right-hand corner of the
form, that is, “Stoppage Circular,” “Court-
Martial Fines,” “Court-Martial Forfeitures,”
“Forfeitures under 104th Article of War,”
“Difference Sheet,” “Notice of Exception,”
“@lags eIy Allotment,” or “Family
Allowance.”

d. The original and triplicate of WD AGO
Form 14-44 will be forwarded with the WD
AGO Form 1449 to the accountable disbursing
officer.

e. The giving or taking of a receipt for pub-
lic money in blank is prohibited.

28. Indorsement of Treasury Checks in Ex-
change for Money Order Funds

Where agent officers have been furnished
Treasury checks by accountable disbursing
officers, drawn in favor of the agent officer hy
name under the provisions of paragraph 103e¢,
TM 14-500, and such checks are exchanged
for money order funds received from postal
officers at Army Post Offices, the agent officer
will indorse such checks in favor of the post-
master in the United States to whom the checks
are to be mailed.

29. Personal Transfer Account Plan

a. Recerer or Funps ¥rom  PrrsoNwEL
Orrrcers. Upon receipt of funds together
with the original and duplicate signed copy of
WD AGO Form 1444 from personnel officers,
the class B agent officer will cause an im-
pression of his office received stamp to be made
on both copies, the duplicate of which will be
returned to the personnel officer together with
a separate receipt on Form 1444 signed by the
agent officer for the amount of funds received
and which will show thereon the total number
of imprinted receipts covered thereby. The
original stamped receipt WD AGO Form
1444 together with WD AGO Form 1449

TM 14-505

will be sent immediately to the accountable
disbursing officer.

b. Recerer or Funps ¥From Remrrress.
Where cash is delivered by remitters direct to
the class B agent officer, such agent officer will
execute in triplicate WD AGO Form 14-44.
The duplicate will be forwarded to the person-
nel officer holding the records of the remitters
and the triplicate copy will be given to the re-
mitter. For further instructions, see chapter 6,
TM 14-506.

Section Ill. RECORDS AND ACCOUNTS

30. Cash Blotter

a. GenErar, Each class B agent officer will
maintain a cash blotter which will reveal at all
times his accountability to the parent disburs-
ing officer as well as the manner in which the
accountability is held. The ledger will be pre-
pared in such a manner that the agent can pre-
pare a WD AGO Form 14-49 at any time his
principal requests a turn-in or statement of
funds in his possession.

b. Examrre Casu Brorrer. Figure 6 fur-
nished with this section is an example of a cash
blotter maintained by a class B agent officer.
Transactions posted in the example cash blotter
have been keyed to accompanying explanatory
remarks which provide detailed instructions for
the maintenance of this form.

¢. Periop Coverep BY Casa Brorrer. The
cash blotter will be closed on the 20th of each
month and balances carried forward to a new
sheet in the manner shown on figure 6.

d. Divistons. The cash blotter has been di-
vided into the following sections:

Total Accountability.
Cash on Hand.
Paid Vouchers on Hand.

The total accountability section provides a con-
trol account which will reflect the total amount
for which the agent is accountable. The other
two sections are subsidiary to the control ac-
count and provide a convenient means for the
agent to record all transactions and balance his
account,

e. Casa Brorrer Barances. The following
instructions should be followed in balancing
and closing the cash blotter:
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(1) At the close of each day the balance re-
flected in the total accountability section should
equal the difference between the increase and
decrease columns of the “Cash on Hand” section
plus the difference between the increase and de-
crease columns of the “Paid Vouchers on Hand”
section.

(2) By using pencil subtotals of the various
columns, covering activity from date of last
turn-in to the parent office, it will be possible
for the agent to prepare WD AGO Form 1449
directly from the cash blotter.

(3) On the 20th of each month the agent will
close the cash blotter (fig. 6) and carry balances
forward to a new sheet.

/. Posting Transacrions. In the example
furnished with this manual a single day’s dis-
bursements have been summarized and posted
on one line. If preferred, each disbursing
voucher may be posted separately. All transac-
tions except disbursements should be posted in
detail.

¢. Usk or Casa Brorrer Leoger Form, (1)
Class B agents in the continental United States
will maintain cash blotters on WD AGO Form
14-93.

(2) Class B agents overseas dealing in for-
eign currencies will use this form for the main-
tenance of their basic accountability record
stated in terms of the United States dollars.
For the purpose of maintaining a record of for-
eign currency units received and disbursed, a
fly-leaf ledger sheet may be improvised contain-
ing as many increase, decrease, and balanece col-
umns as necessary for each type of foreign cur-
rency handled. However, in lieu of fly-leaf
ledger sheet, records subsidiary to the “Cash
on Hand” section may be kept for each type of
foreign currency handled.

31. Accounts of Class B Agent Officers

a. ReTurNs 10 AccounrtaBLe Dissursing OF-
ricer. Class B agent officers will make the nee-
essary returns to the accountable disbursing of-
ficer on WD AGO Form 1449, accompanied by
WD AGO Form R-5170 and all paid vouchers,
on the 20th day of each month and at such other
times as the accountable disbursing officer may
direct,

b. Faiwure To Mage Rerury, Tailure of a
class B agent officer to render a closing statement
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and turn over funds and vouchers to the ac-
countable disbursing officer will be promptly
reported to the commanding officer of the station
where the agent officer operates.

¢. VeririoarioN or Casm. When an agent
officer has cash on hand at the close of business
on the last day of a period for which an account
is rendered, the post, camp, or station com-
mander will designate two disinterested persons,
preferably commissioned officers, to witness the
account thereof and to render a certificate as to
the fact of verification of the cash balance re-
ported thereon. A person on duty in the office
of the agent officer is not considered a disinter-
ested person within the meaning of this para-
graph. In the event the agent officer is the only
officer on duty at a post, camp, or station, he will
as commanding officer take steps as indicated
above, limiting himself when possible to per-
sons having no connection with the disbursing
of funds or accounting therefor.

d. Form oF Cerrrrrcate. The following form
of certificate will be executed by the officers who
verify the agent officer’s accounts. Such cer-
tificate will be forwarded with the related WD
AGO Form 14-49 to the accountable disbursing
officer.

______ (Place) (Date)

We certify that we have personally counted the
cash and verified the balance actually in the cus-
1oAY 0f —acteaiare

pertaining to his accountability as agent officer for
" {Name and grade of accountable disbursing officer)
and that this amount is distributed as follows:

Actual cash on hand_ _ ______ SXXX. XX
Military payment orders_____ XXX XX
Postal money orders_ - _____. XXX.XX
Disbursing officers’ checks_ __ XXX. XX
Other checks (itemize):
John Doe________ $X.XX
Richard Roe_ . ___ XXX
XX.XX

Paid Youchers. oo _oo- XXX XX

Deferred pay rolls (cash in

hands class A agent)__.___ XXX XX
Other cash items (list):
Lesp-offunds - oo iooucs XXX XX

Total accountability . _$§X, XXX XX

(Grade and organization)

(Grade and organization)
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¢. CLearaxce or Crass B Acent OFricer’s
Account. Accountable disbursing officers will
make every effort to clear vouchers paid by their
former class B agent officers through action
initiated in the parent office, and will utilize the

32. Forms Required in Making Returns

.a. Forms Preparep By AceENT OFFICERS.
When cash and paid vouchers are transmitted
to the accountable disbursing officer by the agent
officer, he will furnish the accountable disburs-
services of the current incumbent in the class B ing officer an acent’s Return of Funds and
agent office in cases where personal contact is  Statement of Agent Officer’s Balance on WD
will AGO Form 1449. This form, rendered in
duplicate, will be used by all agents in each
transaction involving the return of eash, checks,
or paid vouchers to accountable disbursing offi-
connection with correction of vouchers, except cers. Each transaction will be supported by a
in those cases where the former class B agent  true and correct st atement, entered proper
officer’s own certificate is all that is required. columns on the face thereof, of the status of

necessary. Accountable disbursing officers
not attempt to contact their former class B
agent oflicers, after the latter’s relief from duty
at the stations where they acted as agents, in
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LETTER OF TRANSMITTAL
(Paid Vouchers)
10 Walter Cory, Eiis R. U. Right,
Lt. Colonel, FD Captain, Inf
Ft. Finance, D. C. Ft. Fiscal, D, C.

There sre forwarded herewith the following paid vouchers covering the period
April 20, 1945 to _May 10, 1945 , inclusive, with WD, AGO Form 14-49, dated
May 10, 1945

A.F.0.|D. O. VOUCHER
vou. WO NO. DESCRIPTION LMOUNT DATE PAID
P/R Det FD 120 (00 | April 30, 1945
P/R Det QMC izg(za m n
_ | P/R Co. "BM 30th Inf 16022 » "
P/R Co. “A" 39th Inf 150 |66 " "
P/R Det MD 20|10 b 4
|
P/V Capt, Jess A. Jones, Inf 12 {00 n "
|
P/V Capt, Thed Esstwood, @IC 12 00 il it
|
| P/V Capt. Ri U. Wrong, QMC 1200 " i
Form 1024 - Vanegut Hard. Co. 1120 | May 1, 1945
P/R Co. "C" 39th Inf 109 |00 | May 1, 1945
P/V Major W, W. Coats, MC 12|00 | May 8, 1945
Form 14-17 54 140 May 10, 1945
TOTAL 78590
Signatuse of Agent Finsgnce Officer | Typed Name, Grade and Orgenization| Dete

% ] @{ % : R. U. RIGHT, CAPT, INF May 10, 1945
WD AGO Form ol
16 Sep 1943 R-5170

Figure 7. WD AGO Form R-5170 (Letter of Transmittal).
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funds intrusted. Each class B agent will ac-
complish and render this form as a “Statement
of Balance” on the 20th day of each month, or
whenever called upon to do so by the account-
able disbursing officer. (AR 35-320.)

b. Recerer Given By Accountasie Dis-
sUursiNG OrricEr. The accountable disbursing
officer will receipt to the agent officer for all
correctly stated and properly receipted vouch-
ers and cash received from him by an acknowl-
edgment of return of funds and statement of
balance on WD AGO Form 14-50. This re-
ceipt will be filed with the agent officer’s copy
of his receipt (WD AGO Form 14-48) to the
accountable disbursing officer, so that a com-
plete record of all transactions and cash bal-
ances of the agent officer will always be shown,
This form will be used by all accountable dis-
bursing officers for each transaction involving
the return of cash, check, or paid vouchers and
statement of balance. If the immediate issu-
ance of WD AGO Form 14-50 is impracticable,
the agent officer will be furnished an advance
informal receipt by letter stating that the
official receipt will be issued upon completion
of audit.

¢. LErrER OF TRANSMITTAL ¥or Pamp
Voucners. Each agent officer should repro-
duce a WD AGO Form R-5170 suitable to the
accountable disbursing officer to be used as a
letter of transmittal for all paid vouchers for-
warded to the accountable disbursing officer.
The Letter of Transmittal (WD AGO Form
R-5170) should be prepared in the number of
copies desired by the accountable disbursing
officer, the last copy being retained by the class
B agent officer. Letters of transmittal and
paid vouchers will be forwarded with the WD
AGO Form 1449 to the accountable disburs-
ing officer. The voucher numbers are entered
by the accountable disbursing officer on the
original and duplicate copies and the dupli-
cate is returned to the class B agent officer.
This provides the agent officer with a perma-
nent record of vouchers and numbers of vouch-
ers which have been paid by him. (See fig. 7,
WD AGO Form R-5170 (Letter of Trans-
mittal).)

33. Report of Operations

a. By Wnaom Renperep, A report of oper-
ations will be rendered each month by each

——————
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class B agent officer except as provided in
below.

b. Warvers or Reports BY AGENT OFFICERS.
Upon proper presentation to the Fiscal Di-
rector, Army Service Forces, through the com-
manding general of the service command,
waivers of rendition of monthly reports of op-
erations by agent officers may be granted in
specific cases where circumstances are unusual
or where activity is limited. Requests for such
waivers should contain a full statement of the
conditions considered as making monthly re-
ports of operations unnecessary or inadvisable,
and, in case of approval, authorization of
waiver will be issued in letter form addressed
to the officer concerned. Similarly the Fiscal
Director, Army Service Forces may from time
to time authorize general waivers of rendition
of reports from offices of limited or specialized
activity and falling within certain descriptive
categories. Announcement of such waivers
will be published in Finance Bulletins. Waiv-
ers of reports apply only to the preparation of
report forms by agent officers, and accountable
disbursing officers must, notwithstanding, in-
clude in their monthly reports of operation dis-
bursements and other information pertaining
to their agent officers.

¢. Form anxp OrmiEr InrormarioN. The
monthly report of operations will be rendered
in accordance with instructions contained in
TM 14-500.

34. When Officer Ceases to Act as Agent Officer

Upon ceasing to function, an agent officer will
immediately settle his account and render to
the accountable disbursing officer within a
period of 8 days a final return and closing
statement on WD AGO Form 1449, transmit-
ting therewith all vouchers, together with the
balance of funds on hand. Failure to render
this closing statement and to turn over funds
and vouchers will be promptly reported by the
accountable disbursing officer to the command-
ing officer of the station where the agent officer
is operating,

35. Action Upon Death, Desertion, or Disqualifi-
cation

Upon the death or desertion of a class A or
class B agent officer in charge of public funds,
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or upon the incapacity of any such officer for
any cause whatsoever which disqualifies him
or prevents his closing his own accounts, his
commanding officer will appoint a board of
officers, three when practicable, which will in-
ventory the same and make the customary re-
turns as prescribed in AR 35-180, forwarding
the accounts and cash to the accountable dis-
bursing officer for whom the former agent
officer acted.

36. Records Maintained by Accountable Dis-
bursing Officer

TM 14704 prescribes records to be maintained
by the accountable disbursing officer.

37. Audit of Vouchers by Accountable Disburs=-
ing Officer

The accountable disbursing officer will, as soon
as practicable after receipt thereof, examine all
vouchers received by him from an agent officer.
Vouchers found to be correct will be taken into
the accountable disbursing officer’s accounts and
credit for them will be allowed in the accounts
of the class B agent officer.

a. Incorrecr Voucuers. Vouchers found to
be incorrectly stated, improperly receipted, not
properly supported, or erroneously paid will
not be credited. If it is possible for the account-
able disbursing officer to validate such vouchers
without returning them to the agent officer, he
should do so. Frequently only a signature or
certificate is required, which usually may be ob-
tained by written or telephonic request, thus
saving much time and greatly reducing the cler-
ical work involved in the agent officer’s accounts.
If incorreet vouchers cannot be validated in the
office of the accountable disbursing officer, such
vouchers should be returned to the agent officer
accompanied by WD AGO Form 14-50 with no-
tations of errors and procedure to be followed
in making the necessary correction. (See par.
176 (4).)

b. Dousrrun Voucuaers. Where the account-
able disbursing officer is doubtful as to the pro-
priety of any payment by an agent officer, the
voucher will be returned to the agent officer with
a statement of the doubt and reason therefor,
At the specific request of the agent officer, such
doubtful voucher may be taken into the account-
able disbursing officer’s account and credit
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therefor given subject to audit action of the
General Accounting Office.

¢. Voucaers Wirauerp From Creprr. En-
tries of amounts disbursed by an agent officer, as
represented by incorrect vouchers for which
eredit is not given and by vouchers as to which
the accountable disbursing officer has expressed
doubt, will be made by the accountable disburs-
ing officer on WD AGO Forms 14-49 and 14-50.
Incorrect vouchers will be returned to the agent
officer and the funds represented thereby will
be considered as cash “in hands of agent officers.”
(See pars. 15 and 176 (4).)

Section IV. TRANSFER OF FUNDS

38. Transfer of Funds From Class B Agent to
Another Agent of Same Accountable Disbursing
Officer

When an accountable disbursing officer, in or-
der to expedite the furnishing of funds to a class
A (or B) agent officer, desires to utilize the serv-
ices of an established class B agent officer, the
class B agent officer will be directed to deliver
the cash to the elass A agent officer, taking re-
ceipt therefor on WD AGO Form 14-48 (Re-
ceipt for Funds Intrusted to Agent Officer),
such receipt to be executed to the accountable
disbursing officer. The class B agent officer will
forward the original WD AGO Form 1448 to
the accountable disbursing officer, accompanied
by WD AGO Form 14-49 (Return of Funds
and Statement of Agent Officer’s Balance), pre-
pared by the class B agent officer, on which the
amount of the receipt (WD AGO Form 14-48)
will be included as cash returned to the account-
able disbursing officer. The accountable dis-
bursing officer will acecept the receipt in the
same manner as if it were cash and issue to the
class B agent officer a receipt on WD AGO Form
14-50 (Acknowledgment of Return of Funds
and Statement of Balance) and open up an ac-
count with the new agent.

39. Funds Transferred to Class A or Second
Class B Agent for Payment at Station of Class
B Agent

In order to facilitate the payment of troops
at stations paid by class B agent officers, the
latter may transfer funds to another agent of-
ficer, usually a class A agent officer, of the ac-
countable disbursing officer, detailed as such by
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the commanding officer or to another class B
agent officer. In such cases, the first class B
agent officer will deliver the cash to the class A
or the second class B agent officer taking receipt
therefor on WD AGO Form 1448, such receipt
to be issued in the name of the accountable
disbursing officer. When payment has been
completed by the class A or second class B agent
officer and pay rolls, plus any unpaid amount
in cash, returned to the first class B agent officer
by means of WD AGO Form 1449, receipt for
the pay rolls and funds returned will be issued

TM 14-505

on WD AGO Form 14-50 to the class A or sec-
ond class B agent officer by the first class B
agent officer for and in the name of the account-
able disbursing officer. The first class B agent
officer will securely attach the original receipt
of the class A or second class B agent officer on
WD AGO Form 1448, and his duplicate receipt
on WD AGO Form 14-50, to the duplicate of
the pay roll prior to transmission to the account-
able dishursing officer, thus disclosing to the ac-
countable disbursing officer, and for his per-
manent record, the transactions that ensued in
regard to the payment. (AR 85-320.)
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CHAPTER 3

AGENTS FOR ORGANIZATIONS AWAY FROM HOME STATIONS

40. Designation of Agent Officer

In order to provide for the prompt payment of
bills incurred by a unit away from its home
station, an officer of such a unit will be properly
designated to act as its agent officer. He will
secure an advance of funds from an accountable
disbursing officer to the amount designated by
the commanding officer of the station concerned.
The commanding officer is responsible that the
funds authorized for use at his station are not
exceeded if a limited amount has been allotted
to that station. (AR 85-6300.)

41. Issuance of Supplies to Organizations Prior
to Departure

When troops are to be moved under conditions
which are such as to make it impracticable to
carry with them necessary supplies sufficient to
last to the end of the movement, an initial quan-
tity will be drawn at the post, camp, or station
from which it is operating before it departs
therefrom, Troops other than detachments
will, when on the march, establish refilling
points en route in advance of the movement and
will carry with them such necessary supplies as
the capacity of their transportation facilities
will permit. (AR 35-6300.)

42. More Economical te Procure Supplies Away
From Home Station

Where supplies have not been shipped in, pur-
chases will be made locally provided the cost
will not exceed the cost of similar items shipped
in, including freight. Where local prices are
in excess of the cost of supplies shipped in, in-
cluding freight, and time will permit, property
will be shipped in from the home station.
Where time does not permit the shipment of
supplies to refilling points, local purchases will
be made irrespective of price limitations.

43. Funds Available for Necessary Purchases
A properly designated officer, who may or may
not be an agent officer of the unit, may secure
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an authorization to obligate funds and when so
authorized will procure supplies and nonper-
sonal services which are required for immediate
needs, or which can be procured more advan-
tageously locally. The agent officer will pay
bills for the goods and services thus procured
so far as authorized to do so. 1In cases in which
he does not possess such authorization he will
submit the bills to an accountable disbursing
officer for payment.

44. Accounting for Funds Intrusted

a@. To ORriGINAL AccouNTARLE DISBURSING
Orricer. When the agent officer returns to the
post, camp, or station of departure from which
the movement began, he will make his return of
funds to the accountable disbursing officer in
whose accountability the funds were originally
advanced to him in his capacity of agent officer,
whether he be a class A or a class B agent.
When a class B agent officer advances money
to a class A agent officer, the latter is responsible
to the accountable disbursing officer for whom
the former acts.

b. To AccountapLe Dispursing OFFICER AT
Axoruarr StatioN. In the event the class A
agent officer does not return to the post, camp,
or station of departure, hs will make his returns
as agent officer to the accountable disbursing
officer of the post, camp, or station at destination
as prescribed in paragraph 5.

45. Voucher and Supporting Papers Covering
Cash Purchases

@. Use or WD Form 332, In cases where a
sufficient volume of purchases warrants, WD
Form 332 (Public Voucher—Emergency Pur-
chases and Nonpersonal Services not Exceeding
$100) may be used in lien of Standard Form
1034. The former is so arranged that names of
vendors furnishing supplies or services may be
entered thereon in sequence, regardless of
whether accounts cover supplies or nonpersonal
services, providing the monetary amount of the
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separate bills or invoices entered thereon, daily
or at irregular intervals, is not in excess of £100.
When WD Form 332 is used, original and dupli-
cate invoices or bills will be numhoz ed and filed
with it as subvouchers and the voucher will be
prepared to show the following entries:

(1) In the first column under “Expenditure
symbol,” subvoucher numbers will be entered.

(2) Inthe second, third, and fourth columns,
respectively, will be enter u] the dates of invoices
or bills, a nd the names and addresses of vendors.
(AR 35-6300.)

b. Processing Pamp Voveners. (1) Certifi-
cates on invoices or bills. 'The agent officer will
secure from each vendor invoices or bills in
triplicate, the original copy of which will bear
the following certificate signed by the vendor:

=t el

I certify that the above bill is correct and just;
that payment therefor has not been received ; that
all statutory requirements as to American produc-
tion and labor standards, and all conditions of
purchases applicable to the transactions have been
complied with; and that State or local sales taxes
are not included in the amount billed.

{\ ame of vendor)

After payment has been made, the following
certificate will be entered on all three copies of
invoices or bills for supplies, the original and
triplicate copies of which will be signed by the
agent officer :

I certify that the supplies enumerated hereon
were received by me and that payment therefor
has been made by me as agent officer in cash this
et _day of ey i
fmm fun da 1!1!m-tml 2T 03 (21 18 S W S
Disbursing Officer at ___. SES L
that the nonexpendable property h~£w] hfunn |1f
any) will be accounted for in the w:upnu prop-
ertybodkes) oo o e R ind that
the expendable items hereon designated thus (x)
are for immediate consumption in current service
Ay

(State purpose for which the expendable supplies
are to be immediately used. For exs ample : “opera-
tion of motor trucks or airplanes,” “troops on the
march,” ete.). Allotment No. _____ =

{(Name, 1_:1'::(1- 1m1 organization)
Agent Officer.

It will be the r’mlmm]hilit'\f of the agent officer
and/or the officer obligating the funds (if not

*Name of organization or unit obtaining the supplies,
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an agent officer) to ascertain that nonexpend-
able property (if any) is taken up and ac-
counted for on the company property book of
the unit for which the supplies have been pro-
cured. In such cases the vendor’s invoice will
be considered a combination receiving report
and invoice. No other receiving report will be
required.,

(2) Certificate required on voucher by officer
having suballotment of funds. An officer who
holds a subauthorization to obligate funds will
execute on each voucher covered by his subau-
thorization the following certificate:

The supplies and serviees to be obtained by this
Instrument are authorized by, are for the purpose
set forth in, and are chargeable to allotments be-
low enumerated, the available balances of which
are sufficient to cover the cost thereof.

(8) Certificate required to cover payments
for nonpersonal services. On invoices or bills
for nonpersonal services the following certifi-
cate will be accomplished :

I certify that the services have been rendered
as stated and payment for same has been made by
mesintes shithis IO NSO e S N ’
1 L e Y e
trusted to me by - ______
Allotment No, _______

(Name, grade, and o
,lr,rr it O,l?;fr;

(4) Disposition of invoices or bills, The
original certified copy and duplicate copy of
vendor’s invoices or bills will be attached to the
original and duplicate vouchers, respectively.

() When payment is made /m/ agent officer.
Payment will be made on the basis of the vern-
dor’sinvoice provided it bears the certificate pre-
seribed in (1) above.

(&) When payment is not made as in the case
of an officer obligating funds. The vendor’s in-
voice bearing the certificate prescribed in (1)
above will he forwarded by the officer author-
1zed to obligate the funds to the accountable dis-
bursing officer at the home station for payment.

46. Accounting for Balance

Any funds remaining in the hands of an agent
officer after turning in all paid vouchers must
be ILtnrne.l to his accountable disbursing officer
so that the exact sum which was Ulif’.lld]]\ in-
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trusted to the agent officer may be accounted
for properly. (AR 35-320.)

47. Paid Vouchers To Be Processed by Account-
able Disbursing Officers

After payment has been made, the agent officer
will transmit his vouchers to the accountable
disbursing officer who will take them into his
account if the vouchers are correct and a receipt
therefor will be furnished the agent officer.

26
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48. Accounts Remaining Unpaid After Agent
Officer’'s Settlement

When the agent officer turns in his paid vouch-
ers together with any cash remaining in his pos-
session, he will report all accounts remaining
outstanding which it was not practicable for
him to pay. Upon receipt of proper supporting
papers the accountable disbursing officer will
make payment of these accounts,
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CHAPTER 4

AGENTS TRAVELING TO OR FROM POINTS BEYOND CONTINENTAL LIMITS OF
UNITED STATES

49. General

It is a command responsibility to insure finance
disbursing service for troops en route to points
outside the continental limits of the United
States or for troops who are beyond the con-
tinental limits of the United bfﬂt@b and whose
destination is the United States.

50. Appointment of Agent Officers

When an advance determination has been made
that finance disbursing service will not be
available through means of permanently as-
signed special disbursing agents on board
transports, or where disbursing service is not
available at stations along air routes to be fol-
lowed by the movements involved, or when it
has been determined from the nature of the
mission that such service will not be available
at points to be touched along the route, an
agent officer may be appointed under the pro-
visions of AR 35-320 to make necessary pay-
ments while en route. In order that such dis-
bursing service may be provided, there has been
established in the Office of the Fiscal Director,
Army Service Forces, Washington 25, D. C., a
Central Accountable Dishursing Office for the
purpose of receiving and accounting for funds
transferred from other accountable disbursing
officers covering moneys advanced to agent
officers en route to points outside the conti-
nental limits of the United States or to agent
officers who are beyond the continental limits
of the United States and whose destination is
the United States.

51. Funds To Be Advanced

It is the responsibility of the appointing au-
thorities to insure that prior to departure from
ports of embarkation, such agent officers are
provided with ample cash to make predeter-
mined payments en route and to designate in
the orders of appointment the exact amount of
money with which the agent officer is to be in-

trusted. Agent officers will not be required to
prepare vouchers upon which troop payments
are to be made, such being the specific duties
of troop commanders.

52. Transfer of Agent Officer Funds

Except as provided in 4 below, whenever funds
are advanced to an agent officer whose destina-
tion is beyond the continental limits of the
United States or whenever funds are advanced
to an agent officer who is located beyond the
continental limits of the United States and
whose destination is the United States, action
will be taken as follows:

a. Apvances 10 Acext Orricer. The ac-
countable disbursing officer will deliver the
cash and WD AGO Form 1447 (Funds In-
trusted to Agent Officer) to the agent officer,
tomtlm with a copy of WD Circular 99, 1945.

Recerer GiveN By AGENT OFFICER FOR

Am‘\‘c('w The agent officer will sign a rve-
ceipt on WD AGO Form 1448 (Receipt for
Funds Intrusted to Agent Officer) for the cash
so received. This receipt will be executed in
favor of the Central Accountable Disbursing
Officer, by name. The receipt will be (lt'llwlud
to the accountable disbursing officer, accom-
panied by an authenticated Signature Card
(WD Form 35) of the agent officer and a copy
of tlm order appointing the agent.

TransrEr oF FunNps 1o CENTRAL AccounT-
ApLE Dispursing Orrrcer.  The accountable dis-
bursing officer will transfer to the Central Aec-
countable Disbursing Officer, by name, the funds
so advanced to the agent officer. This transfer
will be effected by use of WD Form 326 (Invoice
of Funds Transferred) prepared in triplicate
(or in quadruplicate if officer reports to a for-
eign theater fiscal office), and WD Form 327
(Cash Receipt for Funds Transferred), pre-
pared in duplicate. The original and duplicate
copy of WD Form 326 and the original WD
Form 327 will be submitted to the Central Ac-

27



T™ 14-505

countable Disbursing Officer supported by the
receipt (WD AGO Form 14-48) obtained from
the agent and by the authenticated signature
card and a copy of the order appointing the
agent. Each such transaction will be accom-
panied by such information as to the method of
travel and destination of the agent officer as can
properly be furnished without divulging any
secret or confidential information.

d. Recerer GiveEN BY CENTRAL ACCOUNTABLE
Dissursing Orricer ror Funps TRANSFERRED.
The Central Accountable Disbursing Officer will
receipt and return WD Form 327 to the trans-
ferring officer for the funds so transferred.

¢. RETury or Fuxps Axp/or Patp VoucHErs
BY AGeENT Orrrcer. The agent officer will settle
his accounts with the first available accountable
disbursing officer upon completion of the duty
for which the intrustment of funds was made.
This will be accomplished by turning over all
paid vouchers and unexpended funds, accom-
panied by WD AGO Form 1449 (Return of
Funds and Statement of Agent Officer’s Bal-
ance). The agent officer will also furnish the
new accountable disbursing officer the copy of
WD Circular 99, 1945, which was originally
furnished by the old accountable disbursing offi-
cer and a copy of the orders directing the travel
and any amendments thereto.

f. Recerer GiveN 10 AcENT OFFICER FOR
Funps axn/or Pam Vovcrers Rerurnep. The
new accountable disbursing officer will issue a
receipt to the agent officer on WD AGO Form
14-50 (Acknowledgment of Return of Funds
and Statement of Balance) for the funds and /or
paid vouchers so received.

g. TransFer or Fuxps From CeNTRAL Ao-
coUNTABLE Dispursing Orrrcer. The new ac-
countable disbursing officer to whom the un-
expended funds and/or paid vouchers are
turned in will immediately prepare WD Form
326 in triplicate and WD Form 327 in dupli-
cate. The WD Form 326 will be executed in

avor of the Central Accountable Disbursing
Officer, by name, as the transferring officer,
and will have shown thereon the name, grade,
and serial number of the agent officer from
whom the paid vouchers and/or funds are re-
ceived, in addition to the amount involved,
and, if transfers were made between agent
officers, the name, grade, and serial number of
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the agent officer to whom the funds were orig-
inally intrusted, together with the authority
for such transfer of funds between the agents.
The new accountable disbursing officer will re-
tain the original and triplicate Form 326 and
the duplicate Form 827. The duplicate Form
326 and the original Form 327 will be properly
executed, signed, and forwarded to the Central
Accountable Disbursing Officer by courier or
air mail. If courier or air mail service is not
available, the new accountable disbursing
officer will transmit this information by radio
or cable and transmit the Forms 326 and 327
by regular mail. Accountable disbursing
officers located within the United States, to
whom vouchers and/or unexpended funds are
turned in by agent officers arriving from be-
yond the continental limits of the United
States, will omit radio notification and will
use regular mail. When vouchers and/or
cash are turned in to an accountable disburs-
ing officer who forwards his accounts to a for-
eign theater fiscal office, the WD Form 326
will be prepared in quadruplicate and distrib-
uted in accordance with directions issued by
the fiscal director of the theater.

h. Waere InappLicaBLE. The procedure out-
lined above graphs will not be used—

(1) Where it is definitely known at the time
of advancement that the agent officer is to re-
turn, within a short period of time, direct to
the station of the accountable disbursing officer
from whom the funds are received, which would
thereby permit the agent to make return of all
paid vouchers and/or unexpended funds direct
to the accountable disbursing officer making the
original advancement, or

(2) When funds are advanced to agent of-
ficers for disbursing purposes where facilities
exist for the prompt closing out of such trans-
actions with the accountable disbursing officer,
either direct or under the provisions of pargraph
b relative to agent officers of detachments,

53. Responsibility of Agent Officers

a. Prcuxiary Responsisiury. Agent officers
will be informed as to the pecuniary responsi-
bility in the accounting for United States funds
and that the agent officer is responsible for such
funds until such time as proper accounting
therefor has been made. Failure of agent of-

w b
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ficers to make proper accounting may result in
stoppage against their monthly pay of any
amount not properly accounted for as deter-
mined by the findings of a board of officers ap-
pointed under the provisions of AR 85-180.

b. Sarexrerine or Funps, Government
found and/or paid vouchers will be kept in a
safe place at all times. This will require the
utilization of the best security facilities avail-
able or such precautions as a prudent person
would use for his own property.

¢. Loss or Fuxps. Should a loss of Govern-
ment funds occur, the agent officer will imme-
diately report such loss to the local commanding
officer for the convening of a board of officers
under the provisions of AR 85-180.

d. EMERGENCY PURCHASES. Emergency com-
modity purchases will be supported by complete
data to include authority and necessity therefor.

e. OpraiNing Recerers Waere VoucHERs NoT
Avamasre. Receipts in ink or indelible pencil
for cash payments will be obtained, without
exception,  from every payee where proper
voucher forms are not available for such use.
The receipt form used will show legibly date of
payment, itinerary, list of commodities pur-
chased, period involved for pay, and other perti-
nent data that may be required to clarify the
payment for final accounting at destination.
The payment will be witnessed in accordance
with paragraph 184.

f. Oroers Direcring Traver. At least one
copy of orders directing the travel performed
and amendments or annexes thereto will be re-
tained by agent officers, to be furnished the ac-
countable disburbing officer to whom returns are
made.

g- Copies or War DrParTMENT CIRCULAR.
The agent officer will surrender a copy of WD
Circular 99, 1945, which has been furnished
him by the accountable disbursing officer mak-
ing the original advancement of funds here-
under to the accountable disbursing officer to
whom he turns in paid vouchers and/or unex-
pended funds upon the termination of his ac-
countability as an agent officer.

k. SETTLEMENT OF Accounts. Agent officers
to whom funds have been advanced will make a

668014°—45——3
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complete settlement with the first available ac-
countable disbursing officer at the earliest prac-
ticable date. Partial settlements may be made
with accountable disbursing officers at each op-
portunity by turning over paid vouchers to an
accountable disbursing officer whenever one is
available. Under no circumstances will an
agent officer be an agent for two or more
separate accountable disbursing officers at the
same time.

%, SUBSEQUENT INsTRUMENTS. Whenever the
agent officer has disbursed all or substantially
all of his original intrustment and applicable
conditions warrant further advancement, he will
make complete returns of any and all previous
intrustments and request the commanding of-
ficer of the immediate command to issue an
appointing order authorizing advances of ad-
ditional funds. Such intrustments will be ad-
vanced and accounted for in the same manner
as original intrustments set forth herein.

54. Responsibility of Accountable Disbursing
Officers 5

a. Copirs or CircuLAr. Accountable dishurs-
ing officers making advances hereunder will fur-
nish each agent officer, to whom funds are so
advanced, with a copy of WD Circular 99, 1945,
reproducing same if necessary.

b. Accerrance or Fuxps. It is incumbent
upon accountable disbursing officers to accept
valid paid vouchers and unexpended funds from
agent officers when presented to them.

¢. AssisTANCE 1o Acext Orricers. Tt is also
incumbent upon accountable disbursing officers
to render all possible assistance to agent officers
in placing their vouchers and returns in proper
order.

d. ComminerLiNG oF Funps. Accountable dis-
bursing officers will take precautionary meas-
ures to avoid the possibility of commingling
funds advanced by other accountable disbursing
officers with subsequent advances they make to
the same agent officer and to this end will require
final and complete settlement of balances on
previous advances made by other accountable
disbursing officers before intrusting such agent
officer with additional funds.
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¢. Disrosttion or UnNmeNTIFIARLE FUNDS,
Accountable disbursing officers will deposit as
collections in their special deposit accounts all
unexplained balances received from agent offi-
cers when such returns cannot be identified with
either the agent officer or the accountable dis-
bursing officer involved in the original intrust-
ment. The case will be reported to the Receipts
and Disbursements Division, Office of the Fiscal
Director, Headquarters, Army Service Forces,
for necessary instruction.
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55. Central Accountable Disbursing Officer

The name, disbursing symbol number, and

address of the Central Accountable Disbursing

Officer is as follows:

Captain C. B. Fink, F'D, Symbol No. 213-100

Army Service Forces

Office of the Fiscal Director

Attention: Receipts and Disbursements Divi-
sion

Temporary Building T-7, Gra velly Point

Washington 25, D. C.
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