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FOREWORD

The provisions of this manual apply without exception to all disbursing
officers, wherever located, who forward money aceounts to Army Regional
Accounting Offices. The manual also applies to those disbursing officers
who forward accounts to the Accounts Branch of Foreign Theater Figcal
Offices; however, when necessitated by local conditions, minor changes
in operating details may be prescribed by the Fiscal Director of the
Theater. Such changes will be kept to the minimum consistent with loeal
conditions or military exigencies and will in no event modify in any appre-
ciable degree the controls established over the accounting for public funds.
Advice of such changes will be transmitted to Office of the Fiscal Director,
attention, Accounts Division, Washington 25, D. C. The term “Regional
Accounting Office” used throughout this manual will be interpreted to
include both Army Regional Accounting Offices in the United States and
the Accounts Branches of Foreign Theater Fiseal Offices.

Disbursing officers should address all inquiries pertaining to accounting
instructions, or the preparation and submission of their money accounts
through regular channels to the applicable Army Regional Accounting
Office.

Except for minor corrections, changes to this manual will be supplied
on a page basis. Whenever an additional page is to be incorporated in
the manual, it will be assigned a regular page number together with an
alphabetical suffix. For example, if two pages are added between numbers
75 and 76, they will be numbered 7T5A and 75B.

Paragraphs are numbered consecutively throughout. the manual without
regard to chapters. Whenever new material is to be added to the manual,
the additional paragraphs will be assigned decimal suffix numbers. For
example, if two paragraphs are added between numbers 105 and 106, they
will be numbered 105.1 and 105.2.
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CHAPTER |
GENERAL
¢ Purpose from the same journal vouchers (Transfer and

The purpose of this manual is to provide
official instructions governing the manner in
which disbursing officers’ money accounts will
be prepared and submitted, and the related
office records will be maintained.

2. Accounting for Funds Disbursed and Col-
lected by the War Department

a. The money accounts of disbursing officers
are forwarded to Army Regional Accounting
Offices where they are examined and where
all transactions affecting the accountability of
the disbursing officers are posted to individual
ledgers maintained for each disbursing officer.
A separate account is maintained for each line
on the face of the account current. When all
entries have been posted, the balances of these
subsidiary ledgers should agree with the bal-
ances shown in column twelve of the respective
accounts current.

b. In processing the accounts of disbursing
officers, expenditure and collection data are
summarized by the Army Regional Accounting
Offices. Reports are then prepared which serve
as the basis for the reporting of War Depart-
ment expenditures and collections by the Cen-
tral Accounts Branch of the Office of the Fiscal
Director, Washington, D. C.

¢. Journal vouchers, termed Transfer and
Counter Warrants, which are prepared from
the Regional Accounting Office reports are
posted to the official appropriation and receipt
account ledgers of the War Department. These
warrants are forwarded to the Treasury De-
partment for entry into their appropriation
and receipt account ledgers. After the war-
rants: are recorded by the Treasury Depart-
ment, they are forwarded to the General Ac-
counting Office for approval, for posting to the
ledgers of that office, and for subsequent audit.

d. The appropriation and receipt records of
the War Department, the General Accounting
Office, and the Treasury Department are posted

Counter Warrants) and are therefore in agree-
ment.

3. Army Account of Advances

a. Disbursing officers of the Finance De-
partment are advanced money under 21X0000,
Army Account of Advances, and not by specific
appropriations. When a disbursing officer
claims credit for a disbursing voucher which
charges an appropriation, his Army Account
of Advances balance is reduced. Based on the
information furnished on dishursing vouchers,
Transfer and Counter Warrant journal vouch-
ers are prepared by the Regional Accounting
Offices. These Transfer and Counter Warrants
reduce the balances of the appropriations
shown on the disbursing vouchers, and adjust
Army Account of Advances.

b. With the exception of Retirement col-
lections, disbursing officers of the Finance
Department do not deposit appropriation and
receipt account collections on TD Forms 1, but
retain them for disbursing purposes and apply
them as increases to Army Account of Ad-
vances. Based on the appropriation and receipt
account information which iz furnished on the
Schedule of Collections and Voucher Dedue-
tions, Transfer and Counter Warrant journal
vouchers are prepared which increase the
balances of the appropriations and receipt
accounts, and adjust Army Account of
Advances,

¢. The Transfer and Counter Warrants are
posted to the appropriation and receipt ac-
count ledgers of the Treasury, the General
Accounting Office, and the War Department.
Therefore, whenever a disbursing officer
schedules a voucher charging an appropria-
tion, the balance of that appropriation is re-
duced ; and when a disbursing officer schedules
an appropriation or receipt account collection
on his Schedule of Collections, the balance of
the appropriation or the receipt account is
increased.
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4. Trust Funds

«. The trust fund is a fund into which are
covered receipts of the United States Govern-
ment which are accepted and administered in
a trust capacity and which is expended, used,
or invested only in accordance with the condi-
tiong of the trust. These funds are held in
trust by the Treasury Department for indi-
viduals or organizations.

b. Trust fund receipts are periodically
transferred by the Treasury Department to
trust fund appropriations.

¢. The Finance Department ecollects and
disburses some trust funds, for example, col-
lections are credited to the Trust Fund Re-
ceipt 'Accounts 218910, Deposits, Pay of the
Army, and disbursements are made from the
complementary Trust Fund Appropriation
21X8910, Pay of the Army, Deposit Fund.
Some trust funds are collected by the Finance
Department but are disbursed by other Gov-
ernment agencies; for example, collections are
credited to the Trust Fund Receipt Account
218881, Unclaimed Monies of Individuals,
whose whereabouts are unknown but expendi-
tures from the complementary appropriation
are disbursed by the Treasury Department.

5. Special Funds

a. A special fund is a fund into which are
covered receipts of the United States Govern-
ment from specific sources designated by law
and which is restricted as to use or expenditure
to the purposes designated by law in respect
to such fund.

b. Special funds differ from trust funds in
that they are not held in trust for individuals
or organizations. These receipts are trans-
ferred periodically by the Treasury Depart-
ment to complementary special fund appropri-
ations. An example of a special fund receipt
account is 216426, Reimbursements, defense
aid, aircraft and aeronautical material, Seec.
6 (b), Act March 11, 1941 (state fiscal year).
The complementary special fund appropriation
is not disbursed by the Finance Department.

6. Special Deposits

a. Special Deposits are funds turned over
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to the disbursing officer to be held temporarily
in his account until such time as a proper
disposition of the 'collection can be accom-
plished.

b. These funds are accounted for differently
than trust funds in that at the time of collec-
tion they are not turned over to the Treasury
Department either by direct deposit or by
adjustment to Army Account of Advances.

7. Miscellaneous Receipts

A miscellaneous receipt is a collection which
is required by law to be covered into the
General Fund of the Treasury, and which is
not available for expenditure until appropri-
ated by Congress.

8. Appropriations

An appropriation is an authorization to
make payment out of the Treasury for a
designated purpose pursuant to an act of Con-
gress. Most operating expenses of the Gov-
ernment are borne by general fund appropria-
tions which are made-available in the annual
appropriation acts of Congress. The appropri-
ations Finance Service Army, Air Corps Army,
Seacoast Defenses, are examples of general
fund appropriations.

9. Voucher Deductions

a. A voucher deduction is an amount with-
held from a payee. The three types of voucher
deductions are:

(1) Voucher collections.
(2) Droppages.
(3) Items paid for the payee.

b. VoucHER CoLLECTIONS. When only
voucher collections are involved, the appropri-
ation is charged in the gross amount due, the
voucher deductions are picked up as collections
in the accounts of the disbursing officer, and
the payee receives the net amount. The dis-
bursing officer claims credit for the gross
amount charged to the appropriation by enter-
ing that sum on his Schedule of Disburse-
ments; at the same time the voucher collec-
tions are entered on the Schedule of Collec-
tions and Voucher Deductions.
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¢. DROPPAGES. This type of deduction is
not picked up on the Schedule of Collections,
nor is it ineluded in the amount charged to the
appropriation by the disbursing officer settling
the voucher. Such items are subtracted from
the gross amount due the payee and the net
amount is charged to the appropriation. Dis-
bursing credit is claimed for the amount by
entering it on the Schedule of Disbursements.
If no other deductions are involved, the payee
receives the amount for which the disbursing
officer claims credit.

CHAPTER | ™ 14-704

d. ITEMS PAID FOR THE PAYEE., When proper
authority exists, a disbursing voucher is sef-
tled by two or more payments, one in the net
amount due is made to the payee and the other
payments in the amount of the deductions are
made for the payee to other individuals or
organizations. When no “droppages’ are in-
volved, the appropriation is charged in the
gross amount due, and disbursing credit is
claimed for the gross amount by entering it
on the Schedule of Disbursements.



T™ 14-704

I Jul 1945

CHAPTER 2
SUBMISSION OF ACCOUNTING DOCUMENTS

10. Money Accounts

The money accounts of disbursing officers are
coniprised of the account current and its sup-
porting documents.

II. Period of Accounts

An accounting period is ordinarily one calen-
dar month, beginning on the first day of the
month and ending on the last day. It is of
shorter duration in the following instances:

@. When the disbursing officer is relieved
before the close of the month.

b. When he is absent on account of leave,
illness, or other cause for more than 10 days
if he has no deputy, or for more than 30 days
if he has a deputy.

¢. When he starts disbursing after the first
of the month.

d. When he closes accounts for change of
bond. (See par. 13, TM 14-500.)

e. When he leaves the jurisdiction of one ac-
counting office and enters the jurisdiction of a
different accounting office during a month. (See
par. 16.) Regardless of when an accounting
period begins, it never extends beyond the last
day of the calendar month. A new accounting
period is begun on the first day of each month.

12. Accounting Offices

The accounts of disbursing officers are for-
warded to accounting offices; those offices
which are located in the United States are
called Army Regional Accounting Offices, and
those which are located outside the United
States are called Foreign Theater Fiscal Offices.
The components of the regions and the ad-
dresses of the accounting offices are published
in section I, War Department Circular No. 481,
1944, as amended by section III, War Depart-
ment Circular No. 164, 1945. See also figure 1
which is a chart showing areas served by Army
Regional Accounting Offices.

13. Accounting Documents
The following is a list of the documents

which will be submitted to the accounting
offices

a. Accounts current and supporting docu-
ments as follows:

(1) Schedules of Disbursements and Collec-
tions and their supporting vouchers.

(2) Miscellaneous supporting documents.

b. Duplicate copies of TD Forms No. 1 (Re-
vised). In every instance where the disbursing
officer reports to an Army Regional Accounting
Office, the duplicate Certificate of Deposit will
be forwarded to that office which received the
related account current. (See par. 59.)

¢. Secret and confidential vouchers and their
related schedules. (See par. 9, TM 14-500.)

d. WD AGO Forms 14-37 (old form WD
FD Form 31).

e. WD AGO Forms 14-16 (Abstract of ex-
penditures from “Pay of the Army Deposit
Fund” and interest paid on account thereof)
(old form WD FD Form 11a). In every in-
stance, the accounts current and WD AGO
Form 14-37 (Correction Voucher), will be for-
warded to the Army Regional Accounting Office
or Foreign Theater Fiscal Office which received
the related vouchers and Schedules of Disburse-
ments and Collections.

I4. Method of Shipment

Documents comprising the money accounts
will be forwarded by registered mail or express.
Disbursing officers stationed in the offices of
the Military Attaches will forward their ac-
counts as directed by the Finance Officer, G-2,
Military Intelligence Division, War Depart-
ment, Washington 25, D. C.

I5. Forwarding Accounts

@. In every instance the complete money ac-
counts of a disbursing officer for an entire ac-
counting period must be forwarded within 10
days after the close of the accounting period.
Failure to do so makes the disbursing officer
delinquent. Some disbursing officers forward

J
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SUBMISSION OF MONEY ACCOUNTS

IADDRESS OF ARMY REGIONAL ACCOUNTING

OFFICE TO WHICH SUBMITTED

DISBURSING OFFICERS SERVING WITH | @ CQULNCY OF
HIN SUBMISSION
OR STATIONED WIT OF _ACCOUNTS
Military District of Washington
(except Transportation Division of
the Finance Office, U, S. Army, Daily
Washington 25, D. C. )
First, Second, and Third Service
Commands (except tactical organi- Daily
sations and mobile units)
Militery Attaches (except as As directed
ctherwise directed) depending up-

on location

Newfoundland Base Command
Bermuda Base Command

The Chief

Army Regional Accounting Office
Office of the Fiscal Director
63 Vesey Street

New York 7, New York

is not served by a foreign theater
fiscal office

a&s possible

Greenland Base Command Weekly

U. S« Army Forces in Iceland

U. S, Ammy Forces in Azores

Fourth Service Command (except

tactical organizations and Daily The Chief

mobile mnits) Army Reglonal Accounting Office
United States Ammy Forces in Office of the Fiscal Director
South Atlantic Weekly Lk9 West Peachtree Street

Caribbean Defense Command Weekly Atlanta 3, Georgla

[Transportation Division of FOUSA,

Weshington, D, C, Daily

Tactical crganizations and mobile

wrlts in the United States Daily

Fifth, Sixth, and Seventh Service The Chief

AL Daily Army Regional Accounting Office
- = Office of the Fiscal Director

Northwest Service Command, the 366 West Adams Street

Alaskan Department and other United Weeldy Chicago 6, T11inois

States Army Forces in Canada 99

Special disbursing agents assigned Monthly;

to United States Army Transports forwarded as

when the home port of the vessel expeditiously

Eighth and Ninth Service Commands

The Chief

fiscal director

Figure 1.

(except tactical organizations and Daily Army Regional Accounting Office
mobile units) Office of the Fiscal Directar
1206 Santee Street
Los Angeles 5l, California
Al)l others serving in foreign As directed Address will be furnished by
areas by the theatsar the foreign theater fiscal

director

Submission of money accounts.
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all papers comprising their accounts at the
close of the accounting period; others are re-
quired to forward schedules and vouchers
periodically throughout the month before the
account current is rendered.

b. Disbursing officers within the continental
limits of the United States will submit vouchers
and Schedules of Disbursements and Collec-
tions to the proper Regional Accounting Office
on a daily basis.

c. Dishursing officers stationed at any Atlan-
tic Base Command, those in Alaska and Can-
ada, and those in the Panama Canal and An-
tilles Departments will submit vouchers and
schedules on a weekly basis.

d. All other disbursing officers who forward
accounts to Army Regional Accounting Offices
located in the United States will submit their
entire accounts at the close of the accounting
period.

¢. Disbursing officers who are stationed
within the continental limits of the United
States will complete and forward the final day’s
vouchers and schedules not later than the close
of the second business day following the close
of the previous month. These vouchers and
schedules will be forwarded by facilities which
will insure that they will be received in the
accounting office not later than the 5th calendar
day of the month.

f. Disbursing officers who forward accounts
to Accounts Branches of Foreign Theater Fiscal
Offices will submit their accounts in accordance
with instructions issued by the theater Fiseal
Director.

16. Change of Accounting Office

@. The numbers of the accounting regions
and the names of foreign theaters are published
in War Department Circulars, (See par. 12.)

b. Whenever a tactical organization or a mo-
bile unit moves from one geographical point in
the United States to another, such a change
does not require the accounts be forwarded to a
different accounting office. However, whenever
a tactical organization or mobile unit leaves the
United States for a foreign theater, or when it
leaves one foreign theater for another foreign
theater which is served by a different account-
ing office, or when the organization leaves a

6
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foreign theater and returns to the United
States, it is required that the documents be for-
warded to a different accounting office.

¢. When such a change of location occurs
and the new theater is known, the disbursing
officer will total his money accounts as of the
date of departure for the new theater, and will
deposit retirement collections on TD Forms No.,
1 (Revised). The disbursing officer will then
prepare and forward an account current for the
period to the accounting office of the area he
is leaving. This account current will bear a no-
tation stating that it is the final submission to
that office and it will also reveal the region or
theater to which the disbursing officer has been
ordered.

d. If at the time of departure the new region
or theater is not known, the disbursing officer
will delay totaling his accounts and preparing
the account eurrent as prescribed in ¢ above
until he learns the location of the accounting
office to which future accounts will be submit-
ted.

e. The first account current forwarded to
the new accounting office will reveal the office
which received the previous account.

f. Care will be exercised to prevent reveal-
ing classified information in the notations on
the account current. If the end of the calendar
month oceurs while the disbursing officer’s or-
ganization is in transit from one region to an-
other, and subsequent to the final submission
to the accounting office of the area he is leav-
ing, he will forward his account for the rest
of the month to the office which exercises juris-
diction over the area to which the organization
has been ordered. Nothing in this paragraph
should be interpreted as requiring a disbursing
officer attached to a tactical organization or
mobile unit to close out his disbursing and
special deposit accountable balances by deposit
or transfer merely because he is changing
regions,

7. Letter of Transmittal

@. Documents comprising a disbursing offi-
cer's money accounts will be listed on a WD
AGO Form 14-36 (Letter of transmittal),
which will be forwarded in duplicate with the
accounts to the designated regional accounting
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- —4 =
UMBER ¢
= ACCOUNT CURRENT - S, F, 1019
TN SCHEOULE OF ACCOUNTABLE WARRANTS
) SCHEOULE OF TRAMSFERS FROM OTHERS
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BEPORT OF SALFS - W .0 4. G 0. 10-87 =
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015
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&l TOTAL DISBURSING VOUCHERS
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D Figure 8. WD AGO Form 14-36, Letter of Transmittal.
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office. The date of the letter of transmittal will
be the day on which the accounts are actually
mailed. It is not required that forms be serially
numbered, but if the disbursing officer desires,
a report number may be placed in the bloék pro-
vided on the form. Figure 2 is an example of
the Letter of Transmittal.

® Risgbursing officers who forward vouchers

CHAPTER 2
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and schedules on a daily basis need not send a
WD AGO Form 14-36 (0ld form WD FD Form
29) for a day during which there was no activ-
ity, such as a Sunday or holiday, except that
a WD AGO Form 14-36 will be forwarded in
every instance for the last day in the month,
and if no documents are submitted with this
form, it will be marked “Negative Report.”
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CHAPTER 3
DISBURSEMENTS
18. General b. TM 14-700 furnishes and explains the

A disbursement is a voucher supported trans-
action which decreases the accountable balance
of a disbursing officer, and charges an appro-
priation or special deposit account. In most
instances, a disbursement is a payment to an
individual or organization for goods furnished
or services rendered. In some cases a disburse-
ment is made solely to reduce the balance of
one appropriation or fund and to increase the
balance of another. Many disbursing vouchers
perform both functions, that is, part of the
money disbursed is turned over to the payee,
and the remaining part is credited to a different
appropriation or fund.

19. Disbursing Youcher Forms

The approved forms for disbursing vouchers
are set forth in TM 14-508.

20. Accounting Classification
. Each charge to an appropriation will be
coded to indicate the following:

Domestic transactions Foreign transactions

codes of the accounting classifications for do-
mestic transactions. For foreign transactions
see chapter 16.

¢. Disbursing vouchers which charge special
deposit funds will show the code number of the
special deposit fund being charged : these code
numbers are also shown in TM 14-700.

d. Titles of appropriations or special deposit
aceounts, either in full or in abbreviated form
will not be shown on disbursing vouchers.

e. In the United States, the nominal fiscal
station number, $99-999, will be used for open
and general allotments, and for disbursements
by the Transportation Division, Finance Office,
U.S. Army, Washington, D.C., to common car-
riers for travel and transportation of things.
Outside the United States, fiscal station num-
bers are not used.

f. On most standard form disbursing vouch-
ers and on WD Forms 44 two amount columns
are shown, one for “Limitation or Project” and
another for “Appropriation”. Since separate
amounts must be shown for each different ac-
counting classification, there is no need to use
more than one amount column.

1. Appropriation 1. Appropriation g. More than one appropriation or special
2. Service Code 2. FDGA Serial deposit fund or more than one allotment, proj-
3. Allotment Serial Number ect, and object, or fiscal number, or any com-

Number 3. Country Code bination thereof, may be shown on a single
4. Project 4. Project voucher. An example of two complete account-
5. Object 5. Object . ing classifications, stated on a single Standard
6. Fiscal Station Form disbursing voucher, is as follows:

Appropriation, limit'n,

Limit'n or Proj't Appropriation

or m'oj‘t__s_g_;ﬁbf)l A _r)-prr}-p_riati(_m title ;h_n_mmf Amount
212/50605 503-1697 P440-17 S18-096 $105.18
21F0000 15.15

The same classifications and amounts, stated
on vouchers without the above columnar segre-
gation, would be shown as follows:

212/50605 503-1697 P440-17 S18-096 $105.18

15.15

21F0000

h. In preparing disbursing vouchers, or in
accepting them for payment, the disbursing offi-
cer will require full accounting classification to

be shown.
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21. Disbursing Officer's Data

@. In the “Paid By” block of every disburs-
ing voucher settled by a disbursing officer there
will be entered :

(1) Disbursing officer’s name, grade and
service.

(2) Disbursing symbol number.

(3) Disbursing station (name and number),
except as provided in b below.

(4) Accounting month and year in which the
voucher is scheduled.

b. Disbursing officers stationed outside the
continental limits of the United States, and
those stationed at staging areas, ports of em-
barkation, and other stations having a classified
address, will not reveal geographic location on
documents by name or by station number.

22. Numbering Vouchers

Disbursing vouchers will be numbered con-
secutively starting with number one at the be-
ginning of each fiscal year and continuing in an
unbroken sequence throughout that fiscal year.
If, however, it is necessary to void a block of
voucher numbers, a notation to that effect
should be placed on the Schedule of Disburse-
ments in the “Voucher Number” and “Paid To”
columns. Whenever a disbursing officer is re-

lieved at one station and with or without a lapse

of time, is reassigned to disbursing duty during
the same fiscal year, he will continue to use the
same series of numbers used at his prior sta-
tion for the rest of that fiscal year.

23. Listing on Schedules

Vouchers will be listed on Schedules of Dis-
bursements in strict numerical sequence.

24. Forms for Schedules of Disbursements

a. Schedules of Disbursements will be pre-
pared in duplicate on a Standard Form 1025
(Schedule of disbursements), or WD AGO
Form 14-54 (Schedule of disbursements) (old
form WD FD Form 51) depending on the pref-
ence of the disbursing officer.

b. The original Schedule of Disbursements
will be forwarded with original vouchers to the
designated Regional Accounting Office and the

10
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duplicate copy will be retained by the disburs-
ing officer.

25. Purpose of Schedule

The Schedule of Disbursements on which is
listed all disbursing vouchers supports the ae-
count current.

26. Appropriation Codes on Schedules

Disbursing officers will furnish the appropri-
ation or special deposit code numbers on the
Schedule of Disbursements. Service, allotment,
project, object, and fiscal station code numbers
will not be shown. For the purpose of this
chapter, an appropriation code number bearing
a limitation ‘will be considerd a separate appro-
priation code.

27. Preparation of WD AGO Forms 14-54

a. Normally the majority of vouchers paid
at an installation will be charged to a few of
the large appropriations. The six distribution
columns of the WD AGO Form 14-54 will be
used to distribute disbursements from these
appropriations. By entering the appropriation
code numbers at the head of the distribution
columns, the necessity of typing appropriation
symbols in column 2 will be eliminated in most
cases.

b. Column 12 (Remarks) will be titled
“Misc.” and will be used to list the amounts
pertaining to the other appropriations and the
various special deposit accounts. Whenever
sums are entered in this column, the appropria-
tion or special deposit code number will be
shown in column 2 (Paid To), immediately fol-
lowing the name of the payee.

¢. The-six most common or recurring appro-
priations which are distributed on the form
may change from day to day. For example, a
disbursing officer may find it convenient to
show the appropriation code number 212/50425
at the top of a distribution column on those
days when numerous military pay rolls and pay
vouchers are processed, but on the other days
of the month he might wish to use this column
for another appropriation and list the infre-
quent amounts charged to code 212/50425 in
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column 12 and to show the appropriation code
number in column 2 (Paid To) immediately
following the name of the payee.

d. A special deposit code number may be
shown at the top of a distribution column if the
volume of special deposit dishursements is suffi-
ciently large.

e. There is no need to show the amount dis-
bursed for each voucher in column 5 (Total
Amount Paid) since the total amount charged
to appropriations or special deposit accounts is
entered in one of columns 6 through 12. If
this system is used, the sheet total of column
5 will be determined by adding the sheet totals
of columns 6 through 12. It will also be neces-
sary to independently prove the sheet totals of
column 5 by adding the disbursements shown
on each voucher listed on the sheet. A disburs-
ing officer may enter detailed amounts in col-
umn 5 (Total Amount Paid) if he considers this
method to be advantageous to his operations.
Whenever the Schedule of Disbursements is
prepared on a bookkeeping machine, gross dis-
bursements on individual vouchers may be
posted in column 5 if it is an aid in the machine
operation. When a mechanical proof of post-
ings is obtained by bookkeeping machine it will
not be necessary to prove columnar totals by
running an adding machine tape on the indi-
vidual vouchers.

28. Use of the Standard Form 1025

a. The appropriation or special deposit fund
code number will be shown in column 3 (Appro-
priation) and the amount echarged to each code
number will be shown in column 5 (Total
Amount Paid). If the voucher is settled by
check, the amount of the check will be shown
in column 4, the heading of which will be
change from “Check No.” to read “Paid by
Check”. The amount of cash payments will be
shown in column 6 “Paid in Cash”.

b. The sheet total of column 5 (Total
Amount Paid) will be independently proven by
adding the disbursements shown on each
voucher listed on the sheet.

29. Sheet Numbers and Totals

Each sheet of the daily, periodic, or monthly
schedule will be consecutively numbered begin-

ning with the number one. Sheet totals will be
shown for every monetary column of the sched-
ule but these sheet totals will not be ecarried
forward to the succeeding sheets. Regardless
of the form used, disbursing officers who pre-
pare schedules on a daily or weekly basis will
show on the last sheet for the day or week,
respectively, “Total This Report”, “Prior Aec-
cumulative Total”, and “Total to Date” for the
columns which are headed “Paid by Check”,
“Paid in Cash”, and “Total Amount Paid”. Dis-
bursing officers who use WD AGO Form 14-54
will make no attempt to accumulate totals for
columns 6 through 12; the sheet totals will be
sufficient.

30. Certificate

On the final sheet of the Schedule of Dis-
bursements prepared for the last day in the ac-
counting period, below the monetary entries,
the disbursing officer will prepare and sign the
following certificates:

“I certify that the vouchers paid by me under
the Army Account of Advances are properly
chargeable to the appropriation(s) shown on
each voucher.”

31. Examples

There are furnished herewith examples of
Standard Forms 1025 and WD AGO Forms
14-54, (See figs. 3, 4, 5, and 6.)

32. Checks Identified on Schedule

Disbursing officers who maintain checking
account balances in the Chase or Bishop Na-
tional Banks, or in limited depositaries over-
seas, will distinguish on the Schedule of Dis-
bursements between Treasury checks and
checks drawn on other depositaries. If all
checks are drawn on depositaries other than the
Treasury, a notation to that effect and the name
of the depositary will be placed on the final
sheet of the Schedule of Disbursement. If the
disbursing officer draws checks on both the
Treasury and another depositary, he will place
asterisks in the “Paid by Check” column of his
schedule opposite those amounts settled by
Treasury check, or by other depositary check,
whichever type is less frequent; for example, if
a disbursing officer drew 500 checks against

1
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Barclay’s Bank and only 10 Treasury checks
in the settlement of a month’s vouchers, he
would place the asterisks in the “Paid by
Check” column beside those 10 amounts which
represented Treasury checks, and these aster-
isks would be explained on the final sheet as
follows :

CHAPTER 3
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*These are Treasury checks. All others are
Barclay’s Bank. If a voucher is settled by two
checks, one drawn on a Treasury check and
the other on a limited depositary check, an ex-
planation or recap of check payments from each
account will be shown on the Schedule of Dis-
bursements.

EXPLANATION OF FIGURE 3.

1944+

s exampls ig Sheet No, 2 of the schedule of disbursements for the 20th

The first line of entries pertaina to a disbursing voucher. Totals from

Sheet No. 1 sre not brought Torward,

“ The difference batween $123, amount paid in cash and $#157, total disbursed
oh voucher 2768, ‘represents voucher collections.

When 5. F. 1046 is listed on schedules, since there is no "payee", the name
of the form snd the person who prepared it-sre entered in the "Paid Te" column.

“ When convenient, vouchers may be grouped hy appropristion before they are
numbered. Tnis eliminates necesalty of retyping the sppropriation code number.

Each appropriation and special depoait code number shown on s voucher will bey

shown on the schedule.

IR -
charge to the arg
o1

soropriation to permit col
.0 transfer unepplied W

120,13. These vouchers slsp }1lu
ropristion or fund and to increase

ese two vouchers are lor a deceased civilisn employee. Voucher 2790 ia &
tions for retirement and taxes, and

ond Balances to a trust fund receipt.
trate disbursements pade sclely to reduce
the balance of another.

m This is & no-pay disbursing voucher to correct & previous voucher which
char Lt

e app
is on the voucher.

ropriastion $1.00 less than the scturl dishursement. A full explanation

These totals are not carrisd forward tc the next sheet.
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SCHEDULE OF DISBURSEMENTS Ml s-ccr no. 2

N
P
(DEPARTMENT B E8TARLISHMENT)
F MapEBRY Col. E, Z. Sm D AT
LTITLE DR RANK)

HF'ER’I‘DD 20 November . 1944 SyMaoL NO

(MONTH OF =R QUARTER ENDED)

FROM THE APPROPRIATION

VEICHER ' TOTAL AMOUNT PATD W
N\f»«prn LA PAID "
i B 2) (.59

q
T. €. 247 10C
Erown

Presscott Mire &

c it

‘.

oply Co.
Timothy J, Barnes

2785 3609
50|00

3. Standard Form 1025, Schedule of Disbursements 13
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: DUPLICATE ““RETAINED BY DISBURSING OFFIGER

Stpndind Form No. 1055 ¢
Form spervied by Compteoiler Deseesd, U, &

ORIGINAL - FORWARDED TO ARMY REGIONAL ACCOUNTING OFFICE

Standard Form No, 1088
proved By Cotptroler Oaml, U. &
May 72, 03

mErany S

SCHEDULE OF DISBURSEMENTS

“ SiEer No. .3

MADE BY

FERIOD WAR

(DEFARTMENT O ESTABLISMMENT)

FINANZE DEF.

FEROMTHE . MADE BE.. . C0) 6 Bm o SRR PA L o .. AT.Ft. Finence, W,
ANAME)

(STATION)

irris om mann
voucHEn

Wraen nPERIOD... e e P SR
— - (MONTH OF=—=0m QUARTER ENOTD)

FROM THE APPROPRIATION ................

P e (=i
| o o B

VOUCHER

o 9 s
Bl o6 | civ. B/R, st Ord.
i Group Suppl.
3307 | Crosenetti Fruit &
| Vegetable Co. |
3308 Lt. Jchn R. Fergusen, Inf,
3309 | Lt. 5. T. Willisms, Ord,
3310 | Fairfield Engineering Co. |
3311 | Johnston Steel Co. |
3312 | M. F. Parker
213 Postal Telegraph
34 Blay Chemizal Co.

Sosois AT
G

i
|
|

— —
I |
|

PAID TO—

2)

g

212/51005 |$70.00 | §

_E'S__

5858385

212/50502
212/50425
L]

39.43 . |
i& 171
[

st
B3 =3 w0 =7
83

3‘0‘-\10‘-\&'\)#\0

212/50905
212/51005 |
21F5850

212/50605
212/50805

,..
N
o
8
-

(X3
o

g
8
5

2
&
”»

|
|
-
1 Sheet Totals 363

17,960 |66
23,658 |63

16,405
4,669

Total, this report X 57
Prior Accumulative Tot.| 17,516.37

BE

|
Total, to Date 15.516.9&“&1,61‘3
|

29 | 21,074

Bl certicy that the
under the drmy Account
chargeable fo the apprdpriation(s
each voucher.

wouchers paid by me
of Mvancep are proparly
shoen on

i ;
€. 3-:'/’; :fw,otfu
C“E. 2, [Saith
onal, Finance Departmant

& e | AN

1&2

This example is for the last sheet
for the day and for the accounting peried.
For explanation of detsilad entries see
Figure 3.

Ite difference between total amount
paid, and check payments, that ls $14.60,
{s antered on the W.D., A.G.0. Form No. 14-55.
Sea collection voucher number 1628, Figure 7.

Prior Accumulative Total, and
Tetal to Date is requirsd on the last shest
of each daily scheduls.

$41,619.29, total amount disbursed,
equals the total of Column & on the face of
the acccunt current plua the Special Depcsits,
Standard Form 1046 disbursemants shown in
Column 10.

This certificats is required on the
final sheat of the achedula prepared for the
last day in the mccounting period. It is not
required on any other sheet.

Figure 5.

Standard Form 1025, Schedule of Disbursements (Final sheet for period).
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CHAPTER 4
COLLECTIONS

33. General

Collections are received by disbursing officers
from individuals or organizations in cash or by
voucher deduction as amounts due the United
States, including those amounts which are to
be held in trust.

34. Disposition of Collections

a. Collections received for appropriations,
miscellaneous receipts, special fund receipts,
and all trust fund receipts other than retire-
ment, will be applied as increases to. Army Ae-
count of Advances, disbursing funds.

h. Collections received for special deposits
will be applied as increases to thoge special de-
posit funds. (See chapter 7 and 12.)

¢. Retirement collections will be deposited
into the Treasury on TD Forms 1, Revised, di-
rect to the Retirement Trust Fund Receipt Ac-
count., (See par. 58.)

35. Collection Youcher Forms

a. Collections received by sales officers and
other officers authorized to accept amounts due
the United States from individuals or organiza-
tions, are transmitted to the disbursing officer
on the following collection voucher forms:

(1) WD AGO Form 10-87 (Report of De-
posits).

(2) WD AGO Form 14-15 (Soldier’s depos-
Jolleetion voucher). (See ch. 14.)

(3) WD Form 322 (Report of collections for
authorized sales of services and supplies).

(4) WD Form 325 (Account of sales of pub-
lic property at public auction or on sealed pro-
posals).

(5) Standard Forms 1044 (Schedule of col-
lections).

b. The following collection voucher forms
are prepared by the disbursing officer :

(1) Standard Forms 1098 (Schedule of can-
celed checks).

(2) Standard Forms 1044. Standard Forms
1044 are prepared by the disbursing officer only

its
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for certain specified types of collections, for
example:

(@) Cash sale of War Bonds. (See WD cir.
No. 290, 1944.)

(b) Collections for the Personal Transfer
Account. (See WD cir. No. 44, 1945.) Collec-
tion voucher forms will not be used by a dis-
bursing officer to list collections received direct
from the remitter, except in those instances
when such forms are specifically preseribed by
proper authority. In lieu thereof, the disburs-
ing officer will enter the collections on his WD
AGO Form 14-55 (Schedule of collections and
voucher deductions).

¢. Attention is invited to the fact that WD
AGO Form 14-44 (Receipt for miscellaneous
collections) (old form WD FD Form 38) and
WD AGO Form 54 are not collection voucher
forms, even in those specifically authorized in-
stances when they are used to transmit collec-
tions to a disbursing officer.

d. It is the responsibility of the officer pre-
paring the collection voucher form to furnish
thereon an explanation of the collection, and
the accounting classification of the fund to be
credited. Except for collections arising from
over-the-counter sales, it is also the responsi-
bility of the preparing officer to furnish the
name of each remitter.

36. Collections Listed on WD AGO Form
14.55

Each eollection taken into the accounts of a
disbursing officer, recardless of how received,
will be entered on the WD AGO Form 14-55.
No attempt will be made to segregate into sep-
arate sections those amounts whieh are shown
on collection voucher forms and those which
are entered directly on the Form 14-55.

37. Preparation of WD AGO Forms 14-55

a. The disbursing officer will complete the

appropriate blank spaces of the form. The date

on which the collections are received will be en-
tered in the box provided for “Date of Collec-
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tion”, if the officer submits his schedules and
vouchers on a daily basis. In all other instances,
the inclusive dates of the period covered by the
schedule will be stated in the box provided for
this purpose.

b. CoLUMN 1 (DISBURSING VOUCHER NUM-
BER). In this column will be entered the num-
ber of each disbursing voucher on which a col-
lection is shown.

¢. CoLUMN 2 (CoLLECTION VOUCHER NUM-
BER). (1) Each collection taken into the ac-
counts of a disbursing officer, regardless of how
received, will be assigned a collection voucher
number,

(2) The above rule requires that the WD
AGO Form 14-55 reflect a collection and a dis-
bursing voucher number for all items entered
in the voucher deduction column except for
those amounts pertaining to canceled checks
which are listed on Standard Forms 1098. The
number of the related disbursing voucher will
be shown in the first column, and the number
assigned to the collection will be shown in the
second column. For canceled checks, the num-
bers of the related disbursing vouchers are
shown on the Standard Form 1098. Collection
voucher numbers will not be shown on the orig-
inal disbursing vouchers from which collections
are deducted. However, if the disbursing offi-
cer desires, they may be entered on the retained
copies.

(3) Cash collections received direct by the
disbursing officer will be assigned collection
voucher numbers when entered on the Form
14-55 even though, in the majority of in-
stances, collection voucher forms will not be
prepared.

(4) If the schedule covers a period greater
than one day, the day in which the collections
are received will be entered as a subheading in
this column.

(5) When a collection voucher number is
entered on a copy of a WD AGO Form 14-44
as in the case of a copy forwarded to a fiscal
installation for an expenditure refund, it will
be borne in mind that the number pertains to
the entries on the Form 14-55 and is not a col-
lection voucher number assigned to the Form
1444,

(6) Collection voucher numbers will begin
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with number “1"” and continue in an unbroken
sequence throughout a single fiscal year. When-
ever the disbursing officer is relieved at one sta-
tion and, with or without a lapse of time, is
reassigned to disbursing duty during the same

“fiscal year, he will continue to use the same

series of numbers used at the former station
for the rest of that fiscal year.

d. COLUMN 8 (EXPLANATION AND PURPOSE).
(1) When a cash collection (including checks,
drafts, and money orders) is received by a dis-
bursing officer direct from an individual or or-
ganization, and if it is not entered on a collec-
tion voucher form, the name of the individual
or organization will be shown in this column
together with an explanation of the collection.

(2) When a collection is listed on a collec-
tion voucher form, the name of the officer re-
ceiving the collection, the identification of the
activity from which the collection arose, and
the number of the collection voucher form util-
ized, will be shown in this column.

(3) When a collection is made as a result of
a deduction shown on a disbursing voucher,
and only one individual is involved, the name
of that individual will be shown in this column.
When more than one individual is involved,
such as in the case of pay rolls, a description
of the voucher will be shown in lieu of names of
individuals.

(4) When amounts pertaining to canceled
checks are stated on the Form 14-55, the legend
“Standard Form 1098” will appear in this
column.

(56) Whenever a voucher collection pertains
to a Standard Form 1046, the form number and
the name of the officer who authorized the ad-
Justment will appear in this column; for ex-
ample, “SF 1046, Major G. L. Marks, QM(O”,

(6) Certain receipt accounts, such as 218921
Proceeds from Effects of Mentally Incompetent
Soldiers (Name of Soldiers), and 214710 Re-
imbursement, Settlement of Claims Against
(Name of Depositor), require additional data
as called for by the parenthetical captions con-
tained in the titles of the funds. When ecollec-
tions are made for any of these receipt ac-
counts, the additional information will be fur-
nished in column 3, unless it is stated in full
on a supporting collection voucher form.

19



™ 14-704

CHAPTER 4

EXPLANATION OF FIGURE 7.
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(7) Whenever possible, cash collections rep-
resenting a refund of an overpayment will be
identified by a citation to the vouecher number,
name and symbol of the disbursing officer mak-
ing such overpayment. If the collection repre-
sents a refund of a duplicate payment it should
be identified by a citation to the voucher num-
ber, name and symbol of disbursing officers
making both the original and duplicate pay-
ments.

e. COLUMN 4 (SYMBOL OF FUNDS TO BE
CREDITED) .

(1) In this column will be shown the com-
plete accounting classification of the fund to be
credited.

(2) For domestic transactions, the account-
ing classifications will be composed of the ap-
propriation, service code, allotment serial num-
ber, project, object, and fiscal station numbers

20

Tha inclusive dates of the period sre entered in thla block when the schedule

officars desire #p vse sccumilative totala, columnar
8 may be carrled forward.

covers a period grester than one day, the date thea collections
i In this column, end that day's collectlion vpucher numbers

icalled checks ereditinz 21-24X8135 will be 1isted on A separate S, F. 1098,

lustratas the voucher numbers
1 collection will be glven & collection vouclier number, even when a col=

This collection is complementary to disbursing voucher 3306; se

Cumulative totals are required on tha
schedule, except they are not vrequired {f the

The signature of the disbursing officer is required on the final sheet of
the schedule prepsred for the last day in the account

This block iz used when the schedule la for one day.

for a collection stated on a disbursing
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"inal shaet of each daily or periodic
ule covers the entire asccounting
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for expenditure refunds, or the appropriation
and appropriation reimbursement code num-
ber for appropriation reimbursements. In the
case of miscellaneous receipts, special fund
receipts, trust fund receipts, or special deposits,
only the receipt account or special deposit fund
code number will be shown..

(3) Foreign disbursing officers will comply
with chapter 16 in reporting collections.

f. CoLuMN 5 (CAsH COLLECTION). Enter in
this column the amount of collections received
in eash (including checks, drafts, and money
orders) applicable to each different accounting
classification,

g. CoLuMN 6 (VoucHER DEDUCTION). Enter
in this eolumn the amounts of collections re-
ceived by voucher collection (including can-
celed checks reported on Standard Form 1098)
applicable to each different accounting classi- { 1}
fication.
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SCHEQULE

v 19v1, AND VOUCHER DEDUCTIONS 1)
tada J

OF COLLECT!ONS

WAR DEPARTHENT

Nome, Grade and Title) STATION

FINANCE DEPARTHENT

Fayrall,

(3)

Belancea brought forward

t. M. B. Carter, QMC, Commisanry Sales
Form 10-87

st Lt, R. T. Moss, MC, Sale of Meadical
Supplies, Form 322

Standard Form 1092

Standard Form 1098 (Retirement Rafunds)
(E, Daposit for Flans,

AMC, Sale of Scrap,

et. 1320 5. U.

Standard Form 1046, Capt. G.. E. Green, CE

2nd Lt. W.F.Applegarth, CE, 01896034
ment for travel on Dias. Voucher
588, July '44 H.A. Gerdyne, Col., F.D.

cverpa

Julius Holt, Sgt., Serv. Co. C, died
12

R-314289

tth, FD, War Bond Zales,

Report
lative Total

F. Z. SMITH,

Colonel, Finance Department.

im (p —3-_ ,.X/r_n.‘.{:.’:\
|

(£)

| 215/60504 7-C-165 58.95
215/60820 £-C-301 62,95

219.06

99.81
19.60

T.50

100.00

=1F 0000 171.75

215160 50,00

a8
[

[ [59.15

e

3.50
|

2.50

l 7.50

, 460
112.50

1,573.17 | # 572.53 | $1,000.64
w,26h.78 | 2,414.12 | 1,850.46

% 5,837.95 | $2,986.65 | $2,851.30

Figure 7.

WD AGO Form 14-55, Schedule of Collections. 21
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38. Sheet Numbers and Totals

a. Each sheet of the daily, periodic, or
monthly schedules will be numbered consecu-
tively, beginning with number “1”.

b. Except in those instances where the dis-
bursing officer is specifically advised to the con-
trary, sheet totals may be carried forward, that
is, the totals of sheet number one may be car-
ried forward and entered at the top of sheet
number two, and totals of sheet number two
carried forward to sheet number three, ete.

¢. On the final sheet of each daily, periodic,
or monthly schedule, the two monetary columns
will be totaled to reveal the amount of cash
collection, and the amount of voucher collec-
tions, received during the day or period covered
by the schedule. In addition, the total amount
collected (cash plus voucher) will be shown
under appropriate heading on the same line,
and in the column headed “Symbol of Fund
to be Credited.”

d. Upon completion of each periodic or daily
schedule there will be shown the following en-
tries for Total Amount Collected, Cash Collec-
tions, and Voucher Collections:

Total this report.

Prior accumulative total,

Total to date.
Totals will be accumulated only for the account-
ing period covered by the related account
current.

39. Signature

Disbursing officers will sign the last Form
14-55 submitted during an accounting period.
(See fig. 7.) Daily or weekly Schedules of Col-
lections need not be signed as long as the last
schedule which reflects total collections for the
period is signed. The officer’s name, grade, and
department will be typed directly underneath
his signature.

40. Adjustments

a. For those adjustments between receipt
accounts and special deposits, which are ac-
complished on Forms 14-55, see paragraph
141ec.

b. Procedure for the adjustment of uncol-
lectible checks is contained in chapter 15.

22
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4|. Example Schedule

There is furnished with this chapter, as
figure 7, an example of WD AGO Form 14-55.

42. Submission of Collection Documents

a. Forms 14-55 will be prepared in triplicate.
The original and one copy of the form will be
forwarded to the Army Regional Accounting
Office. The triplicate copy will be retained by
the disbursing officer.

b. The original and one copy of those WD
AGO Forms 14-15 which are prepared for
cash collections, will be forwarded to the Army
Regional Accounting Office with the disbursing
officer’s accounts.

¢. The original only of all other collection
voucher forms will be forwarded to the Army
Regional Accounting Office.

d. For dates of submission see chapter 2.

43. Canceled Checks

«. Disbursing officers will cancel checks in
accordance with instructions contained in TM
14-500. Accounting requirements are as fcl-
lows:

(1) Canceled checks will be listed on a
Standard Form 1098, As a minimum the form
will be prepared in quadruplicate; sufficient
additional copies will be prepared to provide
each fiscal station whose accounts are credited
with one copy of the Standard Form 1098 ex-
cept when the check was issued by the Trans-
portation Division, Finance Office U. S. Army,
Washington, D.C. It is emphasized that the
requirement of furnishing a copy of the Stand-
ard Form 1098 alse applies to the cancellation
of civilian pay roll checks.

(2) All entries in connection with canceled
checks except those covering refunds of Civil
Service Retirement Deductions or checks drawn
on limited depositary banks (see ¢ below for
exception) will be entered on the same Stand-
ard Form 1098, regardless of the appropria-
tion or fund to be credited with the proceeds
of the checks unless the disbursing officer de-
sires to list checks pertaining to different fiscal
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stations on separate Standard Forms 1098 to
facilitate furnishing fiscal station with a copy
of the collection document.

(3) For the duration of the present emerg-
ency, names of payees appearing on checks
which are canceled need not be shown on the
Standard Form 1098. (See M.S. Comptroller
General B45101, 1 January 1945.)

(4) The Standard Form 1098 will be as-
signed a collection voucher number and entered
on the WD AGO Form 14-55 on the day the
checks are canceled.

(5) Canceled checks involving the Appropri-
ation Code 21-24X8135 will be listed on a
separate Standard Form 1098 prepared in
quintuplicate. The extra copy will be forwarded
to the Army Regional Accounting Office for
subsequent transmittal to the Civil Service
Commission. (See par. 87 for special pro-
cedure.)

(6) Normal disposition of Standard Form
1098 will be as follows:

() Original to the Army Regional Account-
ing Office.

(b) Duplicate and triplicate, together with
the canceled checks, will be forwarded with the
Statement of Depositary Account and the list
of checks drawn during the current month (or,
in lieu thereof, check copies), to the General
Accounting Office, Check Section. One of these
copies will be receipted (by rubber stamp) and
returned to the disbursing officer.

(¢) Quadruplicate copy retained by disburs-
ing officer.

(d) Necessary extra copies will be forwarded
to fiscal officers in accordance with require-
ments of War Department Circular No. 236,
1944.

b. When checks are returned for cancella-
tion and the drawer is no longer disbursing at
the station where the checks were drawn, or
when the particular disbursing symbol account
has been closed, the disbursing officer will fol-
low the procedure set forth in paragraph 113e,
TM 14-500. It is desired to emphasize that dis-
bursing officers should never cancel checks
drawn by another officer because such action
inereases his accountability and creates a short-
age in his checking account.

¢. The following procedure will govern the
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cancellation of checks drawn on limited deposit-
ary banks:

(1) Except as provided in (2) below, when
the drawer is still disbursing at the station
where checks were originally drawn, he will
process canceled checks in the same manner as
provided for canceled Treasury checks. For
the methods of handling canceled checks of
predecessors, or canceled checks pertaining to
a closed station, and other related special pro-
visions, see War Department Memorandum
35644, 12 September 1944,

(2) Deeceased persons. When the payee of a
check is known to be deceased and the disburs-
ing officer who drew the check is still disbursing
at the station where it was drawn, he will
cancel the check and prepare a Standard Form
1098, giving full description of the check and
voucher reference thereto. (A separate Stand-
ard Form 1098 will be prepared for each such
check.) The reason for canceling the check will
be stated as “undeliverable, payee deceased, but
proceeds are due’ his estate.” If the payee is
an enlisted man of the Regular Army the
amount of the check will be credited to Trust
Fund Account 21-8920-Proceeds from Estates
of Deceased Soldiers, Regular Army (fiscal
yvear and names of soldiers) (date of death)
otherwise it will be credited to the Trust Fund
Account 21-8902—-Proceeds from Estates of De-
ceased Personnel, War Department (name of
person) (date of death). The name of the sol-
dier, officer or civilian employee, as the case
may be, will be furnished together with the
date of death, as called for under the two men-
tioned Trust Fund Accounts. One copy of the
Standard Form 1098 and the check will be
sent to the Check Accounting Section, Recon-
ciliation and Clearance Division, General Ac-
counting Office, and one copy to the Casualty
Pay and Allotment Accounts Division, Office
of Special Settlement Accounts, 27 Pine Street,
New York 5, N.Y., with the transcript of pay
or other papers pertaining to the pay account
of the individual involved. The remaining
copies will be disposed of in the usual manner.

(3) Missing persons. If the payee of a check
is missing, the check will be held by the dis-
bursing officer, if he is still disbursing at the
station where drawn, until the check becomes

23
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stale-dated, at which time it will be transferred
to the liquidating officer as provided by par-
agraph 8b, War Department Memorandum
3544,

44, Collections Received for Other Govern-
ment Agencies, General

@. Collections received for another Govern-
ment agency will be applied as an increase to
the balance of 21F0000 Special Deposits, All
Others, regardless of the agency’s appropria-
tion or receipt account for which the collection
was made. In disposing of such a collection, the
disbursing officer will prepare and schedule a
Standard Form 1049 disbursing voucher, charg-
ing 21F0000. This voucher will be prepared
to show a disbursement to the officer who is
to receive the check. The related check, drawn
payable to the Treasurer of the United States,
will be forwarded as follows:

(1) To requesting officer. Whenever prac-
ticable, the check will be forwarded to the offi-
cial of the agency who requested the collection
to be made, and the Standard Form 1049 (Pub-
lic voucher for refunds), will be prepared to
show a disbursement to that agency.

(2) To other disbursing officers. Whenever
it is impracticable to dispose of the check in
the manner outlined in a(1) above, it will be
forwarded as follows:

(a) If the collection was made for a Navy
Department appropriation or receipt account,
the check will be sent to:

Property Accounting Officer
Bureau of Supplies and Accounts
Navy Department

Washington 25, D. C.

(b) If the collection was made for a Corps
of Engineers, River and Harbors and Flood
Control appropriation or receipt account, the
check will be sent to:

Disbursing Officer

Office Chief of Engineers

New War Department Building

21st and Virginia Avenue, N.W.

Washington 25, D. C.
The provisions of a above do not apply to col-
lections for the Engineer appropriations which
are disbursed by the Finance Department, for
example, 212/60905 Engineer Service, Army

24
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1942-45. They do apply to collections for the
appropriations and receipt accounts which are
commonly termed “Rivers and Harbors”; an
example of such an appropriation is 21X3000,
Maintenance and Improvement of Existing
River and Harbor Works, and an example of
a Trust Fund Receipt Account is 218865, De-
posit of Funds Contributed for Flood Control,
Rivers and Harbors (Name of Project).

(e) If made for an appropriation or receipt
account of the Post Office Department, the
check will be sent to:

Third Assistant Postmaster General
Division of Finance

Post Office Department

Washington 25, D, C.

(d) If the collection was made for any other

Government Agency, the check will be sent to:
Chief Disbursing Officer
Treasury Department
Washington 25, D. C.

b. ACCOUNTING REQUIREMENTS. Although a
collection received for another Government
Agency will be accounted for on the WD AGO
Form 14-55 as an increase to 21F0000 Spe-
cial Deposits, All Other, the code number and
title of the agency’s appropriation or receipt
account will be shown as an information item
on the schedule in column 3, “Explanation and
Purpose”. When the check is forwarded, it
will be accompanied by a letter of transmittal
revealing the source and reason for the col-
lection, and the code and title of the agency’s
fund for which the collection was made. A
signed copy of this transmittal letter will be
forwarded direct to the General Accounting
Office, Washington, D. C,

¢. DisposiTION NoT DELAYED. Disposition
of a collection received for another Govern-
ment Agency will not be delayed. When prac-
ticable, the check will be forwarded on the same
day the collection is received.

d. DISPOSITION OF IMPROPERLY ADDRESSED
REMITTANCES. This chapter should not be in-
terpreted as requiring a disbursing officer of
the Finance Department to accept and account
for a collection which was forwarded to him in
error. Such a remittance should not be taken
into his account, but should be immediately
forwarded to the proper official or agency.
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CHAPTER 5
TRANSFERS OF FUNDS BETWEEN DISBURSING OFFICERS
45. General forwarded to the receiving officer for disposi-

a. Transfers between disbursing officers are
accomplished by check and/or cash and are in-
voiced on WD Forms 326 (Invoice of funds
transferred). When made by cash the trans-
fers are receipted for on WD Forms 327 (Cash
receipts for funds transferred). See in this
connection paragraph 19, TM 14-500, which
provides that transfers by check will be accom-
plished by the transferring officer depositing
his check on Treasury Department Form 6599
to the disbursing symbol number of the officer
receiving the money. In those instances where
this method of transfer by check is imprac-
ticable, for example, if the disbursing symbol
number of the receiving officer is unknown, the
transfer may be accomplished by mailing the
check, drawn payable to the Treasurer of the
United States, with the WD Form 326 to the
receiving officer.

b. Whenever practicable, disbursing officers
will avoid transferring funds to officers who are
stationed outside their region. It is recognized,
however, that in certain instances it will be
necessary to transfer funds to an officer report-
ing to another Regional Accounting Office.

¢. Whenever a disbursing officer transfers
funds to expedite the closing of his accounts,
for example, for change of bond, he will ex-
ercise particular care to transfer such funds
to an officer stationed within his region.

456, Distribution of WD Form 326

@. From figure 1 of this manual it can be
determined whether a particular disbursing of-
ficer forwards his accounts to an Army Re-
gional Accounting Office or to a Foreign The-
ater Fiscal Office.

b. When funds are transferred to another
disbursing officer who also forwards accounts
to an Army Regional Accounting Office, the
WD Form 326 will be prepared in triplicate.
One copy will be retained by the transferring
officer and the original and one copy will be

tion in accordance with paragraph 47.

¢. When a disbursing officer who forwards
his accounts to an Army Regional Accounting
Office transfers funds to an officer who for-
wards his accounts to a Foreign Theater Fiscal
Office, the WD Form 326 will be prepared in
quadruplicate. The transferring officer will re-
tain one copy and forward the original and two
copies to the receiving officer for disposition
in accordance with instructions of the theater
Fiscal Director.

d. If it cannot be expeditiously determined
whether the receiving officer forwards his ac-
counts to an Army Regional Accounting Office
or to a Foreign Theater Figeal Office, the WD
Form 326 will be prepared in quadruplicate and
distributed as in ¢ above.

e. In those instances when the receiving offi-
cer prepares the WD Form 326, one copy will
be forwarded to the transferring officer if he
also transmits accounts to an Army Regional
Accounting Office; two copies will be forwarded
to the transferring officer if the transferring
officer forwards his accounts to a Foreign The-
ater Fiscal Office.

47. Submission of WD Forms 326 and 327

@. The original WD Forms 326 will be for-
warded to the appropriate Army Regional Ac-
counting Office by the receiving officer in sup-
port of the “Schedule of Transfers from
Others”.

b. Original signed WD Forms 327 will be
submitted by the transferring officer with the
account current in support of the entry “Trans-
fers to Others” shown in the “payments” side
of the 03.13 Disbursing Cash Account on the
reverse of the account current.

48. Schedules of Transfers

Each transfer of funds to another officer will
be listed on a Schedule of Transfer to Others,
and each transfer received from another officer

25



o~
oy
¥ .8 &
o LR S S g
~ = = :;3‘" “‘
-~ W ,_":‘0 Bl SRS
5 o R R S
AL O
~ =) S 5
N~ g
Yo ¢ @ QK
O ""b'
™ 14-704 CHAPTER 5 I Jul 1945 § o o
N
SCHEDULE CF TRANSFERS TO OTHERS
to support the _ Nov. 1944 account current of
_Col, E, Z. Smith, F,D. Disbtursing Officer located
at ___ Fort Finance, Maryland -
Emm and address of station)
TRANSFERRED TRANSFEREED DATE F
FROM SYMBOL HAME AND ADDRESS OF RECEIVING (FFICER TO SYMBOL AMOUNT FORM 326
(1) (2) (3) (4) (5)
21X0000
210-111 1st Lt. Tom Brown, F.D., Camp Pryor, Delaware 210-568 $ 13,493.41 17 Nov. A4
218135,2
L] - L] 6.6? "
21F5867
L L] L] ].10.&0 L
21F5850
L] L] n 356.25 n
21F0000
" " L 169.43 »
SCHEDULE OF TRANSFERS FROM OTHERS
to support the  Novw, 19 44 account current of
_Col. E, Z. Smith, F.D, Distursing Officer located
at Fort Finance, Maryland E
(name and address of station)
TRANSFERRED THANSFERRED DATE OF
TO STMBOL HAME AND ADDRESS OF TRANSFERRING OFFICER FROM STMBOL AMOUNT FORM 326
(1) (2) (3) ) (5)
21X0000
210-111 Capt. John Jones, F.D., Fort Mil11, Va. 210-289 $ 22,500,00 31 Oct. 44
" lst Lt. Tom Brown, F.D., Camp Pryor, Delawars 210-568 13,493.41 16 Nov. 44 v
218135.2
' N n 6.67 -
21F 5867
- - L] uo.so L]
21F5850
L L] - 3.56.25 L
21F0000
. ' » 169.43 Lt

will be listed on a Schedule of Transfers from

Figure 8. Schedules of Transfers.

Others. These schedules will be reproduced and

prepared by the disbursing officer in the man-
ner illustrated by the example schedules fur-
nished in this chapter. (See fig. 8.)
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49. Submission of Schedules of Transfers
The Schedules of Transfers will be prepared

in triplicate and the original and one copy I

will be forwarded to the appropriate Army Re-

____—4
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gional Accounting Office in accordance with the
following instructions:

a. Disbursing officers who forward accounts
on a monthly basis will submit the schedules
as a part of their monthly accounts.

b. Disbursing officers who forward Sched-
ules of Disbursements and Collections with sup-
porting vouchers on a daily or weekly basis,
will forward the Schedules of Transfers with
the accounting documents submitted for the
last day of the accounting period.

50. Schedule of Transfers o Others

¢. In column 1 will be shown the disbursing
symbol number of the transferring officer; the
name and address of the receiving officer will
be shown in column 2; the symbol number of
the receiving officer will be shown in eolumn 3;
the amount will be entered in column 4; and
the date of the related WD Form 326 will be
shown in the last column.

b. In the event the symbol number of the
officer to whom the funds are being transferred
is not known, the Schedule of Transfers to
Others will be completed except for the entry

in column 3.

51. Schedule of Transfers from Others

In column 1 will be shown the disbursing
symbol of the receiving officer; the name and
address of the transferring officer will be
shown in column 2; the symbol number of the
transferring officer will be shown in column 3;
the amount will be entered in column 4; and
the date of the related Form 326 will be shown
in the last column.

52. Segregation of Funds

a. In preparing the schedules, the follow-
ing types of funds will be segregated, with
each section designated by the symbol num-
ber of the fund as shown in figure & The
types of funds and their code numbers are
as follows:

CHAPTER 5
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Types of Fund Code Number

Disbursing Funds 21X0000
Retirement 218135.2
Federal Tax Withheld 21 F5867
Class A Pay 21F5850
Special Deposits, all Other 21F0000
Federal Tax Withheld

(Nonresident Aliens) 21F5878

b. 1f only one type of fund is transferred
only one code number need be shown on the
schedule; if only two types are transferred
only two code numbers are required, ete.

53. Special Requirements

a. Care should be exercised to state the
symbol number of the officer preparing the
schedule in column 1, and the symbol number
of the other officer involved in the transfer
in column 3; this is true for both schedules.

h. Regardless of when the disbursing of-
ficer acknowledges or claims a transfer, the
date of the related WD Form 326 should be
shown in column 5, even in those instances
when this date does not fall within the ae-
counting period shown in the heading of the
schedule.

¢. Only in unusual instances will all types
of accountable balances be transferred, for
example, when a disbursing officer is relieved
by his successor or when closing out balances
for change of bond. Nothing in this chapter
should be interpreted as requiring the trans-
fer of retirement funds. These collections
should be deposited on TD Forms 1 prior to
the transfer of balances, whenever it is prac-
ticable to do so. In the sample schedules
furnished with this chapter, transfers made
to facilitate a change of bond are illustrated,
and it is assumed that the transferring of-
ficer did not have sufficient time to deposit
his retirement collections on TD Forms 1. In
the illustrations, Lieutenant Tom Brown
transferred all his balances on 16 November
1944 to Colonel E. Z. Smith, and reopened his
accounts by receiving the same balances from
Colonel Smith on 17 November 1944.
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CHAPTER 6

DEPOSITS OF PUBLIC FUNDS

54, General

Disbursing . officers deposit funds to their
official credit in the Treasury of the United
States, to their limited depositary checking
accounts in banks, and to their personal
credit in the Treasury of the United States.

55. Official Credit Deposits

These deposits which are made on TD
Forms 6599, as provided in TM  14-500, in-
crease the balance of the disbursing officer’s
checking account on the books of the Treas-
urer of the United States. The deposits do
not decrease the officer’s accountability, and
are not reflected on the face of the account
current. The deposits are shown in the pay-
ment side of the 03.13 Disbursing Cash Ac-
count on the reverse of the account eurrent.

56. Limited Depositary Banks

Certain disbursing officers on duty outside
the continental limits of the United States
have been authorized to maintain checking
accounts in specified banks. Deposits to these
checking accounts will be made on forms pre-
scribed by the limited depositary banks. A
deposit to a limited depositary checking ac-
count does not reduce the accountable bal-
ance of an officer. The amounts so deposited
are included in the balance held in the limited
depositary bank as stated in the 03.13 Dis-
bursing Cash Account on the reverse of the
account current.

57. Personal Credit Deposits

When a disbursing officer deposits funds
to his personal credit on TD Form 1 (Re-
vised), he relinquishes all control over the
money by turning it over to the Treasurer of
the United States. These deposits reduce the
accountable balance of a disbursing officer
and are entered in total in column 9 (Treas-
ury Deposits) on the face of the account
current.
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58. Types of Personal Credit Deposits

a. Disbursing officers will deposit Retire-
ment Collectiong (Code No. 218135.2) to their
personal credit on the 15th and last day of
each month. In those instances where it is
not feasible to deposit exactly on these dates,
the deposit due on the 15th will be made as
soon as practicable, and the deposit due on
the last day of the month will be acecom-
plished not later than the 4th calendar day
of the succeeding month. -Collections made
for the appropriation code No. 21-24X8135
will not be deposited to personal credit. (See
ch. 9)

b. Whenever a disbursing officer has an
Army Account of Advance balance in excess
of his anticipated needs, he will reduce his

balance by transferring the excess to another -

disbursing officer or by depositing the excess
on a TD Form 1 (Revised). The Form 1 may
also be used to deposit unexpended balances
of 21X0000 when a disbursing officer closes
his account.

59. Preparation and Distribution of TD Forms |

a. The fund to be credited by the deposit
will be stated on the face of the TD Form 1.
Deposits of unexpended balances (disbursing
funds) will be identified by “21X0000 Army
Account of Advances”, and deposits to retire-
ment will be identified by “218135.2 Contri-
butions, Civil Service Retirement and Dis-
ability Fund.”

b. A single series of serial numbers will
be used for the two types of personal credit
deposits. The series will begin with No. “1”
and will run consecutively throughout a
single fiscal year without regard to the type
of deposit. The serial number on the cer-
tificate will be further identified to show
whether it pertains to the retirement or un-
expended balances as illustrated in the fol-
lowing examples:
Deposit No. 1 (Ret.)
Deposit No. 2 (UB)

Deposit No. 3 (Ret.)
Deposit No. 4 (Ret.)
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The schedule number space on the Certificate
of Deposit will not be used. (See fig. 9.)

¢c. The TD Form 1 will be prepared in
quadruplicate and will accompany the check
to the depositary. The depositary will re-
ceipt the duplicate and triplicate and, except
as provided in d below, will return these two
copies to the disbursing officer who will for-
ward the duplicate to the Army Regional
Accounting Office receiving the related ac-
count current.

d. When the Treasury Department at
Washington, D. C. receives a check and Treas-
ury Department Form 1 from a disbursing
officer located outside the continental limits
of the United States the duplicate copy will
be forwarded to the Fiscal Director, Army
Service Forces and the triplicate copy will
be returned to the disbursing officer.

CHAPTER 6
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60. Copies of Checking Account Certificates

Copies of TD Forms 6599, or copies of
forms used to deposit to a checking account
maintained in a limited depositary bank, will
not be forwarded to Army Regional Account-
ing Offices.

61. Schedules

The disbursing officer will prepare and sub-
mit in duplicate with his account current,
Schedules of
deposits to his official credit with the Treas-

separate Deposits covering
urer, or in a limited depositary bank, and,
deposits to his personal credit. The forms
will be reproduced locally and prepared in
accordance with figure 10.

29
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(THIS DEPOSIT 1% NOG SUBJECT TO CHECK
£ Ft, Finance, M, !
et o November 15, 19Lk Deposit No. 9 (ret)
E. 2. Smith, Col., F. D, )
SRy D niabu.rsing Qfficer o redule No. -
| has deposited with First National Rank Redfield, Md
St of Grposita d i ’-_ e

...Sixty Five and
|| on account of

|
Trust Fund Receipts 215135.2

i
T

06 poltars

-£ ;__ | Period November 1 - 15, 19l §65.06

E:. ’_é I I eertify that the abore unt has been feceived
z13E | " | nlm'. crodited in the neeoun the Teeasurer of 1he
i |ud Symbol No. 210-111

ElE |

(THIS DEPOSIT IS NOT SUBJECT TO CHECK)

- | it November 11, 19LL Deposit No. . 6 (uB)
a0 0 T G Jepat e Wiy a1y seel) B LIS 1 oA
K1 Col,, F.De Disbursing Officer Schedule No. ...
=85 | depautan Tt £ B FULED o WY DORCTCR)
22132 || has deposited with First National Bank i, Redfield, Md. . .
E | [ drp aryl {Flace)
i i Fifteoen Thouaaid = = = = = = = = = == = = = = == = = = = = et _No_ Dellars
¥ on account of L
t 3334 21X0000 Army Account of Advances |$ 15,000.00

al $27| ; L ) L=
=1y || 1eertity th abore has b fved
Elg | syabol No. 210-111 | iz ot e shors st b e s
97 1. 8.

gl |

e 5‘ ! T Duie cradileds

di i

Figure 9. Treasury Department Forms 1.
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SCHEDULE QF DEPCSITS TO PERSONAL CREDIT

ON T. D. FORM NO. 1

| Deposite by Col. E. Z. Smith, F. D., -Syubol 210-111, Disbursing Officer,
Ft. Finance, Maryland, during November 1944.

| DATE /D WUMBER DEPOSITARY AMOUNT
11 Mo, g (us) 1st National Bank, Redfield, W4, $15,000.00
15 9 (Ret) ' 65,06
30 10 (Ret) . 99.27

[ TOTAL $15,164.23

SCHEDULE (F DEPOSITS TO (FFICIAL CREDIT
I M T. D. FORM NO. 6599

Deposits by Col. E, Z. Smith, ¥, D,, Symbol 210-111, Disbureing Officer,

| ‘ Ft. Finance, Maryland, during November 1944.

‘ D!.E Efn NUMEER DEPOSITARY AMOUNT
1 Kov. " 1st National Bank, Redfield, Md, $ 115.96
" 40 . 18.43
30 Fal b 1,500.00

TOTAL  $1,634.39

SCHEDULE OF DEPOSITS
TO THE LIMITED DEPOSITARY, BARCLAY'S BANK

T —— Deposits by Major Tem Anderson, F. D., Symbel 210-51%, Disbursing Officer,

APO 359, c/o Postmaster, New York, M. Y., during Newember 1944.

DATE DE?EB_IE _SE. I_P Lllml'{
! 1 Now. 52 5 10.18, 5
15 53 6. 7.11
30 54 9.11.10

b 26.18.2 @ $L.035 = 108,58

Figure 10, Schedules of Deposits.
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CHAPTER 7
SPECIAL DEPOSIT ACCOUNTS

62. Special Deposits, General

«. Special deposits are amounts turned
over to the disbursing officer to be held in
his accounts for the depositor, until such
time as a proper disposition of the funds can
be accomplished. This includes those sums
for which a proper disposition has not been
determined at the time the collection is re-
ceived.

b. Some examples of funds which are ac-
counted for as special deposits are as fol-
lows:

(1) Funds received from sales, the expense
of which will be paid from the proceeds of
the sales.

(2) Funds received for unofficial telephone
service.

(3) Funds deposited in lieu of perform-
ance bhond.

(4) Funds deposited for plans and other
documents loaned to individuals and organ-
izations.

(5) Funds received on account of taxes
imposed by Federal, State, or other political
subdivisions of the Government.

(6) Collections received for other Govern-
ment agencies. (See paragraph 44.)

¢. (1) The following special deposit aec-
counts are prescribed for general use:

Uode No. Account Title

21F0000 Special Deposits, all Others

21F5850 Special Deposits, Class A Pay
Reservations, Civilian and
Cash Sales.

21F5867 Special Deposits, Federal Tax
Withheld from Salaries of
Federal Employees, War De-
partment.

21F5878 Special Deposits, Federal Tax

Withheld from Payments of
Nonresident Aliens, War De-

partment.
(2) Disbursing officers collecting special
deposit funds applicable to the other special
deposit accounts which are listed in chapter

32

6, TM 14-700, will account for the funds in
accordance with specific instructions from
the Fiscal Director, Army Service Forces.

63. Collections

Each collection for special deposits will be
entered on the WD AGO Form 14-55. The
code number of the applicable special deposit
fund will be entered in the column headed
“Symbol of Fund to be Credited”.

64. Disposition of Special Deposit Funds

a. Collections received for special deposits
will be disposed of by disbursement. One or
more of the following dispositions will be ac-
complished ;

(1) Refunded to the remitter.

(2) Paid to another individual or organiza-
tion.

(3) Withdrawn from special deposits and
applied as increases to appropriations or receipt
accounts.

b. Whenever it is necessary to refund a spe-
cial deposit to the remitter, the amount will be
disbursed on a Standard Form 1049. Payments
for the remitter to another individual or organi-
zation will be disbursed on appropriate voucher
forms, in most instances on Standard Form
1049 or Standard Form 1034 (Public voucher
for purchases and services other than per-
sonal). These disbursing vouchers will be
settled by check or cash payments.

¢. In those instances when it is necessary to
withdraw an amount from special deposits and
apply it to an appropriation or receipt account,
a Standard Form 1046 (Schedule of transfers
—Special deposits) will be used. This is a dis-
bursing voucher form which is used to decrease
the balance of a special deposit account and to
increase the balance of an appropriation or
fund. The code number of the special deposit
account to be reduced will be shown on the
same line with the related amount, and to the
left of the monetary entry. The code number
for the fund to be eredited will be shown in the
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sEumatRam e 62 SCHEDULE OF TRANSFERS—SPECIAL DEPOSITS o 2111

Sheet Mo oo

WAR - i S A QUARTERMASTER CORPS . ..
(Dep or Estat 3] {Burean or Office)
Made by __08Pts M, B. Carter, Q.M.C. = Sales Officer _ _ Ft, Finance Maryland
(Name).. (Title) (Staslon) 5
Period ... 20 Noveaber 19kh D.O. Symbol No, ... 200=101 __ _______ .
i o ot eoded)Gols By Z. Smith, F b Finance, ¥d, Sta. No, 100
Dare REcErrt S oy B DETAIL DESCRIFTION OF PURPOSE FOR T‘n‘_:‘}?s";ﬁ:::gn FUND 10 BE CREDITED

Rrcervep NUMBES Wamca ColLecTions WERR RECEIVED (Bymbol and title in fall)

EzauLak ACCOUNT

29 Oct.|Coll. T. 0., Stevens, ! Sale of Salvage. 1
| 215160

|

|
194 | Vou, Spring Greve, Md., | 21F0000 !
148k _ .
Above : |
De0. [

Toray, |

The Accountable Officer is authorized to transfer from Special Deposits to his Regular Account and deposit the
total amount shown in the column headed “Amount to be Transferred to Regular Account.”

(Signature of ag ng offieer) iy

Title . Sales Officer

i Cortificate of Deposit NO, cecemmeeeeee— . Dated e

U8, GOVEANMENT FRINTING OFFicE  10—1TED

Figure 1f, Standard Form 1046 (Regular).
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Standard For
Form sporoyed by Comotroller Gensenl U, B,

'DUPLICATE -

(o]
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Form No. 1046—Revisd

SCHEDIME AF TRANSFERS
RETAINED ~ BY DISBURSING OFFIGER

'ORIGINAL' FORWQRDED T0 ARHY REGIONAL ACCOUNTING

vorn iseat by Commwioior avneei 0.5, SCHEDULE OF TRAMSFERS — SPECIAL DEPOSITS Schototecve. 2789 ..

Juna 28, ShE Nos s R
WAR s oS FINANCE DEPARTMENT
Pq {Departmant ar Establiahment) {Buoreau or Oiflos) Statim NO. 100
i | Made by ....C01. E. Z, Smith, F.D. _ Disbursing Officer __Ft, Finance, Meryland
“(Name) (Tithe) {Btaslon)
1 Period 20 November 2Shh . D. O. Symbol No. ... 210-111
Bl gt PR3
i | MER | Newormeem e SR ;:"mw [ A SR,
— et = | =
19kl {Robert ¥, Masters | Adjustment of Federal
|Captain, T.C. Tax and War Pond De- |
| "er*ify1ng ‘Officer ductions on the
| following vouchers, |
|
15 Oct.| " " 1748 oct. 19k $ .20 | 212/50502
507-1382
P L1-01
‘ S 18-096
30 Oct.| " n 2Li03 Oct. 9Lk | k.95 | 212/50905
. | 508-1567
|

Lo

P 1;20-01
8 168-096
|

Funde Charged

| 21F5867 $ 2,40
| 21F5850 3.75

$ 6.15

Torar, | 8 6 15

The Accountabla Officer is R\hhl'l’l{“ll to transfer from Special Deposits to his Regular Account and deposit the
total amount shown' in the eolumn headed “Amount to ba Transferred to Regular Account.”
See payroll adjustment
sci‘edules abtachad

(! .m.( ;rr ..rr ..| m\wlr ‘ Jmmr,l

Titla -

Certificate of Deposit No. ... Dated ___..

., SOVENNMENT PRINTING OFficE {01THE

Figure 12. Standard Form 1046 (Adjustment of Bond and Tar Collections).




I Jul 1945

last column of the form. (See fig. 11.) Stand-
ard Form 1046 will be given a disbursing
voucher number and entered on the Schedule of
Disbursements. The entire amount of the Form
1046 will also be entered on the WD AGO Form
14-55 as a voucher collection credited to the ap-
propriation or receipt account shown on the
Standard Form 1046. No check is drawn or
cash payment made on a Standard Form 1046.

d. More than one special deposit account
may be charged on a single disbursing voucher,
however, charges to 21F5867, and charges to
21F5878 will, in every instance, be shown on
separate vouchers. (See par. 78b.)

e. In the preparation of Standard Forms
1046 for adjustment of deductions from the
pay of ecivilian employees, it is desirable that
the code numbers and amounts for withheld
taxes and War Bonds be stated on a single
form. The disbursing officer will prepare a
Standard Form 1046 for each certifying offi-
cer, using as his authority therefor, the WD
Forms 63 (Pay roll adjustment schedule) fur-
nished him by the certifying officer. A copy
of the Standard Form 1046 will be forwarded
to the fiscal officer maintaining the allotments
credited. Figure 12 is an example of a Standard
Form 1046 prepared to adjust bond and with-
held tax deductions,

f. BEach disbursement charging special de-
posits, including those stated on Standard
Form 1046, will be made under the authoriza-
tion of the officer who directed that the com-
plementary collection he credited to special
deposits. The disbursing officer will determine
that there is a sufficient balance in the related
subsidiary ledger maintained for the authoriz-
ing officer, before reducing the balance of spe-
cial deposits.

65. Special Deposits, all Other

a. Detailed procedures for 21F5850,
21F5867, and 21F5878 are contained in chapter
8. Other collections which are made for special
deposits will normally be credited to 21F0000
Special Deposits, All Other.

b. Whenever it is impracticable to determine
the fund which should be credited by a collec-
tion, the amount will be entered on the Schedule

CHAPTER 7
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of Collections and credited to 21F0000, until a
proper determination can be made.

66. Accounting for Sales of Property

a. Whenever the expense of conducting a
sale is to be paid from the proceeds of the sale,
the gross collections will be eredited to 21 F0000.
The expenses in connection with the sale will
be met by disbursements charging the special
deposit account, and the amounts remaining
will be withdrawn from special deposits and
applied to the proper receipt accounts or ap-
propriations by Standard Form 1046.

h. Proceeds from the sales of surplus prop-
erty in oversea areas will be credited to ac-
count 21X6200 in accordance with instructions
contained in Finance Bulletin 45, 1945.

67. Unofficial Telephone Service

Monies collected for unofficial telephone serv-
ice will be credited to 21F0000. Amounts rep-
resenting toll charges will be disbursed to the
telephone company, and amounts representing
taxes will be disbursed to the Collector of In-
ternal Revenue, for the distriet in which the
disbursing officer is located.

68. Deposits in Lieu of Bonds

In some instances contractors will deposit
cash in lieu of performance bonds. This is often
done in the case of contracts for garbage dis-
posal. Upon completion of the contract, the
deposit (previously credited to 21F0000) will
be disbursed to the contractor on a Standard
Form 1049 or applied to the final payment due
from contractor; the amount of the final pay-
ment will be withdrawn from Special Deposits
and credited to the proper appropriation or
receipt account by Standard Form 1046 and the
balance, if any, refunded by Standard Form
1049. In the case of forfeitures, the amount
forfeited will be withdrawn from special de-
posits and credited to the proper appropriation
or receipt account by Standard Form 1046.

69. Deposits for Plans

Monies received as deposits for plans will
be credited to 21F0000. If the plans are re-
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turned, the deposit will be refunded by a dis-
bursement on Standard Form 1049 ; if the plans
are not returned, the collection will be with-
drawn from special deposits and credited to
the proper miscellaneous receipt account by
Standard Form 1046,

70. Taxes

Except for income taxes, sums collected for
taxes imposed by a federal, state, or other poli-
tical subdivision of the Government will be
credited to 21I°0000; for example, when tax-
able commodities are sold, that portion of the
sales price which represents the value of the
commodity will be credited to the appropriate
miscellaneous receipt or appropriation, and
that portion of the sales price which represents
the tax on the commodity will be eredited to
21F0000. Periodically, usually once a month,
these taxes will be disbursed to the Government
authority imposing the tax, or to the vendor
for subsequent payment to the Government
authority. (See sec. I and VI, ch. 6, TM
14-504.)

71. Special Deposit Checks Canceled by the
General Accounting Office

@. Whenever checks forwarded to the Gen-
eral Accounting Office for cancellation under
the provisions of paragraph 113, TM 14-500,
are to be credited to a special deposit account,
such checks will be listed on a separate letter
of transmittal. The symbol number and the
name of the disbursing officer whose checking
account should be credited by the special de-
posit sums will be shown on the transmittal
letter in place of the appropriation coding. In
most instances the officer to receive the credit
for these special depogit funds will be the of-
ficer who is forwarding the checks for cancella-
tion. The General Accounting Office should be
requested to expedite the cancellation of the
checks.

b. The disbursing officer will not take these
special deposit sums into his ledgers at the time
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the checks are forwarded to the General Ac-
counting Office, nor will he immediately make
the special deposit funds available to the offi-
cer who certified the related voucher. In lieu
thereof, he will list sueh amounts on a Register
of Special Deposit Collections Receivable. A
separate ledger will be maintained for each cer-
tifying officer involved. Whenever the disburs-
ing officer is advised by the Treasury Depart-
ment that the special deposit sums have been
placed to his official credit, he will clear the
aforementioned register, report a special de-
posit collection, and place the funds available
to the certifying officer or his successor. (See
par. 123 and fig. 22.)

c. In those instances where delay is encoun-
tered, the disbursing officer will contact the
General Accounting Office and/or the Treasury
Department, through established channels, in
an effort to expedite the receipt of the sums
so that they will be available to the certifying
officer at the earliest practicable date.

72. Transfers Reported as Special Deposit
Collections,

a. Whenever a receipt of funds is accounted
for as a special deposit collection, and it is sub-
sequently determined that the amount should
have been taken up as a transfer from another
disbursing officer, the following procedure will
be applied:

(1) The amount of the collection will be
disbursed on a fully explained Standard Form
1049 made payable to adjustments. The ac-
count previously credited with the collection
will be charged on the voucher. Neither a cash
or check payment will be made.

(2) On the same day the disbursing officer
will inerease his accountability by taking up
the amount as a transfer from another disburs-
ing officer,

b. An explanation of the delay in accounting
for the transaction as a transfer will be filed
in support of the WD Form 326.
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DEDUCTIONS FROM CIVILIAN PAY
73. General posit on TD Forms 1 (Revised) all retirement

a. This chapter provides the accounting pro-
cedures for deductions from the pay of civilian
employees, with particular regard to the fol-
lowing funds:

collections coming into their possession. These
deposits will be made on the 15th and last day
of the month. In those instances where it is not
feasible to deposit on these dates, the deposit
due on the 15th will be made as soon as prac-

Code No. Title ticable, and the deposit due on the last day
218135.2 Contributions, Civil Service Re-  ijll be accomplished not later than the 4th
tirement and Disability Fund. calendar day of the following month. (See pars.
21F5867 Special Deposits, Federal Tax 58 and 59.)
Withheld from Salaries of Fed-
eral Employees, War Depart- 76, Disposition of Federal Tax Withheld by
ment. Disbursing Officers Stationed Within the
21F5878  Special Deposits, Federal Tax Continental United States (Excluding
Withheld from Payments to Alaska)
Nontesidentc-alions, f Wae s Des Disposition of tax withheld on the salaries
partment. of civilian employees will be accomplished as
21F5850 Special Deposits, Class A Pay  follows:

Reservations, Civilian and Cash
Sales.

b. For additional information in connection
with employees who are subject to deductions
for the above funds, see Civilian Personnel Reg-
ulations Nos. 85 and 120, and Civilian Person-
nel Circulars No, 39, 1943, and No. 28, 1944.

74. Reporting Deductions

a. All voucher collections on ecivilian pay
rolls and pay vouchers will be entered directly
on the WD AGO Form 14-55 regardless of the
appropriation, receipt account, or special de-
posit account to be credited.

b. Deductions for allotments of pay, sub-
sistence, quarters, and other items not dis-
bursed, will be subtracted by the certifying offi-
cer from gross earnings before the amount to
be charged to the appropriation is entered on
the pay roll. Such items have no effect on the
accountability of the disbursing officer and are
not shown on the Schedule of Disbursements or
Collections,

75. Disposition of Retirement Collections

Disbursing officers, wherever located will de-

a. Disbursing officers will requisition a sup-
ply of bank depositary receipts for withheld
taxes, TD Form 410 (Revised) from the near-
est Federal Reserve Bank or Branch of the
district in which stationed. The blank stock
of depositary receipts will be kept in a safe or
vault.

b. On or promptly after the end of each of
the first 2 months of a tax quarter disbursing
officers will prepare and certify Standard Forms
1049 payable to the Federal Reserve Bank or
Branch covering balances held in their Special
Deposit Account 21F5867 at the close of the
preceding month in the name of the certifying
officer. The Standard Forms 1049 need not
show in detail the collections and adjustments
for the month but will reveal the names and
related amounts for each certifying officer for
whom receipts are prepared and for whom pay-
ments are made. The total of the detailed
amounts shown opposite each certifying offi-
cer’'s name, will equal the amount to be dis-
bursed. For each detailed entry on the Stand-
ard Forms 1049 there will be a TD Form 410
receipt. Figure 13 is an example of a disburs-
ing voucher on which tax payments will be
accomplished to Federal Reserve Banks.
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¢. The disbursing officer will prepare in
triplicate depositary receipts (Forms 410 pre-
pared as per figure 14) in the name of each
officer who certified civilian pay rolls to the
disbursing officer. Each receipt will be in the
amount of the individual certifying officer’s
21F5867 FTW balance.

d. A check drawn payable to the “Federal
Reserve Bank of ...... for Account of the
Treasurer of the United States” will be for-
warded with the original and one copy of the
Form 410 to the bank. Upon receipt of the
remittance the Federal Reserve Bank will re-
ceipt the original Forms 410 and return them
to the disbursing officers.

e. At the time the 410 receipt is prepared,
the disbursing officer will enter a notation as to
the disbursing voucher number and date on
the triplicate copy. When the original receipt
is received from the Federal Reserve Bank the
disbursing officer will forward the annotated
triplicate copy to the certifying officer and
will place the original copy in safe keeping
until the tax payment for the quarter is made
to the Collector of Internal Revenue.

f. After the summary control has been
balanced, and at least 10 days prior to the
close of each month following the close of a
tax quarter, the certifying officer will submit
to the .disbursing officer a complete and cer-
tified Standard Form 1049 payable to the
Collector of Internal Revenue. This voucher
must show in detail, the voucher number and
date, the amounts collected on pay rolls, as
well as the reductions of collections as a re-
sult of adjustment vouchers (including
Standard Forms 1049 refunds). (See CPR
120.6.) In addition, the certifying officer will
deduct from the net collections for the quar-
ter, which are due the Collector of Internal
Revenue, those payments of tax which were
previously forwarded to the Federal Reserve
Bank, and for which the ecertifying officer
holds annotated copies of receipt Forms 410.
These deductions will be shown in detail on
the Standard Form 1049 together with de-
tailed wvoucher references. The remaining
amounts due the Collector of Internal
Revenue for the particular quarter will be the
amount certified to the disbursing officer for
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payment. (See fig. 15 for a sample of the
voucher on which tax will be paid to the
Collector of Internal Revenue).

g. Disbursing officers will d raw checks
payable to the Collector of Internal Revenue
for the net amount of vouchers (fig. 15) and
forward checks, together with the original
depositary receipts, to the certifying officers
concerned who will use the receipts and
check to meet the quarterly payment of with-
held taxes. TD Form W-1 (Return of In-
come Tax Withheld on Wages), prepared by
the certifying officer, will agree in amount
with the total of the Form 410 receipts plus
the checks.

77. Disposition of Federal Tax Withheld by
Disbursing Officers Stationed Outside the
Continental Limits of the United States
(Including Alaska) and for all Special Dis-
bursing Agents Assigned to Army Trans-
ports

a. Disbursing officers located outside the
United States (including those stationed in
Alaska) and who pay civilian employees com-
ing within the scope of Civilian Personnel .
Regulation 120, will proceed as follows:

(1) No payments- will be made to Federal
Reserve Banks or to the Collector of Internal
Revenue until after the end of the tax quar-
ter and Forms 410 will not be used.

(2) On the basis of a Standard Form 1049
charging 21F5867, prepared and certified by
the certifying officer in conformity with
Civilian Personnel Regulation 120.6, the dis-
bursing officer will draw a check payable to
the Collector of Internal Revenue and will
forward this check to the certifying officer.

b. Disbursing officers coming within the
scope of Civilian Personnel Circular No. 39,
1943, will make their quarterly payments to
the Collector of Internal Revenue by a Stand-
ard Form 1049 which will furnish in detail
voucher collections and adjustments, as well
as the amount of 21F5867 tax collections
which are due the Collector of Internal
Revenue. This Standard Form 1049 will be
prepared and certified by the disbursing of-
ficer on the basis of his internal records. The
check will be drawn payable to the Collector
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S ol Al T, -
Foem woprove s sz % PUBLIC VOUCHER FOR REFUNDS Seria? No. ... i
D. 0. Vou. Ne. . 1200

‘George G. Meade, Maryland )

{Give place and dute)

(Voucher prepared Ft' 2

s War Department
T (Department or Establishmunt, Burean o Ofice) q
Appropriation or fund ... 21F5867
PAID BY
THE UNITED STATES, Dr.. Walter Cory
| mjor, F. D.
To BALTIMORE BRANCH | Ft.Meade, Md.
FEDERAL RESERVE BANK OF RICHMOND | symbol 210-580
Address BALTIMORE, MARYLAND | Sta. 1500
/ | Jamuary 1945
(FOR USE OF PAYING OFFICE)
Statement of deposit(s) received and applied: Contract No. .....cc.e.. DIRTE o i s
oareor [ RECEPT | (ourcs posci i o S SRR UICES ) s, | oSN, R —
T - o _.l:ln_nilr-_n .'r-rﬂ.':!\-h"'[!ﬂh.l _{?FL’MFI_E RI-'.E.-‘.‘-AE?\ i f:PO_LL&ﬁS;:QSL T‘P}EE_S_L 35: __f.\ﬁulk}__'cf_ -
| | {
Givil:r‘ian 11 Certifying Officer - Ft. GeorFs Mead | Md $2,923 00
Civilian Pay:l'oll Certifying Officer -~ Camp Jong s Md, | 2,150 00
Civilian Payroll Certifying Officer - Camp Smith, Md. | 857 |25

$5,930(25 |

TOTAL, [ 1

I certify that the above statement of deposit(s) of the payee or depositor named is correct and that

thesumof $ ... ... .. .. .. . isdue said depositor.
*Approved and refund authorized for §..____ .
(Sign.originalionb) " e/ WALTER CORY
Title .. Disbursing Officer

on Treasurer of the United States
[ Check No. _. 'I"’SJ Tw ..., dated 31 Jm'lplé for § 539”‘25‘ in favor of payee named above.

Refund Signature
bu. Canh S E o gy W e e Tab el v pr I e T Tl Y AL
Y (Sign criginal only)
Other method, §.. oo Nl el e I e e VR DO AR Sl e R T L
#Describe)

*1f tha abilit ¥, to cartily and sumuriL{ to approve are combioed (o one person, one signaturs only is necessary; otherwise the approviog officer will sign in the blank space
below ** Approved,” ete., and over his officlal tithe,

0T

Figure 13. Standard Form 1049, Tax Payment to Federal Reserve Bank



™ 14-704

CHAPTER 8 I Jul 1945

40

DEPOSITARY RECEIPTS

HenvicE Sec. 1631, Intornal Revanue Coda as Added by
o ST L the Current Tas Payment Act of 1963 -
2 A.B.A. No............
g 0: CoLLECTOR OF INTERNAL REVENUE:  'THIS IS TO CERTIFY that the employer named Below has made peyment to fhis
s tn*h:;;::ltg tj;pnulnry for secount of the ?oderul R.nune Bmk of s fiscel agent of the United States, in special sccoum
i aul, lo ] riment =
g e ST A PET PSS WP b or4 cor at
o Space Reserved for Collector of Internal Revenus
S ;,’- Ft. Meade, Md. T
a
a8
ols _....31 January 1945 _ $2,923|00
o (Date o payment)
il R E - T i e |
o
"gg E War Department
o g . 5 ) = Y.
= E ¢/o Finance Officer
= _|Ft. George G. Meade Md.
: - e thg e -'-'"‘O-""_"—”--.—:a,_____'"‘_"'-Af.‘_________'
s {Blgpassry of sulbiorlsel e ployes of Jépoiilary]
~— 'mﬁ’wmc‘-:ﬁ:}(z :.;::n‘mbnr.-—l‘hh uuipt must u;b;aj:ﬁlnfﬂv:;;:rm '!“nmm) m-ln“ .‘ Income Tax !‘i‘u:.h:ld on :'-:':_h
(:;:;:l;uig o mplu,r-hou]d request |h?;km-i“ ni:il,:hm(l -nﬁmln thumcmm-lm-u&&y- h.inu.u-n
narial umbor tist ha geoked 1 Loy m"n:-hpﬂ:— vehich, ihs b neossanry m".fmm“ e Bk

SR B8 frfirueit  DEPOSITARY RECEIPT FOR WITHHELD TAXES Sgaur No. FR1 — 123456 A

Duplicate

FEDERAL RESERVE BANK COPY
:See IMPORTANT NOTICE at bottom of raceipt)

o o 4 Mmtm',m‘\ DEPOSITARY RECEIPT FOR WITHHELD TAXES Seaur No. FR1 — 123456 A

Tiacosti o Arichs O e Risaniis Cads 81 fodad by A DA No, e
{Insert)
To: COJ.‘" n oF INTERNAL REVENUE: THIS IS TO CERTIFY that the employer named below has made payment to this
W hri:;d depositary for n;:ount of the F erl:‘RTmr\faBllk of as fiscal agent of the United States, in special secount
it 1o royigions Department 1" l!r No follows:
Fomi LEadoa £ 2roptier oi Ty, Pay ] ing officer at
sm.mmrmmm -Ft. ].‘.leada, Md.
Dollars Centa
_____ S1_Jenuary 1945 _ $2,923 00
{Date of paymest)
{Name and sddram of smoloyer) TNGE i TooaTlen of depoatiaryy |

\{TMPORTANT NOTICE TO DEPOSITARY.~Thls firef copy must be forwarded to the Federal Reserve B.-nk af the time remittance wndlu
thia deposit of withbeld taxes fs mads to the Foderal recarve bank from the scosunt *Withiald Taxss™ 'h!- eopy of deposilary recelpf will not be
sccepied by Collector of Internal anne.

Triplicate

DEPOSITARY'S COPY
(See INPORTANT NOTICRE at bottem of recelpt)

PRy 3% frwer ) DEPOSITARY RECEIFT FOR WITHHELD TAXES  Semar No. FR1-123456 A
Frca

L SERVICE Eae. 1631, Internol Revenus Code os Added by
Buresu of Acounts tha Currant Tes Payment Act of 1943 -
ABoANo. T
(lmsort)
[To: CoLLEcTOR OF INTERNAL REVENUER: THIS IS TO CERTIFY that the employer named below has made payment to this
muthorized de])oli!lrr for account of the chcr-l Reserve, Bank of as fiscal agent of the United States, in special account
“Withheld Taxes,” p 10 tha of Treasury Department Circular No. 714 as follows:
This remittance is for the civilian pay roll certifying officer at
Ft. Meade, Md. Dellars Conus] |
L
_31 January 1945 $2,923/00 | {
i (Data of payment) o =
(Name and nddrees of emnloyee) (Nama and leatlon of dopositary)

War Department

/0 Finance Qfficer

l&im"‘

IMPORTANT NOTICE TO DEPOSITARY.—This second copy must be d by the deposltary as lis record of this parmant by the
amployer of withheld taxes. This copy of dapomnary receipt will not de sccepted by Collscter of Internal Revenue.

Paid on Voucher No. 7200 on 31 January 1945 by Major Cory, -Symbol 210-680

Figure 1. Treasury Department Form 410 (Revised)
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Form No. 1048

e o ks > PUBLIC VOUCHER FOR REFUNDS Seritl No-orooo
D. 0. Vou. Ne... 427

(Voucher prepared .. FX. GEORGE G. MPADE, MARYIAND )

(Give place and date)

U.S oo WAR_DEPARTMENT

t]J-v.-_mrf_.mant or Establishment, Buresy or oaiéu;

Apnroptintion o fundl =) SSXSBAT- = Uih o - Al e TS o e S St R A e

THE UNITED STATES, Dr., TN
Walter Cory
Major, F.D.
To COLLECTOR OF INTERNAL REVENUE, Ft. Meade, Md.
- Symbol 210-580
Address BALTIMORE, WARYLAND. Sta. 1500
Apr. 1945
(FOR USE OF PAYING OFFICE)
Statement of deposit(s) received and applied: Contract Now e eccaaeeene Dqt_?___A___....:,___.._::.....,....
DATE OF | RECEIPT TR pEst AP T TG B A e AEVRIED CHANGES i P i %w NOTATIONS
:EPOSIT & AHD OTHFR INFORMATION DZEMED NECESSARY) =~ |—poiliams | e¥s. | DOLEARS | CTs. | DOLLARS | Cis
D. Q. Vou. Eo. Date D. O Symbol No. L ‘ Amount
- 1 ' |
| 6780 | S Jan, 1945 |210-SBC iSl,h2B;70
| 6921 | 20 Jan. 19L5 " { | 1,500{00
| 7510 ‘ 5 Feb, 1945 " { | 1,505/00
7782 20 Feb. 1945 " | 1,502 00
8330 S Mar, 1545 b=rma | 1,507|00
| 86ko 20 Mar, 1915 st i 1,513 00
i | $8,955(70 |
IESS: | I i %rd
iPm-on adjustment schedule No. 12, dtd 28 Jan, U5 t | s(70 |
NET TAX COLLPCTIONS DUE COLLECTOR OF INTERNAL REVENUE | ]$8,950(00
| ! |
IESS: | <= 4
Payments to Federal Reserve Bank | [ ; |
| 7200 31 Jan, 1945 | 210=-580 | $2,923 |00 I
8150 28 Feb, 1945 " i 3,007 100 | 5,930 00
VAL, Par ] $3,020 |00

I certify that the above statement of deposit(s) of the payee or depositor named is correct and that
the sum of 33;02000 wo-o... 18 due said depositor.

* Approved and refund authorized for §_ ... ... ...

(Sign original only)
*___ALFRED JONES, MAJOR, Q.MaCa ...

Title. Certifying Officer .

on Treasurer of the United States
Check No. .. 523}45 , dated ._]:S_APE-.. -!-IS‘ for 33,020100{ in favor of payee named above.

Signature
Rei"md T ! T g A DD L G s SN Of PAYE® <ottt
Y 1 (Sign original caly)
T TR I A o i B 1 R . e oy e

" “#Describe)

*1f the abllity to certify and numnri(i,‘ to approve sre combined in ope person, one signature only fs necessary; otherwise the approviog officer will slgn In the blank space
balow " Approved," sto.. and over his official title.

16—4T

Figure 15. BStandard Form 1049, Taz Payment to Collector of Internal Revenue.

41




™™ 14-704

of Internal Revenue and will be in the same
amount as the Form W—-1. The check and Form
W-1 will be mailed to the Collector of Internal
Revenue, Baltimore, Maryland.

¢. Special disbursing agents stationed
aboard United States Army Transports will
not make payments to the Federal Reserve
Banks, or to the Collector of Internal Reve-
nue until the end of the tax quarter, and
Forms 410 will not be used. Quarterly pay-
ments of withheld tax colleetions to the Col-
lector of Internal Revenue will be accom-
plished on Standard Forms 1049 which will
furnish in detail voucher references to col-
lections and adjustments. The Standard
Forms 1049 will be prepared and certified by
the special disbursing agents on the basis of
their internal records, in accordance with
Civilian Personnel Regulation No. 120, or
Civilian Personnel Circular No. 39, 1943. The
check in settlement of this voucher will be
drawn payable to the Collector of Internal
Revenue and will be in the same amount as
the Forms W-1. The checks and Forms W-1
will be mailed to the Collector of Internal
Revenue as follows:

(1) Agents whose home ports are within
the geographieal limits of the United States
will mail their returns to the Collector of
the district in which the home port is located.

(2) Agents whose home ports are outside
the geographical limits of the United States
will mail their returns to the Collector of
Internal Revenue, Baltimore, Maryland.

78. Disposition of 21F5878 Collections

a. GENERAL. Collections for 21F5878 Spe-
cial Deposits, Federal Tax Withheld from
Payments to Nonresident Aliens, War De-
partment, will be disbursed to the Collector
of Internal Revenue under the same provi-
sions as those governing collections for
21F5867 with the following exceptions:

(1) Regardless of the location of the dis-
bursing officer, no payments will be made to
Federal Reserve Banks or to the Collector
of Internal Revenue until after the end of
the tax quarter, and Form 410 will not be
used.

(2) The Standard Form 1049 will be pre-
42
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pared and certified by the certifying officers
under the provisions of paragraph 18 of
Civilian Personnel Regulation 120.6.

(3) Certifying officers will not use Forms
W-1 in making reports to the Collector of
Internal Revenue but will use Internal Reve-
nue Service Forms Nos. 1042 or 10428, and
the checks drawn by the dishursing officer
will be in the same amount as the Forms
1042(B).

b. Disbursing officers will require that dis-
bursements charging 21F5878 will he stated
on separate vouchers from those
ments which charge 21F5867.

disburse-

79. Disposition of Class A Pay Collections

a. Collections for 21F5850 Special De-
posits, Class A Pay Reservations, Civilian
and Cash Sales, are made only by those dis-
bursing officers who pay -civilians coming
within the scope of Civilian Personnel Regu-
lation 120. The collections will he disbursed
to the Federal Reserve Bank which furnished
the bond stock, in payment of those bonds
which were issued as a result of purchases
under the Class A plan.

b. TM 14-513, Procedures for the Purchase
and Issuance of U. S. Savings Bonds. provides
regulations governing sales to military per-
sonnel by voucher deduetion (Class B Allot-
ment or one-time pay deduction) as well as
instructions in connection with cash sales. In
making a payment to the Federal Reserve
Bank, one Standard Form 1034 voucher and
one check may be used to pay for all bonds
issued, regardless of the plan(s) under which
the bonds were purchased. When a single
Form 1034 is used, the purchase price of bonds
sold to the military as a result of voucher de-
ductions will be charged to the open allotment
established in section 3,
under the appropriation Finance Service Army,
while the purchase price of bonds sold under
the Class A Plan will be charged to 21F5850.

¢. On the basis of TD Forms 1737, received
in triplicate from the certifying officer in ac-
cordance with Civilian Personnel Regulation
No. 120.5, the disbursing officer will issue the
bonds and complete the schedule by inserting
the serial numbers of the bonds. A copy of the

chapter V, TM 14-700,
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completed schedules, and the bonds, will be
forwarded to the certifying officer.

d. The original of Forms 1737 will be at-
tached to the Standard Form 1034 prepared
and certified by the disbursing officer to sup-
port the charge to the Special Deposit Fund
2175850. The remaining eopy will be retained
by the disbursing officer and filed in support
of his Standard Form 1034—A. The total of all
TD Forms 1737 prepared by certitfying officers,
plus the total of all TD Forms 1737 prepared
for cash sales accounted for in the Class A
Pay Account, will equal the amount charged on
the Standard Form 1034 to 21F5850, A total
of those TD Forms 1737 issued for bonds sold
to military personnel by pay deductions, will
equal the amount charged to Finance Service
Army.

¢. The disbursing officer will pay for bonds
issued and furnish the bank an accounting for
bond stock in conformity with instructions is-
sued by the It is anticipated that the
banks will recuire payment at least once each
month for bonds issued. Disbursing officers are
authorized to make periodic payments during
the month for bonds issued when requested by
the bank.

bank.

80. Disposition of Other Collections

Other civilian pay roll collections will be ap-
plied as increases to disbursing funds, or to
2170000 Special Deposits, All Other, and ac-
counted for accordingly. (See chs. 4 and 7.)

8l.

. Whenever a salary check is canceled, the
accounts which were credited by the voucher
collections shown on the related pay roll or pay
card will be decreased, and the appropriation
which was charged by the pay roll will be in-
creased in a like amount. The forms to be used

Adjustments, General

are as follows:

(1) When decreasing special deposits, a
Standard Form 1046 will be prepared and
processed. More than one special deposit ac-
count may be reduced by a single Standard
Form 1046. (See par. 64d and fig. 12.)

(2) Adjustment of Retirement Collections.

CHAPTER 8
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() When decreasing Retirement (or any
other receipt account or appropriation credited
by a voucher collection), a WD AGO Form
14-37 will be prepared to adjust the erroneous
collections. The amount of the voucher collee-
tion and the fund to which it was credited is
shown in the “Reported As” side. The appro-
priation which was charged on the pay roll will
be shown in the “Should Have Been Reported

As” side.
(b) When WD AGO Forms 14-37 are pro-
cessed by the Regional Accounting Office,

Transfer and Counter Warrants reducing the
balance of the Civil Service Trust Fund Aec-
count 218135.2 are prepared. The warrants,
when approved and posted by the Treasury De-
partment, adjust previous deposits on TD
Forms 1. Adjustment of Civil Service Retire-
ment collections by WD AGO Forms 14-37
has no effect on the disbursing officer’s account-
ability. The WD Form 63, which serves
the basis for the preparation of most Forms
14-37 adjusting account 218135.2 should be
posted to the civilian pay ledgers (fig. 21) in
order that the disbursing officer’s records will
balance with the certifying officer’s WD Form
61 (Individual earning record—Summary Con-
trol),

b. Whenever a canceled salary check in-
cludes not only the amount which was com-
puted to be due for salary, but also an attempted
repayment of a collection (that is, when the
velated pay roll or pay record shows a minus
amount in a voucher collection column, and
the net amount paid column was increased ac-
cordingly), the total of the canceled cheek will
be credited as follows:

(1) The amount representing the attempted
repayment of a collection will be credited to
the account or appropriation from which the
repayment was attempted.

(2) The remainder of the check will be
credited to the appropriation charged with the
salary payment.

¢. The same type of adjustments that are
described above are required whenever an er-
roneous payment is adjusted by a cash refund
from the employee and the payment included
a refund of amounts previously withheld.

as

43
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82. Adjustments by Disbursing Officers Who
Pay Civilians Outside the Scope of Civil-
ian Personnel Regulation No. 120

@. If an individual is to continue being paid
at the same station, a deduction which was
stated in the wrong amount may be adjusted
by increasing or decreasing the amount de-
ducted for the same fund on the next pay roll.
For example, if an individual had $4.00 with-
held for Retirement or withheld tax, and $5.00
should have been withheld, the error could be
corrected by withholding $6.00 on the next pay
roll. Conversely, if more than the proper
amount is. withheld, the error may be corrected
by withhelding an offsetting lesser amount on
the next pay voll. This method sometimes re-
sults in a negative deduction; for example, if
an individual had $5.00 withheld for Retire-
ment, and only $2.00 should have been with-
held, the error could be corrected by stating a
minus deduction of $1.00 (entered in paren-
theses and underscored) on the next pay roll
and increasing the net amount paid in a like
amount. For sake of illustration, it is assumed
that the above deductions for Retirement took
place during December 1944 for William A.
Jones, an employee not subject to the withhold-
ing provisions of the income fax law. The er-
ror occeurred for the first pay period in De-
cember and was corrected for the second pay
period, The entries opposite his name on the
two pay rolls would be as follows:

CHAPTER 8

held for Retirement or withheld tax, and if
the individual is no longer being paid at the
same station, or if for any other reason it is
impracticable to adjust the error in a man-
ner set forth in a above, the overpayment should
be adjusted by a collection from the individual;
the sum refunded by the payee should be re-
ported as a cash collection for Retirement or
Federal Tax Withheld.

d. Federal tax collected in error may be re-
funded to the individual by preparation of a
Standard Form 1049 charging 21F5867. Ex-
cept for those individuals who are authorized
to receive payments which charge the appro-
priation code number 21-24X8135, as set forth
in Civilian Personnel Regulation 120.8, errone-
ous Retirement collections cannot be refunded
on disbursing vouchers charging the Retire-
ment Fund. However, they can be repaid by
charging the open allotment under Finance
Service Army established for “repayment of
amounts erroneously collected from military
and civilian personnel including amounts previ-
ously collected for ‘Miscellaneous Receipts’ *.
(See sec. II, ch. 5, TM 14-700.) During the fis-
cal year 1946 the accounting classification for
this open allotment is 212/60425 601-67
P422-13 S99-999. When this method is used,
the credits established in the Retirement Fund
by the erroneous collection must be removed
and returned to the appropriation by WD AGO
Form 14-37. (See par. 143¢(2).) Particular

Deductions

YVoucher 2046 ¢overing JD80, 1=15), . o tivm e viae s s lsban aatls soaruiin o;s ae

Voucher 3048 covering Dee, 15-31
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Giross == Net

| Amount Hetire- |  Amount

| Earned | ment Other | Paid

— ——— _|_ - — | P S

|

40 .00 £5.00 J 235 00
340,00 (1.00) | 41.00
$80.00 | $4.00 $76.00

b. Minus deductions will not be entered on
a pay voucher unless there are sufficient reg-
ular deductions for the same fund to equal or
exceed the total of the minus entries; for ex-
ample, the minus deduction for Voucher 3048
above would not have been proper if Mr. Jones
had been the only employee paid on the roll.

e. If less than the correct amount is with-
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attention is invited to the fact that only those
amounts which were collected in error will be
repaid by charging the cited open allotment.
e. Whenever a pay deduction for war bonds
is entered on a TD Form 1737, and the related
salary check is subsequently canceled (or the
net amount paid is refunded) after the Form
1737 is forwarded to the bond issuing officer
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in Chicago, Illinois, the following action will
be taken:

(1) The individual will be offered the oppor-
tunity to pay for the bond by a cash remittance.
It should be borne in mind that since the
civilian did not certify his pay voucher he is
not responsible for the erroneous entries.
Therefore, no compulsion may be used in solic-
iting a cash collection, and it must be explained
to the individual that he is free to decline the
offer. If a collection is received, it will be ered-
ited to the accounting classification which was
charged on the related pay voucher.

(2) If no cash collection is made for the
bond, the amount will be withheld from the
next payment to the individual, provided that
an authorization was effective for the pay
period covered on the next pay voucher pre-
pared for the employvee. The amount withheld
for the adjustment will not be stated in the
War Bond Column, nor will it be entered in a
TD Form 1737. It will be subtracted from the
ficure which otherwise would have been shown
in the Gross Amount Earned Column. Illustra-
tion of such an adjustment is as follows:

(@) It is assumed that Mr, Fred Smith, who
is not subject to deductions for Retirement or
Federal Tax Withheld, has authorized a Class
B Allotment in the amount of $75.00. For the
1-15 (Pay Roll
Voucher No. 4938), his gross earnings were
computed to be $200.00, and Voucher 4938
showed the following entries for Mr. Smith:

pay period of December

| Deduetions

Broass | e Net,
Amount | Refire- | Other |Amount
Earned | ment Class B| Paid
Smith, Fred. ... ...{$200.00 $75.00 | $125.00

(b) Due to the fact that Mr. Smith only
earned $175.00 during the period, the check
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for $125.00 was canceled, but this action oe-
curred after the deduction had been entered
on a TD Form 1737 and the schedule forwarded.
To adjust the discrepancy, the following entries
appeared on a supplemental pay roll (Voucher
No. 5103) which covered the same pay period :

| Deductions |
Groeg e e e | N
Amount | Retire- | Other | Amount
Earned ment

i J
Smith, Fred®. . ... £100.00 ! 1.-*510{1 00

*The following remarks appeared under the
name of Fred Smith:

Actually earned $175.00; $75.00 deducted for
bonds on Voucher 4938, Dec. accounts of under-
signed; related check was canceled, but Form
1737 was forwarded for issuance of bonds.

(3) In the event the individual declines to
purchase the erroneously issued bond, and it is
impracticable to adjust by withholding from
subsequent pay, the employee will be requested
to take the necessary steps to cause the bond
to be returned to the issuing officer for eancel-
lation.

f. In some instances, an overpayment will
result from an improper computation of pay
earned, and the civilian employee will refund
the difference between the amount he should
have been paid and the amount he actually re-
ceived. An illustration of the adjustments in-
volved is as follows:

(1) It is assumed that Mr. Tom Brown, who
was subject to deductions for Retirement and
Federal Tax Withheld, (he claimed three with-
holding exemptions), had authorized a Class
3 allotment in the amount of $18.75. Due to the
use of an incorrect basic pay rate of $60.00, it
was computed that Mr. Brown earned the gross
amount of $73.00; §3.00 was withheld for Re-
tirement, $2.00 for FTW-21F5867, and $18:75
for bonds, and Mr. Brown was paid $49.25.
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(2) If the correct basic pay rate of $57.50
had been applied, the gross amount earned
would have been shown as $70.00, $2.88 would
have been withheld as Retirement, $1.60 for
FTW-21F5867, and $18.75 for bonds, leaving
$46.77 as the net amount which would have
been paid to Mr. Brown.

(3) It is apparent that in the above illustra-
tion, the appropriation has been overcharged
by $3.00, but the individual has been overpaid
by only $2.48; therefore, when the refunded
overpayment is returned to the appropriation,
the adjustment is not complete. It is also nec-
essary to reduce the Retirement Fund by $.12,
(using WD AGO Form 14-37), and to reduce
21F5867 by $.40 (using Standard Form 1046),
and to return these two sums to the appropria-
tion. s
¢. Whenever a salary check is canceled, or
the net amount paid is refunded, adjustments
are not required for Class E Allotments, sub-
and other items not dis-

sistence. quarters,

bursed.

83. Adijustments by Disbursing Officers Who
Pay Civilians Coming Within the Scope
of Civilian Personnel Regulation No. 120
a. Civilian Personnel Regulation No. 120
contains adjustment procedures which are to be
followed by the certifying officers who maintain
individual earnings records and prepare pay
rolls. Some errors are adjusted without the
knowledge of the disbursing efficer, while ¢thers
require his direct assistance. TFor example,
when an underdeduction is corrected by with-
holding a greater than normal sum for a subse-
quent payment, the adjusting entries will be
shown in detail on the individual earnings rec-
ords, but only the net result of the adjustment
will appear on the pay roll, and will not be
shown in a form that can be recognized by the
disbursing officer. However, when salary
checks are canceled, or when the net amount
paid is refunded, the certifying officer will re-
quest the assistance of the disbursing officer in
accomplishing the required adjustments per-
taining to the voucher collections.
b. Whenever the disbursing officer receives
. direct a refund of salary, or a salary check
which should be canceled, he will advise the
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certifying officer of this fact. In many in-
stances, salary refunds and checks for eancel-
lation, will be forwarded to the disbursing offi-
cer by the certifying officer. In either event, it
is the responsibility of the certifying officer to
advise the disbursing officer of the accounting
classifications to be credited by the check or
cash refund, together with information as to
the accounts credited by the related voucher
collections and the amount by which such ac-
counts should be decreased and the appropria-
tion increased. The certifying officer will pro-
vide this information by the submission of a
WD Form 63.

¢. The disbursing officer will use the Form
63 as his authority for reducing the accounts
credited by the voucher collections and increas-
ing the appropriation charged in like amounts.
Special deposit accounts will be reduced by
using Standard Forms 1046, and Retirement
(or other receipt accounts or appropriations)
will be reduced by WD AGO Forms 14-37 pre-
pared to report erroneous collections. (See figs.
12 and 24.) It will be noted that the disbursing
officer will actually reduece the balance of his
special deposit accounts by processing a Stand-
ard Form 1046. The Retirement fund, however,
will not be reduced in the accounts of the dis-
bursing officer; gross collections will be de-
posited, and the adjustments will be made by
the submission of WD AGO Forms 14-37 which
do not affect the disbursing officers’ accountable
balances. The Retirement fund is decreased
when the Form 14--37 is processed by the Army
Regional Accounting Office, the General Ac-
counting Office and the Treasury Department.

d. The original and two copies of the WD
Form 63 will be received by the disbursing offi-
cer. Notations will be entered on the copies
as follows:

(1) Voucher number and date of the related
Standard Form 1046 for the special deposit
totals.

(2) Serial number and date of the related
WD AGO Form 14-37 for the Retirement total
(or for totals of other receipt accounts or ap-
propriations).

(3) Collection voucher number of the Stand-
ard Form 1098 on which the canceled check is

listed.

/
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One annotated copy will be returned to the
certifying officer through the fiscal officer and
the other copy will be retained by the disburs-
ing ‘officer. The original of the Form 63 will
be submitted in support of the Standard Form
1046, when special deposits are involved, and
in support of the WD AGO Form 14-37 when
special deposits are not involved. In those cases
where a Standard Form 1046 and a WD AGO
Form 14-37 are prepared for a Form 63, a full
citation to the voucher number of the Standard
Form 1046 will be stated on the Form 14-37
in the space provided for “Reasons for Adjust-
ments.” Typical citations are as follows:

“Per request contained on WD Form 63, cer-
tified by Captain A. Saunders, which is at-
tached to voucher No, 2645, January 1945 ac-
counts of the undersigned.”

or

“Per attached copy of WD Form 63, dated
15 February 1945, certified by Captain A.
Saunders.” If possible, an extra copy of the
WD Form 63 should be obtained from the cer-
tifying officer whenever-an adjustment of spe-
cial deposit balances and retirement collections
is required. The extra copy can be used in sup-
port of the original WD AGO Form 14-37 and
it will not be necessary to make a reference to
the Standard Form 1046 to which the original
Form 63 was attached.

e. An illustration of the adjustments is as
follows :

(1) For sake of illustration, it is assumed
that earnings for Mr. Ralph Johnson, who had
authorized a Class A Pay Reservation in the
amount of $10.00 was entered on a WD Form
43 (Individual earnings record) as follows:

In the accounting classification block of this
Form 63 there was entered the code 212/50425
552-1726 P481-01 8S18-432 opposite the
amount $73.00.

(3) The disbursing officer would return the
amount of the check, that is $49.70 to the ap-
propriation by listing the check on a Standard
Form 1098 in the regular manner. The $10.00
for War Bonds, and $10.30 for Federal Tax,
would be returned to the appropriation by a
Standard Form 1046, which would show both
of these amounts opposite their speeial deposit
code numbers. The Retirement collection would
be returned to the appropriation by the prep-
aration of WD AGO Form 14-37 which would
show, in the “Reported As” side, $3.00 oppo-
site 218135.2, and in the “Should Have Been
Reported As” side, the same sum and the ac-
counting classification shown on the Form 63.

(4) The voucher number and date of the
Standard Form 1046 would be entered on the
Form 63 as pertaining to the amounts of $10.30
and $10.00, and the serial number and date of
the Form 14-37 would be entered on the Form
63 as pertaining to the amount of $3.00. The
voucher number of the Standard Form 1098
would be shown for the amount of $49.70. The
retained copy of the Form 63 would be filed
in support of the retained Standard Form 1046
disbursing voucher.

f. Whenever a disbursing officer pays
civilians who are subject to the taxes for non-
resident aliens (21F5878), he will insist on
strict segregation between transactions per-
taining to this tax account, and those which
pertain to 21F5867. He will request that ad-
justments involving these two tax accounts

Gross Federal Retire- War  Net Amount not be shown on the same WD Form 63. When
Barnings  Tax = ment  Bonds Paid an adjustment of 21F5878 is called for by a
$75.00 $10.30 $3.00 $10.00 $49.70

(2) In view of the fact that the individual
was not entitled to the proceeds of the check,
it was canceled and reported to the disbursing
officer on a WD Form 63 which showed the fol-
lowine entries:

Gress Amount Net Gross

Earmings Disbursed Payments

$75.00

$73.00 =

Federal
< 'Ta,\-__ ment
$10.30

Form 63, the code number of the account will
be entered on the form at the top of the tax
column.

g. Civilian Personnel Regulation Neo. 120
provides a method of repaying erroneous collec-

tions, which, in basic principle, is similar to the

Retive- War Net
Bonds

$10.00

Payments

$49.70

$3.00
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procedure set forth in paragraph 82 of this
chapter. Whenever a salary check includes the
payment of a collection, the minus deduction
for the collection account will be shown on the
individual earnings record, and if a check of
this nature is canceled, the attempted repay-
ment of the collection is shown as a minus en-
try on the WD Form 63. When entries pertain-
ing to such a check are shown on a pay roll ad-
justment schedule, the disbursing officer will
exercise care to insure that the minus deduc-
tions are not taken into consideration in com-
puting the sums to be returned to the appro-
priation by Standard Form 1046 and/or WD
AGO Form 14-37. This is necessary because
in canceling such a check, the amount repre-
senting the attempted repayment of a collection
w Il be eredited to the account from which the
r« payment was to be made, and the remainder
0. the check will be credited to the appropria-
tion. (See par. 81b.) In the following example
of a WD Form 63, for ease in illustration, earn-
ings, deductions, and payments are stated in
multiples of $5.00:

In the above example, the first line of entries
represents a canceled check which included
$5.00 as a repayment of withheld tax. It will
be noted that the appropriation has been erro-
neously charged by $300.00 and although the
canceled checks totaled $220.00, $5.00 was
credited to 21F5867, and only $215.00 of the
total was credited to the appropriation. How-
ever, when the totals of the deduction columns
are returned to the appropriation by Standard
Form 1046 and WD AGO Form 14-37, the ap-
propriation will be fully reimbursed. It will
also be noted that in determining the amount
to be returned to the appropriation from with-
held taxes, the minus entry of $5.00 is not
taken into consideration in totaling this column.

h. Section VI, ehapter 10, provides that thé
disbursing officer will maintain special deposit
subsidiary ledgers for withheld tax and war
bonds, in the name of each certifying officer. It

' o is essential that these special deposit records

],&(:::iim “‘i}r}:;em | RI:;';: 1:131;1 _[,aiiznt be posted currently and accurately. The dis-
- == ——‘——— ~ = bursing officer will determine that there is a
Sig f:\ ' ig ii ?g sufficient balance held under the name of a cer-
100 5 | 10 15 70 tifying officer before he reduces the balance
300 | sio "'\_EO_” $45 $220 of the subsidiary ledger either by disbursing

(%215 to the approp.) (%5 to withheld tax)
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CHAPTER 9
REFUND OF RETIREMENT COLLECTIONS
84. Scope flected on CSC Forms 2806 agrees with the

The provisions of this chapter apply only
to those disbursing officers who are stationed
within the continental United States (includ-
ing the District of Columbia, but excluding
Alaska). It does not apply to special disburs-
ing agents assigned to Army Transports.

'85. Authority for Refunds

The War Department has received approval
from' the Civil Service Commission and the
Comptroller General of a plan whereby dis-
bursing officers of the Finance Department will
refund Civil Service Retirement deductions to
individuals eligible under conditions set forth
in Civilian Personnel Regulation 120.8 on a
separate pay roll and by separate check. In
order that the Civil Service Commission will
receive detailed information conecerning each
transaction affecting the transferred trust fund
appropriation 21-24X8135, Civil Service Re-
tirement and Disability Fund (Transfer to
War), special requirements must be observed
in processing documents reflecting this trust
fund coding.

86. Repayment of Civil Service Retirement
Deductions on WD Form 44

a. Civilian personnel officers will furnish
disbursing officers with an extra copy of vouch-
ers covering refunds of Civil Service Retire-
ment deductions. . The extra copy will be con-
spicuously marked as a “Copy for the Civil
Service Commission™.

b. Refunds will be entered in the Net
Amount Paid column of the WD Forms 44 and
44a (Payroll for personal services).

e. Personnel officers will also submit orig-
inal CSC Forms 2806 (Retirement Record
card), and 3005 (Application for refund of re-
tirement deductions) to support each refund
of retirement deductions.

d. It is the responsibility of the disbursing
officer to determine that the total of refunds re-

total amount charged against the appropriation
21-24X8135 in the accounting classification
block on the face of the pay roll. It is also his
responsibility to prove the accuracy of the
charge to the retirement appropriation by run-
ning an adding machine tape of the amounts
to be refunded as shown on the retirement
refund roll opposite the name of each employee.

e. After the retirement refund roll has been
processed and checks drawn, the disbursing
officer will enter in the remarks column of the
OSC Form 2806 the date of the related check,
disbursing symbol number, and the disbursing
voucher number assigned to the pay roll. All
or any portion of this data may be imprinted on
the Form 2806 by rubber stamp process. The
briefing stamp may be used, however, voucher
number and date of check must also be fur-
nished. This information is required by the
Civil Service Commission for- reference pur-
poses. See model forms reproduced in Civilian
Personnel Regulation No. 120 (Changes No.
10). It is also essential that check numbers be
entered on the extra copy of the roll which is
to be forwarded to the Civil Service Commis-
sion.

f. Civil Service Commission Forms 2806 and
3005, completed as prescribed in e above, will
be firmly attached to the copy of the retirement
refund roll marked “Copy for the Civil Service
Commission’’. The Civil Service Commission
copies of these rolls and attachments will be
bound together and forwarded in the package
containing the disbursing officers’ regular ac-
counts to the applicable Army Regional Ac-
counting Office. These memorandum vouchers
will be shown as a separate item on the officers’
Letter of Transmittal, WD AGO Form 14-386.

87. Cancellation of Checks Covering Civil
Service Retirement Refunds

a. Civilian personnel officers will furnish
disbursing officers with an extra copy of a WD
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Form 63 for each canceled check covering a re-
fund of civil service retirement deductions. It
is essential that a separate Form 63 be submit-
ted for each check in order that the document
may be filed with the employee’s civil service
retirement records for audit purposes. It is also
required that the pay roll adjustment schedule
prepared by the certifying officer reflect the
disbursing voucher number, check number, date
of check, and symbol number of the disbursing
officer. In addition to the aforementioned data,
the disbursing officer will enter the collection
voucher number assigned to the Standard
Form 1098 in the last eolumn of the form. The
extra copy of the WD Form 63 will be marked
as a “Copy for the Civil Service Commission.”

b. CANCELLATION OF CHECKS BY DRAWER.
Canceled checks involving refunds of civil serv-
ice retirement deductions will be listed on a sep-
arate Standard Form 1098. An extra copy of
the Standard Form 1098 marked as a “Copy
for the Civil Service Commission” and sup-
ported by the related WD Forms 63 will be for-
warded to the Army Regional Accounting Office
in the same manner as the memorandum dis-
bursing vouchers (par. 86f) on the day that the
Standard Form 1098 is entered on the Schedule
of Collections, WD AGO Form 14-55.

¢. CANCELLATION OF CHECKS WHEN DRAWER
1S Nor DISBURSING. If a check covering a re-
fund of civil service retirement deductions is
returned for cancellation and the drawer has
been relieved of disbursing duty, the following
action will be taken:

(1) The words “Not Negotiable” will be
stamped distinetly on the face of the check.

(2) The checks will be mailed to:

The Chief

Retirement Division

United States Civil Service Commission

Washington 25, D. C.

The checks will be recorded by the Civil
Service Commission and forwarded to the Gen-
eral Accounting Office for cancellation. It is
desired to emphasize that this procedure is an
exception to that contained in paragraph 113c,
TM 14-500 and applies only to checks covering
refunds of Civil Service Retirement Deductions
to separated employees of the War Department.

(3) The letter forwarding the checks to the
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Civil Service Commission will state the reason
for the cancellation and request that the pro-
ceeds be credited to the trust fund appropria-
tion 24X8135. Acknowledgment of receipt of
the transmittal letter and checks will be
quested.

re-

88. Cash Collections of Overpayments

a. Cash collections by civilian personnel
certifying officers of overpayments of Civil
Service Retirement refunds will be forwarded
to the disbursing officer together with an orig-
inal and three copies of a Standard Form 1044
colleetion voucher. These collections will be ac-
counted for as expenditure refunds to the ap-
propriation 21-24X8135. A separate Standard
Form 1044 will be prepared for each individual
remitter in order that the Civil Service Com-
mission can be provided with a collection docu-
ment that can be filed with the employee’s ac-
count., Disposition of the Standard Form 1044
will be as follows:

(1) Original to the Army Regional Account-
ing Office in support of the disbursing officer’s
Schedule of Colleetions and Voucher Deduc-
tions.

(2) One copy retained by disbursing officer.

(3) One copy will be marked as a “Copy for
the Civil Service Commission” and forwarded

to the applicable Army Regional Accounting-

Office with other memorandum documents per-
taining to this account in accordance with
paragraph B6f.

(4) One copy will be signed and returned to
the certifying officer as his receipt.

h. When cash collections of overpayments of
(livil Service Retirement Refunds are received
by disbursing officers, a separate Standard
Form 1044 will be prepared in quintuplicate for
each collection. This represents a deviation
from normal procedure which permits a dis-
bursing officer to enter cash collections on his
Schedule of Collections without a supporting
document, but is required in this case by the
Civil Service Commission. Disposition of the
Standard Form 1044 will be as follows:

‘(1) Original to the Army Regional Account-
ing Office in support of the disbursing officer’s
Schedule of Collections.

JU/ /i 945
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(2) One copy retained by the disbursing
officer.

(3) Ome copy marked as “Copy for the Civil

Service Commission” to the Regional Account-
ing Office. This copy will be listed on the offi-
cer’s WD AGO Form 14-36 as a separate item.

(4) Two copies to the Civilian Personnel
Certifying Officer who formerly had certified
the refund voucher.

89. Adjustment of Erroneous Appropriation
Coding

Whenever an adjustment of a disbursement
or collection involving the appropriation code
21-24X8135 is required, an extra copy of the
WD AGO Form 14-37, marked “Copy for the
Civil Service Commission”, will be forwarded
to the Army Regional Accounting Office. The
adjustment document will contain a detailed

CHAPTER 9
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explanation of the adjustment and whenever
the retirement account of an employee is in-
volved, the name of the individual and related
amount will be shown.

90. Accounting Classification

a. All disbursement, collection, and adjust-
ment documents relating to the Civil Service
Retirement Refund program will reflect the
following appropriation,.allotment, and project
coding, 21-24X8135 601-853 P410-13 S99-999.

b. It is desired to emphasize that cash col-
lections on overpayments and proceeds of can-
celed checks covering retirement refunds are
to be credited to the appropriation 21-24X8135
and therefore will not be deposited on a TD
Form 1 as are current collections to the trust
fund receipt account 218135.2.
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CHAPTER 10
INTERNAL RECORDS

GENERAL

Section .

91. Ledger Forms

The forms prescribed in this chapter are de-
signed for manual posting. Those offices which
utilize bookkeeping machines are authorized to
continue the use of forms required for book-
keeping machine operations, however, special
consideration should be given to modifying the
forms and adapting the machines to provide
for the same basic principles as are set forth
in this chapter. For example, in those instances
where the ledger account *21X0000 Army Ac-
count of Advances” is posted by machine, ¢on-
sideration should be given to -the utilization of
multiple columns so that the ledger sheets will
be of maximum value in posting the account
current.

92. Foreign Currency

Ledger forms deseribed in this chapter may
be modified by disbursing officers located out-
gide the United States to provide columns for
entries stated in foreign currency.

CASH BOOK

Section Il.

93. General

Each disbursing officer will maintain a cash
book which will reveal his total accountability,
and will state his balances in a manner which
will facilitate a proper inspection of his ac-
counts at the close of any day’s business. The
accountability shown on this ledger will be bal-
anced daily with the cash blotter and check
register.

94. Entries

There will be entered on separate lines in the
cash book, a daily summary of those transac-
tions which affect the disbursing officer’s ac-
countable balances; such transactions are:

Accountable warrants.

Cash collections.

Voucher disbursements and collections.
Transfers from others.

Deposits (on TD Form 1).

Transfers to others.

Adjustments of accountable balances.

95. Accounts Comprising Cash Book

a. The cash book will be comprised of a con-
trol account for total accountability and a sub-
sidiary account for each line entered on the ac-
count current.

b. By making use of code columns and sym-
bols in the cash book, it has been possible to
eliminate a number of columns previously
maintained in which only a small number of
transactions were entered. Whenever a trans-
action occurs which is to be identified in the
code columns, the following symbols will be
used :

Code Type of Entry
A Adjustments
C Cash collection

D TD Form 1 Deposit
3 Transfer
W Accountable warrant

96. Period of Cash Book

The cash book will be maintained as a run-
ning account for a single accounting period.
At the close of an accounting period the cash
book will be totaled and the balances carried
forward to a new sheet. 2

97. Example of Cash Book

@. There is furnished with this chapter an
example of a cash book prepared on WD AGO
Forms 14-90 and 14-91 (when published).
(See fig. 16.) A study of the example and ex-
planatory remarks will reveal that it provides
posting media or control figures for the face of
the account current, and does not require nu-
merous information columns. In addition,
when taken in connection with its supporting
documents, it provides posting media or control
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CASH BOOK

DMaobursing Officer's Name Symbol “—
E. Z. Smith, Col,, P, D. 210111 218135.2
— f L TOTAL ACCOUNTABILITY RETTREMENT
Sk Fipaoov, Merisnd Increage Decrease Balance Incresse Decrease
Balance Forward From Last Account $ 11,109.1§ $ 0.00 Porm 1
o Vaucher ]C Depoaits ]
Voucher Collections |0 and 0
New, Kumber Explanation ond |D| Other |D
15kl - | it K g}hnt-% Sy B
(1) {2) (3) - (5) (8) (7) (8)
1 Cash Collection - i == A E==ES 5
| 25079 | Vou, Disb. & Coll, = 10,800 28] 2|54 S
gl Gancoled Checks =—"4 P T 2 M P
5 S [ Transferred from John Jonea, Capte,FuD_ | ]
2550-96 Vou, Disb, & Call. |
3 |emr-6n |« S . o [
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gf.-: ammber and dats of a war warrant should bo entered
in .ol

3« Then posted in the distiraing section the advance
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$20,000,00 for eccountable warrents ($35,933.41), repressats
Tranafera from Others entered in Column 6 of the disbureing ssc-
ticn of the mccount ourrent. $50.00 is entered as a meparate
item in Column 5 end §30,000.00 ia estersd oo the szme line in
Colum 3 of the account curremt,

MO,.{.'J'!..S& represents disbursements entered in
Colusn B of the disbursing sectiocn of the account current.

mna,sga.u, Tess $15,000,00 for deposita (§13,493.41),
is an in Column 11 in the disbursing sacticn as Tranafer
to Otbers. #$15,000.00 sntered on the sase 1ine in Column 9.
BTR82171.00, 1san transfors of $6.67 nnd less cagh col-
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soction as voucher collsotions, On sams 14 ) 1a sotersd in
Coluen 4 as cash cellection and §6.67 1 & as Tranofer froa
Others. -

Figure 16, Cash book — Continued.
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in Column 5 oo 2].7596? 1line as voucher collecticns; oo same 1ine
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Figure 16,

Cash Book-

~Continued.
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Disbursementa of $438.20 are sntered in Columm 8 of

: ; $5.16 1s entered in Column 10 cn the 2175878 line aa S. By
the speclal depcait sscticn opponlits 21F5867.

1046 transfers.
afers of $110.80 ($13.20), is entered

$110.80 13 entered oo seme 1ins in close
1 11 as Transfers to Cthers,

BETE 4525.00, 10ms trensters or 33562

in Column 4 of tha Z1F5850 line as oaal

This line repressnts balance carrisd forward-at the
the accounting pericd, The same entriss are shom In
Column 12 of account current, Wh more than one sheet ia
required for the activity of a singls-sccounting pericd, the

balancos will not bo carried forward as 1llustrated. In 1isu

On same line thereof, the columnar total of esch imcreass and docrsass golusa, |
ra from Cthers, and tha £ Ty in the balance column will be entered on
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5 of the 21F5878
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ozl
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figures for the face of the IGD Form 3. (See
ch. 17.)

h. Although the special deposit accounts of
the example cash book are subsidiary to the ac-
count “Total Accountability”, they are also con-
trol accounts for detailed subsidiary ledgers
described in section VI of this chapter, which
must be maintained for Federal Tax Withheld,
Class A Payv Reservations. and Special Depos-
its, All Other.

98. Balances

At the close of each day and at the close of
the accounting period, the balance of the con-
trol account will equal the total of the balances
of the subsidiary accounts. At the close of the
accounting period, the balance remaining in
each account will be entered as a decrease on
the line captioned “Balance Carried Forward”,
and the same entry will be entered as an in-
crease in each account on the new sheet of the
cash book on the line captioned “Balance
Brought Forward™.

Section lll. CASH BLOTTER

99. General

. Each disbursing officer will maintain as
a minimum requirement, a cash blotter like
that shown as figure 17. As with respect to
the cash book, code columns and symbols pre-
seribed in paragraph 950 will be used. The
following transactions will be posted in the
cash blotter:

Cash collections.

Checks for cash.

Cash transfers from others.

Cash disbursements.

Depogits (on TD Form 6599).

Cash transfers to others.

Adjustments.

The balance of the cash blotter will be veri-
fied daily by adding the amount of cash in the
office, paid vouchers for which credit has not
been claimed, advances to agents, and limited
depositary balances. The total accountability
of a disbursing officer, as reflected in his cash
book, should be verified daily by adding the
balances of the eash blotter and check register.

CHAPTER 10 MU 4ST08

b. In addition to information required to be
posted in the cash blotter, adequate records
must be maintained for balances held in limited
depositaries and for foreign currency transac-
tions. It is suggested that these records be
maintained as a part of the cash blotter by
utilizing additional blank columns.

100. Period of Cash Blotter

The ecash blotter will be closed at the end of
each accounting period and all balances carried
forward to a new sheet.

101. Example Cash Blotter

a. Figure 17 is an example of a cash blotter.
It will be noted that all items other than dis-
bursements are posted in detail. This method
of posting is optional and whenever the dis-
bursing officer desires transactions, other than
disbursements, may also be posted on a sum-
mary basis. In some instances the operations
of a disbursing office will make it impracticable
to enter document numbers in the voucher ref-
erence column.

b. The example includes a control account.
“Total Cash’”, and two subsidiary accounts
titled “Cash Drawer & Miscellaneous”, and
“Cash With Agents.” Although this method of
preparing the cash blotter will not fit every
office, it will be noted that the columnar ar-
rangement facilities balancing the cash blotter
with the actual cash on hand, and provides a
control account for the balance in the hands
of agents. In addition, it offers posting media
or control figures for the following entries in
the 08.13 Disbursing Cash Account on the re-
verse of the account current:

Balance in the hands of agents

(Opening and closing balances).

Checks drawn for cash.

Cash collections.

Transfers from others.

Cash disbursements.

Deposits to official credit.

Transfers to others.

Total receipts.

Total payments.

102. Balances

The method of posting balances carried for-
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Control accownt for all cash transactions.

— The subsidiary accounts,

Cash collections are entared in column 4 and as an
Ancreass in the proper subaidiary account. Checks for cash
are entared in'column 5 without notation; other increases are
identifled by gymbols in the cods column,

Cash disbursements are entered in colum 6. Deposits
are entered without notation in column 7; othor decrsases ars
identified by symbols in the code columm.

§1,207.42 18 control figure for belances (other than
cash with agents) brought farward to 03.13 Disbursing Cash
Account on reverse of account current.

¥510.15 is entered in 03,13 account as "Cash in hands
of agent officer” at the beginning of the acoounting period.

E In entering returns from agents the amownt of cash
collecilons is posted as an increase to "Total Cash" and to

"Cash with Agents”; the amount paid by the agents on vouchers
is posted as a decrease in the subsidiary account "Cash with
Agenta®™ and as a cerresponding inarease in the .accownt "Cash
Drewer and Miscellsneous",

Figure 17.

58

“.’xfter the wouchers turned in by an agent are examinecd
by the distursing officer, those found to be acceptable are
entared on the Schedule of DMstursemonts, and the total of cash
paid on the vouchers is posted as a decrease to "Cash Drawer
and Miscellaneous®, and "Total Cash".

“Thcna vouchers which are not acceptable are retined
io the agent and recharged to his account. Tha entries are a
decrease to "Cash Drawer and Miscell " and 8 corresponding
increase to "Cash with Agents®, 1

“Deposj,t. of agent to official credit of principal.
See item 4 Figure 19.

Transfers from and to another officer to assist him in
cloging his aceount far a changs of bonds, These transactions
are identified in code columns to segregate them fram "Checks
for Cash" and "Farm 6599 Deposits*,

These lines of entries 11lustrate

by agent officers, Tha wvouchers
approved, and the disbursing

returns
were examined,
officer claimed eredit

Cash Blolter,

I
Cp,
8 —Pag
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for the dimburaements on 22 November 1944. The amount of “ta.a@;.&q minus transfers of $2,235.49 ($1,634.39)
$556.27 includes wvouchers paid by the agent officers and are entered as deposits to officiasl credit in 03.13 acoount,
cash disbursements by Col, Smith on 22 Nov. 1944. $2,235.49 1s entered ss transfers to others in the same sec-
: tion,
Durrency and coin advanced to Class "A" agents “
for payment of troups. Total of balances in subsidisry accounts equal
balance of control account. This is alsoc trus at cloee of
R-nt.nrn of paid vouchers and cash by Class "A" sach day's business,

agent officers.

n‘l.ﬂé.‘m is m control figure for balances, other

Disbursements of $16,405.42 included some of the than in the hands of agents, which are entered in the 03.13

vouchers paid by Class "A" and Class "B" agents as well as account. In this case the $1,245.74 represents $1,005.02
vouchers paid by the disbureing officer. in cash and deferred pay rolls of $240.72,
“Dapﬂau made by the principal to reduce his cash “37&9.&9 reprepenting balances in the bsnds of
en hand. agente is entered In the 03.13 section of the sccount cur-
rent.
32,936.65 cash collections entered in 03.13 ac- 3t
cotnt. $26,939.71 total increases, composed of cpening
balance $1,717.57, plus columnar totals $2,986.65 and
- “322,235&9, minus transfers of $2,235.49 $22,235.49.
$20,000,00), entered in 03.13 mccount as checks for cash. “
$2,235.49 entered as transfers from others. $26,939.71 total decreases, composed of clesing
balance $1,995.23 plus columnar totals $21,074.60 and
IEETER <22, 07460 cash disbursenents in 03.13 sccount. $3,865.88.
. Figure 17. Cash blotter — Continued.
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ward, and balances brought forward, is the
same as the method preseribed for the ecash
book, (See par. 98.)

103. Limited Depositary Entries

@. Disbursing officers who maintain check-
ing accounts in limited depositaries (such as
Barclay's Bank) are required to account for
such balances on the reverse of the account
current in the 03.13 Disbursing Cash Aeccount.
It is suggested that such officers maintain the
check register for the limited depositary ac-
count in the form of a subsidiary account in
the cash blotter. This subsidiary account should
have four columns; an increase column, a de-
crease column, a balance ecolumn, and a eolumn
for check numbers,

b. Typical transactions, and the ledgers af-
fected, are as follows:

(1) A limited depositary check drawn for
cash has no effect on “Total Cash” but is a de-
crease to the limited depositary account and
an increase to either the cash drawer or to
“Cash With Agents”.

(2) Cash deposited by a disbursing officer
in his limited depositary checking account does
not affect “Total Cash” but is a decrease to
either the “Cash Drawer” or the “Cash With
Agents” aceount and is an increase to the
limited depositary account.

(3) Disbursing vouchers paid by limited de-
positary checks are a decrease to both “Total
Cash™ and to the limited depositary account.

(4) A U.B. Treasury check deposited in the
bank to increase the balance in the limited de-
positary is a check-for-cash increase to “Total
Cash.” If deposited on the same day as it is
drawn, it may be accounted for as an increase
to the limited depositary account. If not de-
posited on the day drawn, it should be ac-
counted for as an increase to the cash drawer
and when deposited, it is a decrease to the cash
drawer and an increase to the limited deposi-
tarv account.

(5) Money transferred to the disbursing
officer by a deposit made to his account in the
limited depositary is a transfer increase to
“Total Cash” and an inecrease to the limited

depositary account. The reverse entries are
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made when the officer transfers to another by a
limited depositary check.

(6) Limited depositary checks canceled are
an increase to both “Total Cash” and the lim-
ited depositary account.

104. Ledger Form

The cash blotter will be maintained on WD
AGO Form 14-92 (when published) (old form
WD FD Form 2B). The new cash blotter
ledger sheets are the same size as those used
for the cash book and may be filed in the
same looseleaf binder.

Section IV. CHECK REGISTER
105. General

The disbursing officer will maintain a sep-
arate check register for each checking account.
The register for an account maintained in a
limited depositary may be kept as a part of the
cash blotter. (See par. 103.) The check regis-
ter for a checking account with the Treasurer
of the United States and the cash blotter will
be balanced daily with the total accountability
section of the cash book. In addition, the check
register for a checking account with the Treas-
urer of the United States will be promptly veri-
fied and reconciled when the TD Form 5215
(Statement of Checking Account) which is de-
scribed and illustrated in TM 14-500 is re-
ceived. Ledgers for limited depositary accounts
will be promptly verified with the statements
furnished by depositary banks.

106. Minimum Requirements

Each type of transaction which affects the
checking account balance will be posted to the
register. Such transactions are as follows:

Accountable warrants.

Check transfers to and from others.

Check payments.

Checks drawn for cash.

Personal credit deposits.

Official credit deposits.

Canceled checks

(including uncollectible checks).

Adjustments.

Checks paid on vouchers, canceled checks,
and checks drawn for cash may be posted in
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7-3 = summary ; other transactions should be posted Standard Form 1098 on which checks were
! in detail. Detailed or inclusive check numbers scheduled. Numbers for those checks which are
will be shown for all checks issued, and for spoiled and voided should also be listed as it is
sach check canceled unless it is impracticable desirable to maintain an unbroken numerical
to list the numbers of all checks canceled in sequence in the check number column of the
which case a reference will be made to the register.
N ci=ce REGISTER 1
£ol. E; Z. Smith - Ft. Finance, Nd.
DATE
Hov.| CHECK MUMBERS EXF ANATION ‘ INCR
1ETVR ] __L
S S P __.“ palasce Brought forward ; i
| F Official Credit Dapoalt #39 l
A 55un0-52 Paid on Voushera [
LN P y IET : scrarate regioter &
2 15393326, 29, 39 lCancelled Chacke { =z intained fo: each ct-r:ck‘:ng u:ou.nt.
FIGLT 53=L=-5=-L Checks —. - The register for limited depositary
3ALTET_A0 | acorunts may be maintained as & part
i Yo M 2 1 of the cash blotter. See Section III
e Capt. John Jonea, FD, | 5 of this chaptor, g
W bpble e l BEEE s exople 12ustrates
4 | 339LB38-L0 ] th= e of a separate sheet for each
T a \ accounting perind., If pref d, the
b LI094L80A-47 = — = «'--.a-.-:ll-.:i!‘w fully rm:l‘xr’i’l‘h:::e x "
|7 | 339u850-73 W | bslance ia carerisd Forward to the new
== 1 Deposit #307 (Adkins) [ ks
B ! t #1235 962 dated & Mov. 1944 | 30, Incluaive check mmbers are
Wenichary ' stated for pavmenta af wouchers,
9 - T L e 5 2y g | T -+« )ires represent trans-
4 fers from and to another disbursing
afficer to facilitats closing for
- change of bond.
. #2 (UB)
" 1 BEEE 75 11strates an ade
it J Jwtmant of cddng account balances
and complemantary to the adjust-
~ T sent whown on the axamole of the
L3 | 3T 4 canh book,
3394538
p— P BEE - -1 o personal At
1613394939 reanlta in 8 !rﬂ.r—-.\.:P ).".r;&:':t- c:v\r;('»u_.-qg
b1 wosunt balanse, while 3 deposit te
e | = official eredit 1= @ increanme.
17 13394940 |
| I : s naoance A
poussor Lo ! T s s M
23 42 f check registar,
= st _4:____ i
23 13395033-35 = |
= Adjustaent of Accountabls Ealance o 257
24 |3395036 | Check tor Cash }
3295037-LT Pald on Vouchers —
25 | 339500860 |
21| 339%p61-111 .
28 | 3595812-26 2 0 BT |
_29 |3395127-35 !
339540 Check for Cash i - | _1_ p
|30 | 3395141584 ‘
T 1e21) |
e e Parsonal Credit Deposit §l0 ( i
Official Credit De :
¥
. » See letter, Fiscal Director, ASF, 20 Nov. 'Li

file 132/47LB11, Smith, B. Z. Figure 18. Check Register.
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[07. Period of Checking Register

Columns of the check register should be
totaled and the balance carried forward at the
close of each accounting period.

108. Example Check Register

Figure 18 is an example of a check register.

Section V. AGENT'S ACCOUNTABILITY
LEDGER

109. General

Disbursing officers will maintain ledgers
which will reveal at all times the balance in
the hands of each Class B agent officer. These
records will be balanced daily with the cash
blotter. (See sec. III, this ch.)

I10. Posting of Agent Ledger

Transactions reported by Class “B” Agents
will be posted promptly to the agent’s aceount,
and any necessary adjustments of these entries
will be made by subsequent posting. For ex-
ample, in posting disbursements claimed by the
agent in column 4 (fig. 19), the disbursing offi-
cer will post the entire amount of the vouchers
turned over to him prior to ecomplete examina-
tion. If an examination subsequently reveals
an unacceptable voucher, it will be returned to
the agent with an explanation, and the net
amount of the voucher will be posted in column
3 as an inerease in the balance in the hands of
agents. This system of posting permits an
easier reconciliation of the agent’s and the
principal’s ledgers.

I11. Example Ledger

There is furnished with this chapter as figure
19 an example ledger form to be used in ac-
counting for funds in the hands of Class B
agent officers. This is a subsidiary ledger to
the “Cash With Agents” acecount in the cash
blotter. It is designed for one accounting
period. At the close of that period columns
3 and 4 will be totaled and the balance carried
forward.
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Section VI. DETAILED SPECIAL DEPOSIT
LEDGERS

112. General

For each special deposit account of the cash
book, the disbursing officer will maintain de-
tailed subsidiary ledgers in the name of the
officer who turned the money over to him, or
who authorized the collection to be made. In
addition, a separate subsidiary ledger may be
maintained for each remitter, if the volume of
transactions in the name of the remitter justi-
fies this system.

I13. Depositors' Names

With the exception of civilian pay roll de-
ductions, or over-the-counter sales temporarily
credited to special deposits, the name of each
remitter should be a part of the records of the
disbursing officer. It is considered advisable
that names of remitters be shown on the de-
tailed special deposit ledger, however, in lieu
thereof, the ledger may cite collection voucher
references, in which case the retained copies
of these collection vouchers will be utilized to
determine the name of each depositor.

| 14. Balancing with Control Accounts in Cash
Book

The total of all balances of the detailed sub-
sidiary ledgers will equal the balance of the
related special deposit account maintained in
the cash book. At least once a month, a trial
balance will be taken to determine that the
balances of the subsidiary special deposit ac-
counts agree with the balances of the special
deposit control accounts in the cash book.

I15. Special Deposit Collections from Civilian
Pay
Sectior: VII and VIII of this chapter provide
instructions for maintaining the detailed ledg-
ers in connection with amounts collected from
the pay of individuals and credited to 21F5867
and 21F5850.

[16. Example Ledgers

There is furnished with this chapter an ex-
ample of the detailed ledger for account
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nCash with _1st Lt. W. D. Adkins, F.D. |
|
Class B Agent at Camp Springas, Maryland
|
DATE ‘
Ay EXPLANATION INCREASE | DECREASE | BALANCE
150 |
Q) (2) (3) (4) (5)
1 | Balance Brought Foward L $ 3'?"?! 01§ $ 377/01
Turn-in by agent, Form 14-49 | 22 11 328 49 370163
2 Returned voucher, Form 14-50 2 18] L9 i
Checks 3394753-4, Form 14-47 1,000{ 00 | 1,389(12
7__| Deposit No, 307 4 18 43| 1,370169
11 Turn-in by agent, Form 14-49 235/ 38 22313 1,382 |94 J
21 Turn-in by agent, Form 14-49 90 00 206/ L0 1,266(54 | ;
30 | Turn-in by agent, Form 14-49 50| 00 842 50 474 (0% | ‘
l
Balance Carried Forward $ 474 0L
Totals $ 2,092 99(8 2,092 99
|
|

n This ledger is subsidiary to the "advances to agents”
ledger maintained in the cash blotter. See Flgure 17.

_ The W.D., A.G.0. Forms 14-49 are supported by collection
vouchers and disbursing vouchers. Turn-in by agent is posted prior
to complete examination of vouchers.

After the examination has been completed, a voucher is re-
turned to the agent because it lacks certain required attachments.

This represents a deposit made by the agent to the check-
ing account of the principal. Notification of the deposit was for-

warded to the disbursing officer prior to the time of a regular turn

“ This sun is picked up as an increase in the December led-
ger on the line captioned "Balance Brought Forward".

63
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Lgent Ledger Accownt.
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21F0000 Special Deposits All Other. (See fig.
20.) It is noted that it is prepared on looseleaf
notebook paper, to be used with either two or
three ring binders. Binder sheets are superior
to cards, for officers posting books manually, in
view of the fact that their use reduces the

CHAPTER 10 | Jul

danger of a subsidiary ledger being misfiled or
otherwise misplaced. It will also be noted that
for each collecting or authorizing officer (and
remitter) more than one deposit may be re-
corded on a single sheet. When this method is
used, the separate deposits should be consid-

o Authorising or Collecting Officer

21FCCO0 - SFECILLL DEPCSITS, ALL OTEER

Major J, 0. Black, Q.M.C.

Selvage Officer, Fit. Finance, Md.

Kame of Depoaitor(s)

See collection wouchers cited in Reference

Column,

Parposs of Deposit

Sale of salvage at auction.

' each day,

'1’;: REFERENGE INCREATE | DECHEASE m
(1) (2) (3) (4) (5
Hov, 21 | Colleotion Voucher No. 1569 142(80 142 |80
Dec. 5 _|Disbursing Voucher No. 3569 (1049) 12 |50
. " " 3570 (1046) 130 |30 - lo-
&Jco. 3 | Collection Voucher Fo. 1635 128042 | | 1282
BERB p.:. 10 | coliection Voucher ¥o. 1703 95{00 95 100
m_—h——é-m‘— '—__m

A separate sheet maintalined for each collecting officer,

“ The balance of this ledger, plus the total of the balances of all
other similar subsidiary ledgers, equals the balance of the "21F0000 Special
Deposits, A1l Other” account in the cash book., This is trie at the close of

The $12.50 represents disbursements cn & Standard Form 1049 for
expenses in connection with the auction sale; the $130.30 represents a
o —_— S.F. 1046 transfer from Special Deposits to Miscellancous Raceipt 215160.

Each item is treated as a separate subsidiary ledger amount,

Figure 20,

Special Deposit—21F0000 Ledger.
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%.7.% @ < ered as separate detailed subsidiary ledgers ments, that is, amounts charged to appropria-
>

just as if they were posted on separate sheets.
When a particular deposit is either refunded or
covered into an appropriation or receipt ac-
count, the disbursements are posted below the
related deposit. This method of posting makes
it possible to determine at a glance which spe-
cial deposit items are still open in the account.

LEDGERS FOR CIVILIAN PAY
117. General

Each disbursing officer who pays civilian em-
ployees of the War Department on vouchers
certified by officers who operate under the pro-
visions of Civilian Personnel Regulation No.
120, will maintain an account in the name of
each certifving officer in his subsidiary spe-
cial deposit ledgers for Federal Tax Withheld
and Class A Pay Reservations. These ac-
counts will be maintained by certifying
officers instead of by pay rolls for each certi-
fying officer. In addition, the disbursing
officer will maintain sufficient memorandum
aceounts to enable him to certify a properly
prepared WD Form 61, and WD Form 62
(War savings bonds control).

Section VII.

118. WD Forms No. 61

a. Civilian Personnel Regulation No. 120
provides that the officer who certifies to civil-
ian pay rolls will develop ecumulative figures
throughout a ecalendar year for earnings,
amounts not disbursed, gross payvments, (dis-
bursements), voucher collections, and net pay-
ments, and will summarize this data on a
WD Form 61. Since disbursing officers are
required to certify as to the accuracy of the
information submitted by the certifyving offi-
cers, the former must maintain adequate rec-
ords to determine the accuracy of the data
shown on the WD Form 61.

h. The column of the WD Form 61 which is
headed “Gross Earnings” represents the
amount of salary earned by the employees,
and the column headed “Amounts not Dis-
bursed” represents the items which were de-
ducted from earnings before the appropria-
tion was charged. The column headed “Gross
Payments” actually represents net disburse-

tions on pay rolls, less pay roll refunds in
cash or by canceled checks, and less adjust-
ments of pay roll appropriation charges. The
column which is headed “Federal Tax” rep-
resents net collections for 21F5867 (or
21F5878) Federal Tax Withheld. The col-
umn headed “Civil Service Retirement” rep-
resents net collections for 2181352 Civil
Service Retirement and Disability Fund. The
column headed “War Savings Bonds”, how-
ever, represents pay roll collections for Class
A Pay Reservations, less adjustments, and less
certain types of refunds as hereinafter de-
scribed. The column headed “Other Deduc-
tions” represents net pay roll deductions for
those funds which do not have a specific col-
umnar heading on the WD Form 43. The
column headed “Net Payments” represents
the amount of money accounted for as paid
to the employees by check or by cash, less
canceled checks and cash refunds.

¢. Refunds of withheld taxes by Standard
Forms 1049 and separate checks, when en-
tered on the WD Forms 43 and WD Form 61,
are treated as reductions of Federal Tax col-
lections and as increases to net payments.
However, when an unapplied balance of Class
A Pay is refunded by Standard Form 1049,
it is not treated as a reduction of collections
nor as an increase to net payments, but is
entered on the Form 43 as a refund. The
amount does not appear on the Form 61, but,
is recorded on the WD Form 62. On the other
hand, when a Class A Pay balance is refunded
by including it in a regular salary payment,
it is treated as a reduction of War Bond col-
lections and as an increase to net payments,
and is posted to both the Forms 43 and 61.
Conversely, a canceled check, which was
drawn to settle a Standard Form 1049 re-
funding an unapplied Class A Pay balance,
is not treated as an inecrease to War Bond
collections nor as a decrease to net payments
when entered on the Form 43. This transac-
tion is not posted in any column of the Form
61, but is posted to the Form 62. However,
if a regular salary check which included a
refund of Class A Pay is canceled, then that
portion of the check which represents an at-
tempted refund of Class A Pay is treated as
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an increase to War Bond collections, and the
entire amount of the check is treated as a
reduction of net payments, on both WD
Forms 43 and 61. See in this connection
Civilian Personnel Regulation 120.5, 120.6,
120.9, 120.19, particularly paragraph 9b of
Civilian Personnel Regulation 120.5, para-
graph 8¢ of Civilian Personnel Regulation
120.6, item 12 of figure 18, Civilian Personnel
Regulation 120.9, and item 14 of figure 46,
Civilian Personnel Regulation 120.19,

d. Change 9 to Civilian Personnel Regu-
lation No. 120 provides that cash collec-
tions to cover the purchase price of a bond
be reported to disbursing officers on Standard
Forms 1044, supported by WD Forms 63 and
that the amount of the collections will be
shown on the Form 63 in both the War Bond
and Net Payments column. (See fig. 21, CPR
120.9.) It will be noted that whenever this
type of collection is received, it requires spe-
cial handling by the certifying officer and by
the disbursing officer. When the certifying
officer posts the form to his records, the
amounts are not shown as circled items in
the War Bond and Net Amount Paid columns
of the WD Form 43. This type of Form 63
is posted as a reduction of refunds on the in-
dividual earnings record and is not entered
on the WD Form 61. (See item 8, figure 18,
Civilian Personnel Regulation No. 120.9.)
However, the amount is posted to the WD
Form 62. The amount of the collection is not
withdrawn from Class A Pay and applied to
the appropriation, even though the collection
is shown as an entry in the War Bond column
of a pay roll adjustment schedule.

¢. It is essential that the disbursing officer
be familiar with these provisions of Civilian
Personnel Regulation No. 120 so that he may
correctly maintain his memorandum records.

119. Example Ledger

@. There is furnished with this chapter an
example ledger form, figure 21, which will
provide, on a single sheet, the required spe-
cial deposit subsidiary ledgers for Class A
Pay and Federal Tax Withheld, and the
memorandum records needed to permit peri-
odic certification to properly prepare WD
Forms 61 and 62.
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b. The accounts of the ledger are arranged
to correspond with-the lines of the briefing
sheet of WD Form 44.

120. Memorandum Accounts of the Civilian
Pay Ledger

@. The columns headed Items not Dis-
bursed, Disbursements, 218135.2 Retirement,
Other, and Net Payments are memorandum
records maintained solely for the purpose of
developing data which will permit the dis-
bursing officer to certify to a properly pre-
pared WD Form 61. It will be noted that
the WD Form 61 has a column for “Gross
Earnings” while the example civilian pay
ledger does not have a comparable column.
A column for “Earnings” was purposely
omitted from the disbursing officer’s civilian
pay ledger due to the faet that in the ma-
jority of instances, the appropriation will
be charged in the amount of employees’ earn-
ings. Therefore, in most instances, entries
posted in an “Earnings” column would be
duplicated in the “Disbursements” column.
However, by providing a column for “Items
not Disbursed” the Civilian Pay ledger will
permit a determination of earnings, since
Disbursements plus Ttems mnot Disbursed
equals earnings.

b. The total of the amounts shown on the
brief of the WD Form 44 under the caption
“Other items not requiring disbursement
(subsistence, ete.)”, will be posted in column
3, figure 21. Entries shown on the WD Form
63 in the Amounts not Disbursed ecolumn will
be posted in column 4 of the ledger.

¢. Amounts charged to appropriations on
civilian pay rolls will be entered in column
5 of the Disbursements Section, and expendi-
ture refunds pertaining to salary payments
will be posted in column 6.

d. Retirement collections are posted in
column 11 of the retirement section. Adjust-
ments of retirement collections on WD AGO
Forms 14-37 will be posted in column 12.
Deposits of retirement collections on TD
Form 1, however, are not posted in the
civilian pay ledger. Therefore, while the bal-
ance of the cash book retirement account is
undeposited colleetions, the balance of the
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CIVILIAN PAY LEDGERS
In account with 18t It. A. C. Cooper Relieved by 5. v ] Date 1 K Sheet No,_ 3 ., Calendar Year 12.LlL,
Station Ft. King, Maryland
2 2% Ez 95 52 i 60| 728
ITRMS NOT 2175867 218135.2 21F5850 - -
DISBURSED DESDURSRMENLS FEOERAL TAX WITHHELD RETTREHENT CLASS A PAY RESERVATIONS C & C S i REE EATISSRS
Increase | Decrease Increase Decrease Increase Decrease Increase | Decrease Increase Decrease Increase | Decrease| Increase Decrease
DATE REFERENCE Pay Roll 10lg Payments Other 1049 Cash
Subsist~ | Adjnst~ | Charges to D’:;ﬁm‘}iiiﬂ, Collections| Fefunds | to Rank Collec- | Adjust~ | Pay Ro1l | Collec- | Adjust- Refunds, Collec- | Adjust- and 2::%2:2:’1123
19k ence,etc.| ments Appropria- Refunishl % Adjust- and Balance tions ments Collections|tions and| ments |Transfers & | Ralance tiona ments Check Check
tions ments T oF TR Transfers Bonds Issued] Payments =
(1) (2) (3) (L) (5) (6) (7 (8) (2) (10) (11) (12) (13) (1L) (15) (16) (17) (18) (19) (20) (21)
8 Nov.| Balance Brought, Forward |3 30000[8 1500[l8 16,999 h6 |8 1,201/5008  2,138]76]8  enliols  2,013056]s 10802 72188 s3loufs 1,270lo0[¢  uslools 7sloole  1,08d50[8 157ls0ls 12l00ls T 8 12,93336[s 1,158|68
"Ad justment Schedule #1643 | | 82|12 2150 H 8 Lo 3/ 38 o i 3| 75 153 |75 | 72159
9 | Pay Rolls 2675-76 3000 679 B1 8860 97 00 29,70 67150 | 221 |25 - L93[51
30 | T. D. Form 1737 #29 ' | il [ | | 54 25 165 |00 T L : |
17 Adjustment Schedule #1758 15 0O 73100 L |20 92 80 3| 00 7. 50 157150 | 58130
S. F. 1049 Refunds 27L0-l1 | | 820 Bl 60 | 15 00 1kL2 (50 | 8|20
20 | Adjustment Schedule #1809 731 00 It 120 80 Lo 3/ 00 i A 3N i 6580
—2l,_| Pay Rolls 2816-17 = 1,168 |97 14720 i 227 60 1ol 89 __.B2{50f _| 2e5]00 . 889 38
25 T. D. Forms 1737 #30 - | | 75 .00 150 00 | |
30 Payment to Fed.Res.Bank (Form }j10) B | 227 60 0 00 | | | |
Canceled Check 3392524 | | : = 7.50 | 157 |50 |
1 Dec.| S. F. 10hly Voucher 16h1 i i ! | _3is | 161 |25 | |
9 | Pay Rolls 3307-08 Pl _ _ | 3,203 B8 | 119 160 ] 119 60 50 69 | 80]00| | 2l |25 . 923(09
Adjustment Schedule #1968 & S.F.10hlk | | | 19| k7 | 270 1h6 D0 | 80 I = i ' 15,97
Transfers to Capt. L. R. Chapin | | ! | | | [ | | | | |
(1ist dated 10 Dec. L) . | ' | | T i e | il [ | | (] T 10 00 231 125 ;
11 T. D. Form 1737 #31 | | llis | | | | | | | 93 75 13750 |
13 | s. F. 1049 Voucher 3526 oo i | i | | I ] ' 375 133175 |
17 Adjustment Schedule #2675 : | 76,0l = 3160 14330 3113 10100 [ ! 14375 | 2131
23 Transfers from Capt. I.. R, Chapin | | | | | |
(1ist dated 23 Dec. LL) ﬂ ¥ ' | & . )i A ) e 161 12¢ .
Pay Rolls 3591-2 % O i 1,198 (13 | 118129 291 59 50(18] o] [ » 226 125 3100 i 921166 i
25 | T. D, Form 1737 #32 = e 1y B ) (| M [ P R = 10 L LT W [y = I i § IR 7 (L N SR i |
29 Collection #2132 (Check canceled by__ - | o | T | | | | [
G.A.0. See Adi. Sched. #1809) Rl | i ' | 10/00 | | 123 175 | 10/00
30 | Adjustment Schedule #2760 | T S 73100 1100 292 59 3100 i 7150 116 125 ' | &3150
| | | | | | |
e e . | el e, | . I '
= = e : | ' == TELE : | .
| | | | | I |
Totals for Calendar Year 191 B 330005 3000]$21,218 95| % 1,6911315||8 2,673/45|8 109./70[8 2,271116 $ oo2(30/8 69558 1,505000l8 6375|893 7518 1, )18 75 $ 1500 $16160020] 8 1,52L015
. | | | | | |
t———1 Bl s . - = ~ l _
| |
| |
| | | | | k Wl § SIS !
e | | | [ SO | TRl (W] L S | O T |
| | | | | |
| =il
. N | | | ] | |
L i | : .
| I__ =T | |
] = ] | | | |
I _- = I iE= | = | | |
| T i | | |
Balances Carried Forward to 1945 d ] $ 202150 ! | | $ 116125

Figure 21. Civilian Pay Ledgers.
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EXPLARATION OF FIOURE 21,

This space will be used only when the certi-.
fying officer is relieved, It is not necessary to
commence a new sheet when one certifying officer is
succeeded by another. The date relieved will also be
shown,

Entries on pay rolls stated under "Qther
items not requiring disbursement (asubsistence, etc,)"
are incresses to this account. Entries on W.D.Forms 63
in the column headed "Amounts not Disbursed” are post-
ed in Column L.

Pay roll charges to the appropriation are
increases in this memorandum account and expenditure
refunds (perteining to pay rolls) are decreases. This
account corresponds with the column "Gross Paymenta®
of the W.D.Form No. 61 (Individual Earnings Record
Summary Control). See CPR 120.11.

This is a subsidiary account to the cash book.

This 1s & memorandum account, Voucher col-
lections are posted as increases, and adjustments as
decreases.

“ Thie is a snbaidiary account to the cash book.

This is a memorandum account used to record
pay roll collections for which a specific columnar
heading has not been provided on the W,D.Form No. L3
(Individual Earnings Record).

This is a memorandum account. Payments by
check and by cash are listed in the increase column.
Refunds and canceled checks are shown in the decrease
column,

n A new ledger is started at the beginning of
each calendar year, and thereafter new sheets are
commenced as needed, Exactly the same entries were
shown on the bottom line of sheet No. 2 on & line
captioned "Balance Carried Forward®,

m This line of entrdes illustrates an ordinary
W.D.Form 63; the check was canceled in the amount of
$72.59 and it was also necessary to return to the
appropriation $3.75 from Class A Pay, $3.38 from Re-
tirement, and $2.L0 from Federal Tax Withheld, a total
of $82.12,

This illustrates entries for two pay rolls
which included items not disbursed. Earnings totaled
-$709.31, and $30.00 of that sum was not disbursed.

The appropriation was charged by $679.31; $808,60 was
withheld for taxes, $29.70 withheld for Retirement,
$67.50 withheld for honds, and checks totaling $l93,51
were given to emnloyees, Earnings of $709.31 are not
entered on this ledger but can be determined hy adding
"Items not Disbursed" and "Disbursements®,

This is an entry for a Bond Issuance Schedule
presented to the disbursing offitver by the certifying
officer. The total amount of the schedule is with-
dramn from the balance available to the certifying
officer and entered as a credit on the Disbursing
Officer's 21F5850 Subsidiary Ledger. See Section VIIY
of Chapter 10.

This line illustrates the entries required
when a salary check is forwarded to the General Ac-
counting Office for cancellation.

This line fllustrates the entry for Standard
Form 1049 refunds of Class A Pay and Federal Tax With-
held, Due to the fact that CPR 120 provides that 1049
refunds of Class A Pay have no effact on net payments

‘but 1049 refunds of Federal Tax Withheld have an

effect on net payments, only the amount pertaining to
taxes is shom in the net payment ledger. See partic-
ularly P;r. Be (2) (a) of CPR 120.6 and Par. 9b (1),
CPR 120,5.

This line illustrates the entries for a
check forwarded to the General Accounting Office for
cancellation, The check covered a salary payment and
a $10,00 refund of an unapplied bond balance, The
circled War Bond éntry on the W.D.Form 63 is not posted
and the net payment amount is reduced from $75.80 to
$65.80. The $10,00 is entered on a Register of Special
Deposit Collections Receivable. See Par, Tlb and 123b.

Tax payments are made to the Federal Reserve
Bank, for which T.D.Forms 110 receipts are obtained,
at the close of each of the first two months of a tax
quarter. See Par. 76.

This 1)lwtrates a canceled check which was
drawn to settle a Standard Form 1049 refund voucher.
The entire amount of the check is 87.50, and since the
refund pertained to Class A Pay, and was made by a
Standard Form 1049, it has no effect on column 21 of
the net payments ledger.

This illustrates a cash collection made
from an employee to complete payment for a bond. This
collection also has no effect on the net payment column.
See particularly Par. Sb of CPR 120.5.

Nlustration of entries required when refund
of overpayment is received in cash. The cash refund
of #15.97 was forwarded to the disbursing officer with
a Standard Form 10LL. The certifying officer also
submitted 2 W, D, Form 63 to adjust tax and civil
service retirement deduction,

m This 111lwe trates an employ=e's unapplied bond
balance transferred to another certifying officer.

This 1ine represents entries for a canceled
check which was drawn by the disbursing officer to
pay salary and also to refund $10.00 of an unapplied
bond balance, See Figvre 2l of CPR 120.9,.

This illustrates an employee's unapplied bond
balance received by a transfer fram another certifying
officer.

EEEN 115 i11ustrates a $3.00 voucher collection
astated on a pay roll for govermment property lost or
damaged (MR 21),330).

Whenever the disburging officer is advised
of a deposit to his credit as a result of a check which
was canceled by the General Accounting Cffice, he will
report 8 collection and make the money available to the
certifying officer. The entry is complementary to
item 15.

This illustrates a canceled check which
included a $1.00 net refund of Federal Tax Withheld.
The principle is the same as for item 21.

m These columnar totals are the final 19LL
entries in the. increase and decrease columns, These
suns are also used to determine the accuracy of a
W.D.Form 61 submitted by Lt. Cooper. ¥

These amounts are entered in the balance
columns, as the first line of entries, in the calendar
year 19L5 ledger on a line captioned "Balance Brought
Forward".
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civilian pay ledger’s retirement account is
net collections.

e. Miscellaneous pay roll collections are
posted in column 18 and any adjustments
thereof are posted in column 19. No attempt
is made to differentiate between the various
funds credited by these miscellaneous collec-
tions.

f. Total amounts paid in cash or by check
are posted in column 20 of the Net Payments
Section. Refunds collected from employees,
and canceled salary checks are posted in
column 21.

121. Federal Tax Withheld Section of the
Civilian Pay Ledger

it. Collections for 21F5867 Federal Tax
Withheld are posted in column 7. Standard
Form 1049 refunds and adjustments, and

payments to Federal Reserve Banks and the
Collector of Internal Revenue are posted in
columns 8 and 9, respectively.

b. Disbursing officers paying individuals
subject to deductions for the account
21F5878 Special Deposgits, Federal Tax With-
held from Payments to Nonresident Aliens,
War Department, will post the related
vouchers to separate civilian pay ledgers. On
these separate ledgers, the heading of the
Federal Tax account will be amended to show
the code number 21F5878 in lieu of 21F5R867.

122. Class A Pay Section of the Civilian Pay
Ledger

a. Pay roll collections for 21F5R50 Class
A Pay, will be entered in column 13. Other
collections pertaining to civilian employees’
Class A Pay accounts, including those cash
collections which are made to complete the
purchase price of a bond will be posted in
column 14. Cash collections which are in the
full purchase price of a bond, and which are
received under the provisions of Cireular 290,
War Department, 1944, as amended, are not
posted in this ledger since they bear no rela-
tionship to pay roll collections. Adjustments
by Standard Forms 1046 are entered in
column 15 except as noted in d below. Re-
funds of unapplied bond balances, transfers,
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and the amount of bonds issued will be en-
tered in column 16.

b. Bonds issued on TD Forms 1737 signed
by a certifying officer are posted as decreases
to the bond section of the civilian pay ledger.
This is necessary due to the fact that when-
ever the certifying officer requests the issu-
ance of bonds (by the submission of a TD
Form 1737), he relinquishes control over the
funds which were collected for the purchase
of the bonds. Although these entries reduce
the balance in the Class A Pay Section of
the civilian pay ledger, such reductions are
not entered in the 21F5850 section of the cash
book as they are offset by increases in the
special deposit bond account maintained in
the name of the disbursing officer. (See sec.
VIII, this ch.)

¢. Paragraphs 6 and 7 of Civilian Per-
sonnel Regulation No. 120.5 provide for
transfers of unapplied Class A Pay balances
between two certifying officers. Amounts
transferred out by a certifying officer will
be posted in column 16 of the ledger main-
tained in his name. Amounts received by
transfer will be posted in column 14. If only
one disbursing officer is involved, then only
the subsidary Class A Pay ledgers are af-
fected. If two disbursing officers are involved,
then the transactions will also be accounted
for as transfers between disbursing officers
in accordance with chapter 5; the records af-
fected are deseribed in sections IT, ITI, and
IV, this chapter. *

d. Transfers of unapplied bond balances
in the accounts of deceased and mentally in-
competent employees are accomplished on
Standard Forms 1046. Since the certifying
officer posts transactions of this nature in
column 22 of the WD Forms 43 no entries
will be made in column 20 of the civilian pay
ledger. The entries will be posted as de-
creases in column 16, figure 21.

123. Special Deposit Checks Canceled by the
"~ General Accounting Office
a. Whenever a civilian employee’s salary
check, which was drawn by a former disburs-
ing officer, is forwarded to the General Aec-
counting Office for cancellation, and when the
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entire amount of the check is to be credited
to appropriation(s), the related WD Form 63
will be posted in the regular manner and the
voucher deductions shown on the Form 63
will be adjusted on a Standard Form 1046
and WD AGO Form 14-37 (par. 83), by the
present disbursing officer.

b. If all or a portion of the check is to be
credited to special deposits, the amount rep-
resenting special deposit funds will appear as
a circled item in one of the deduection col-
umns. For example, pay roll adjustment
Schedule No. 1809 prepared by a civilian
certifying officer reflected the entries in the
money columns shown in example at foot of
page.

The check accompanying Schedule No. 1809
was forwarded to the General Accounting
Office for cancellation. Since the $10.00 credit
due special deposit account 21F5850 cannot
be entered in the disbursing officer’s special
deposit account until notice is received that
the check has been canceled and $10.00 de-
posited to his official credit, it will be neces-
sary for him to disregard the $10.00 circled
item and reduce net payments from $75.80
to $65.80. (See entry of 20th November, fig.
21.) In accordance with paragraph 715, the
special deposit sum will be entered on a
Register of Special Deposit Collections Re-
ceivable. When the disbursing officer receives
notice of receipt of the funds, he will clear
the register and post the collection to the
civilian pay ledger, thereby increasing the
special deposit balance available to a certi-
fying officer. (See entry of 29th December,
fics 215)

¢. Particular attention is invited to the
fact that the procedure preseribed in b above
is required only when special deposits are
involved. In those instances where the check
includes a refund of retirement, the amount
representing retirement will be posted as a
eredit in the retirement acecount of the civilian
pay ledger, since such an entry has no effect
on the disbursing officer’s accountability.

(Gross Amaounts Gross
FEarnings Not Disbursed Payments
e f i
$73.00 57300

CHAPTER
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d. An example accounts receivable register
is furnished with this chapter. (See fig. 22.)

124. Proof of Ledger Totals

Accuracy of most postings to the civilian
pay ledger can be established as follows:

The difference between the totals of col-
umns 5 and 6 should equal the difference be-
tween the totals of columns 7 and 8, 11 and
12, 18 and 15, 18 and 19, 20 and 21,

Using the above proof, the accuracy of the
totals of figure 21 can be proved as follows:
Net Payments (Col. 20 minus 2

Col. 21) $14,645.05
Other Deductions (Col. 18 minus

Col. 19) 15.00
21F5850 (Col. 13 minus Col. 15) 1,501.25
218135.2 (Col. 11 minus Col. 12) 832.75
21F5867 (Col. 7minus Col. 8) 2,563.75
Disburse-

ments (Col. 5 minus Col. 6) $19,557.80

125. Sheets of Civilian Pay Ledgers

@. A new civilian pay ledger will be started
at the beginning of each calendar year. As
the first line of entries, there will normally
be balances brought forward for both Federal
Taxes and Class A Pay Reservations. The
balances will be entered in columns 10 and 17
only. Balances will not be brought forward
for any of the other accounts since they are
closed out at the end of a calendar year. The
first sheet will be posted as transactions oc-
cur until the sheet is filled at which time,
without regard to date, the total of each
column, and the final entries in the balance
columns, will be posted on the bottom line
captioned “Balance Carried Forward”. These
same entries will then be posted on the first
line of the new sheet on a line captioned
“Balances Brought Forward”. The method
of carrying balances forward will be con-

War ‘

Net
Tax Retirement l Bonds Pa,ym(‘ntu
I- ==
4 20 53 .00 375 .80
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ACCOUNTS RECEIVABLE

Register of Special Deposit Collections
Raceivable - - - Checks Canceled by the

General Accounting Office

Cortifying Officer __ 1lst Lt. A.C. Cooper, Q.M.C.

Station F¢, King, Md.

Special Deposit Code No.

21F5850

DATE
1944
(1)

EXPLANATION
(2)

COLLECTIONS
ANTICIPATED

(3)

COLLECTIONS
RECEIVED

(4)

20 NHov

Check #3678942, 2 Sept 44, R.T. Sumners, Lt. Col.,
F.D., Symbol 210-679 -to G.A.0. for cancellation

B .0

29 Dec

Collection #2132 (Treasury Statement for Nov 44)

BE $10.00

1945
1 Jan

Check #3678955, 6 Aug 44, R.T. Sumners, Lt. Col.,
F,D,, Symbol 210-679 -to G.A.D. for cancellation

5.00

1 Feb

Check #3681264, 15 Sept 44, R.T. Sumners, Lt. 001.,4“

F.D., Symbol 210-679 -to G.A.0. for cancellation

7.50

3 Feb

Bond #379452248 erroneously issued to R.U. Smart
was returned for cancellation and forwarded to Fed.

Reserve Bank with request for refund

n 37.50

A separate register is maintained for each certifying officer,

and for each special deposit account.

above.

officer.

for the collection.

70

collection reported.

credit by an entry appearing on the Treasury Statement.
in the Collections Received column are also entered on the Schedule of
Collections and Voucher Deductions, and are posted as credits to the sub-
sidiary special deposit ledger maintained in the name of the certifying

“ When a check is forwarded to the General Accounting Office for
cancellation, any portion of the check which should be credited to special
deposits is entered on a Register of Special Deposit Collasctlons Receivable,,

This entry is for the receipt of the $10.00 shown on the line
The disbursing officer was advised of the deposit to his officlal
Amounts stated

Bach check is entered separately, and sufficient room is allowed

“ Receivable ledger may also be used to keep a record of bonds for-
warded to Federal Reserve Bank for cancellation.

When refund is received .
from bank this item should be cleared from the ledger and a special deposit

Figure 23.

Lecounts Receivable L

edger.
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tinued until the end of a calendar year, at
which time the totals of the inerease and de-
crease columns will be treated as final entries,
and only the special deposit balances will be
posted on the bottom line, which will be cap-
tioned “Balance Carried Forward?”.

b. In addition to the aforementioned
totals, the disbursing officer will enter sub-
totals for each column at the end of every
quarter.

126. Certification of Recapl‘rulafed WD
Forms No. 61

. In the memorandum accounts of the
civilian pay ledger which are headed “Items
not Disbursed,” “Disbursements”, “218135.2
Retirement”, “Other”, and “Net Payments”,
the net balance of each account (the differ-
ence between the totals of columns 3 and 4.,
ete.) will correspond to the cumulative figure
stated on a correctly prepared recapitulated
WD Form 61, in each of the columns of the
form which are headed “Amounts Not Dis-
bursed,” “Gross Payments”, “Civil Service
Retirement”, “Other Deductions”, and “Net
Payments”, respectively. To verify the cumu-
lative figure stated on the reeapitulated WD
Form 61, under “Gross Earning”, it will be
necessary to add the balances of the civilian
pay ledgers accounts “Items not Disbursed”
and “Disbursements”.

b. The balances of the special deposit sub-
sidiary accounts, however, ordinarily will not
correspond to the complementary cumulative
figures on a correctly prepared Form 61, due
to the fact that certain transactions affecting
the balance of the special deposit aeccounts
are not entered in the Federal Tax and War
Bond columns of the Form 61. For instance,
payments to the Collector of Internal Reve-
nue are shown in the last column of the re-
capitulated Form 61, but do not affect the
tax column.

e. To determine the aceuracy of the Form
61 cumulative figure in the Federal Tax col-
umn, the disbursing officer will refer to his
withheld tax account in the ecivilian pay
ledger, and will subtract the fotal of the
column headed “1049 Refunds and Adjust-
ments” from the total of the column headed

CHAPTER 10
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“Collections”, and add to this sum any Fed-
eral Tax amounts which may be stated on
a Register of Special Deposit Collections Re-
ceivable. (See par. 71b.)

d. To determine the accuracy of a Form 61
cumulative figure shown in the War Savings
Bond column of the Form 61, the disbursing
officer will utilize the Class A Pay account
of his eivilian pay ledger, and will subtract
from the total of the eolumn Pay Roll Col-
lections, the total of the Adjustments column,
and to this sum add any War Bond amounts
shown on the Register of Special Deposit
Collections Receivable.

127. Verification of Special Deposit Balances

@. Civilian Personnel Regulation No. 120.5
provides that the certifying officer will peri-
odically furnish on WD Form 62 the balance
of the War Bond account, and if this figure
agrees with the subsidiary ledger of the dis-
bursing officer, then the disbursing officer will
certify to its accuracy. Amounts shown in
the Register of Special Deposit Collections
Receivable must be taken into consideration
by the certifying officer and shown as adjust-
ments on the WD Form 62.

b. On the WD Form 61 there is shown the
amounts disbursed to the Collector of In-
ternal Revenue, as well as net collections for
the quarter, although the certificate on the
form makes no reference to these sums.
Whenever a properly prepared WD Form 61
is presented to a disbursing officer, he will
not only accomplish the certificate, but he
will also determine whether or not the figures
shown on the form for the quarterly total
of Federal Tax Withheld agrees with the bal-
ance of his subsidiary ledger account, plus
the payments to the Federal Reserve Bank.
The disbursing officer should insist on a re-
conciliation of any differences which may
exist.

Section VIIl. DISBURSING OFFICER'S

21F5850 SUBSIDIARY LEDGERS
|28. General

«. Each dishursing officer will maintain in
his own name a subsidiary special deposit
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account for Series E bonds issued under the b. This ledger is not intended to take the

Class A Pay Reservation Plan and for cash place of bond stock records. (See par. 79e¢.)

sales of Series E, F, and G bonds. If settle-

ment for bonds issued is made daily with the
Federal Reserve Bank, maintenance of this @. All TD Forms 1737 (for Series E
subsidiary account is not required. bonds), whether prepared for cash sales

129. Postings

21F5850 - SPECIAL DEPOSITS, CLASS A PAY RESERVATIONS

O
“ Disbursing Officer

AND CASH SALES

Colonel E. Z. Smith

_ Hame of Depositor(s)

As per Bond Issuance Schedules and collection

document cited in Reference Columm.

_]1};_3. REFERENCE INCREASE |DECREASE | BALANCGE
Oct. 29 |Balance Brought Forward 318 |75 318|75
31 |Payment to Fed. Res. Vou. 2503 318|75 -|0=-
n Nov. 8 [S. F. 105.4 Vou. 1826 37|50 37|50
10 |T. D. 1737 #18 (Lt. A. C. Cooper) 56|25 93|75
O 11 |S. F. 1044 Vou. 1516 18(75 112|50
T. D. 1737 #26 (Capt. L. R. Chapin) 93|75 206|25
25 |T. D. 1737 #19 (Lt. A. C. Cooper) 75|00 281(25
27 |T. D, 1737 #27 (Capt. L. R. Chapin) 93(75 375/00
30 |S. F. 1044 Vou. 1629 112 |50 487|50
Payment to Fed. Res. Bank, Vou. 3303 487150 =10~

This subsidiary special deposit account is maintained in the
name of the disbursing officer.

u The names of the remitters can be determined from an examinaticn
of the bond 1ssuance achedulos_ or SF 1044 collectlion documents,

m This 1llustrates an entry for Class E bonde sold for cash

This entry is for a scheduls for bonds purchased by deductions
Tom civilian pay. The same amount is a charge to the subsidiary 21F5850
lodger maintained in the name of the certifying officer.

This is a control figurs for the amount to be charged to 21F5850
on the voucher prepsred for payment to the Federal Reserve Bank for bonds

issued.

Figure 23. Disbursing Officer's Subsidiary Bond Ledger.
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1944, or prepared by certifying officers for
bonds purchased under the civilian pay de-
duction plan will be posted as increases to
this ledger. Charges to 21F5850 resulting
from payments to the bank for bonds issued
will be posted as decreases to this ledger.
Increases resulting from cash sales are re-
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flected in the accountability ledger, and in-
crease the accountability of the disbursing
officer. Increases resulting from TD Forms
1737 prepared by civilian pay certifying of-
ficer, however, have no effect on the account-
ability ledger but are offset by charges to the
civilian pay ledgers. (See par. 122b.)

b. An example special deposit bond ledger
is furnished with this chapter. (See fig. 23.)
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CHAPTER |1
ADJUSTMENTS

L

Section . CORRECTION OF ERRONEOUS
ACCOUNTING CLASSIFICATIONS

130. Correction Voucher, WD AGO Form
14-37

Purpose of this form is to provide a medi-
um for the initiation of corrections of the
accounting classification of prior transac-
tions. In all cases adjustments accomplished
by the use of this form must relate to and
be identified with one or more previous ex-
penditure or collection vouchers.

131. Errors Adjustable by WD AGO Forms
14-37

«. ‘Whenever an error in accounting class-
ification oceurs, except in those instances
where special deposits are involved, a request
for the adjustment of the error will be made
by the preparation and submission of a WD
AGO Form 14-37. Since the WD AGO Form
14-37 is not posted in the disbursing officers’
ledgers and has no effect on his balances,
it cannot be used to adjust special deposits.

b. Adjustments on this form will be proc-
essed to correct previous entries in the ac-
counts for expenditures or collections found
to have been erroneously classified as to one
or more of the following:

(1) Appropriation symbols.

(2) Appropriation limitations.

(3) Allotment accounts.

(4) Project accounts.

(5) Object classification codes.

(6) Station numbers of fiscal installations.

(7) Appropriation reimbursements.

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

(9) Miscellaneous receipts (General Fund).

¢. Disbursing officers will approve all WD
AGO Forms 14-37 which affect General Fund
receipt accounts, appropriation receipt ac-
counts, or two or more appropriations or ap-
propriation limitations. All other adjustment

documents will be forwarded by fiscal com-
ponents direct to the Regional Accounting
Offices.

132. Preparation of Form 14-37

@. In most instances where specific allot-
ments are involved Forms 14-37 adjusting
expenditures or expenditure refunds will be
prepared by the fiscal components maintain-
ing the allotment or suballotment accounting
records affected. If the Form 14-37 is pre-
pared by a fiscal component to adjust appro-
priations or appropriation limitations, it will
be forwarded to the disbursing officer who
accounted for the original item, or the cus-
todian of his retained records for concurrence
and signature. Adjustment documents affect-
ing an appropriation, when prepared by a
fiscal installation, will be forwarded to the
disbursing officer in triplicate or quadrupli-
cate depending on the number of fiscal in-
stallations involved. If the disbursing officer
concurs in the adjustment, he will sign the
original of the Form 14-37, correct the related
retained document, and forward the original
and all copies of the adjustment document
to the Army Regional Accounting Office
which received and processed the vouchers
involved in the adjustment. If the adjust-
ment pertains to a disbursing officer’s ac-
counts which were forwarded to Washington,
D. C., for processing, the adjustment docu-
ment will be forwarded to the:

Office of the Fiseal Director
Accounts Division

Central Accounts Branch
2d and Q Streets, S. E.
Washington 25, D. C.

b. Disbursing officers may prepare Form
1437 in the following instances:

(1) When open or general allotments are
invelved, including open allotments for ex-
penditure refunds.

(2) To adjust errors in the accounts of the
Finance Office U. S. Army, Washington, D. C.,
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Transportation Division, involving payments
to, or refunds from, common carriers for
travel and transportation.

(3) When appropriation reimbursements,
or receipt accounts (miscellaneous receipts,
special fund receipts, and trust fund re-
ceipts) are involved.

(4) When it is necessary to charge a lapsed
appropriation to clear an exception issued by
the General Accounting Office or to prevent
the issuance of such exception.

(6) When it is necessary to adjust Civil
Service Retirement or other collections (ex-
cept special deposits) to the appropriation

14-704 CHAPTER |1 I Jul 1945

charged, as requested on a WD Form 63. In
all other instances, when the disbursing of-
ficer discovers an error involving allotment
accounts maintained by a fiscal component,
he will request the preparation of a Form
14-37 by the fiscal organization accounting
for the specific allotment which was incor-
rectly charged or credited. When the WD
AGO Form 14-37 is prepared by the disburs-
ing officer, sufficient copies will be made and
forwarded to the Regional Accounting Office
to permit the following distribution:
One copy for the General Accounting
Office if the adjustment is on the appro-

INETHATING STATION ACCOUMTS OFFICE wa.
Ft. Fi e, Md. CORRECTION VYOUCHER T TPl "
STATion muwets commecvion of [ ] expemoivuses [CX] coLLecTioas oAt
100 1 July 1945
maME OF DI SBURSING OFFICER STesoL MAME AMD ADDRESS OF D) SSURSING ATATION $TATiON ™o,
Col. E. Z. Smith, F.D. 210-111 Ft. Finance, Maryland 100

TO ACCOUNMTS OFFICH ‘N WHICW ORIGIMAL DOCUNENTS WERE PROCESSED

= LRI CAG0 X0 wew 108r T 105 ancELEs

) AfLauTa —_

DISBURSING OFFICER"S SIGRATURE (IF DI FPERENT APPROPRIATIONS AND/OR RECETPT
ACCOUNTS ARE INVOLVED)

/s/ E. Z. Smith, Cel., F.D.

FONEIGY TrEalEm Fy5Cal QFFicE
e

APPROVED FOR PROPRIETY OF ACCOUNTS TO BE CREDITED

APPROYED FOR PROPRIETY ARD/OR AVAILABILITY OF FUNDS TO BE

Sl ozt g
JIGHNATUSRE, Tre{D wiawi aAwD TiTLE

SIGWNATURE. TYPgD mam[ AND TITLE

||

CALENDAR 0.% REFORTED AS - SHOULD HAVE BEEM REPORTED A3
A S0 R BS Al
Oanp Wan | voucwer APPROP. OR BETALL ACCT. L APPROP, DR DETAIL AcCCT. |
OF VOUCHER WUMBER  lepcgier srwmor CLASSIFICATION ol RECEIPT SyMboL CLASSIFiCATION Auvey
ldune 19L5 | 3017 | 218135.2 $ 5,00 | 212/60502 | S07-1382 PLl1-01 $ 5.0
518-096

{

Original Form 63 certified by Captain Larson, i
Voucher No. 175, July 19LS accounts of Col, &

4.C., attached to S.F,10L6,
Z+ Smith,

‘:U'fﬁ@ s jy-37 Repiaces wg

AGD borm (=37, 11 Sep 19w 1oid WD FO Form Yir, which i3 absolets,

Thie is an adjustment between a trust fund receipt account and an appropriation. It is typical of the type
of adjustment required whenever a salary check is cancelled. An original and two copies of this form will he for-
warded to the Ammy Regional Accounfing Office because one specific fiscal station mumber is shown on the form.
A validated copy of the adjustment document will be returnmed through the disbursing officer to the fiscal instal-
lation. It will be noted that this adjustment form has been prepared on a net basis, This represents an authorized
exception to provisions of Par. 2j, Appendix XI, T 1Lk-702, and is applicable only to adjustments of Civil Service
Retirement deductions in connection with the cancellation of eivilian pay checks.

@
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Adjustment in connection with civilian pay check cancellation.
Figiure 24. WD AGO Form 1}-37
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S f}a A priation level; that is, results in a change pared for each voucher being adjusted except
2 & in appropriation, appropriation limita- ;g provided in (2) below.
tion, or receipt 1_“"(1‘, . , (2) More than one adjustment of Civil
One copy for the Regional Accounting iR : % ; ,
Office Service Retirement Collections as requested
One copy to be validated and returned on WD Forms 63 may be acecomplished on a
to the disbursing officer. If the adjust- single Form 14-37, provided the adjustments
ment affects }the accounts 1of a ﬁscal sta-  pertain to only one disbursing officer, one
uon, ;a8 _t‘)m Lcase of adjustment out- .o .tifvine officer, and one accounting period.
lined in 132b(5), above the validated WD AGO F A o renatad b
copy will be forwarded by the disbursing Uil BOImS 1S=5i prepared by G1sbUrs=
officer to the fiscal officer involved. ing officers to adjust retirement deductions
¢. The following regulation will govern do not require the signature of the fiscal of-
the numer of adjustments to be accomplished ficer whose allotment account will be credited
on a single Form 14-37: since the WD Forms 63 requesting the ad-
(1) If the erroneous classification being Justments are forwarded through the fiscal
adjusted is an appropriation, appropriation office.
limitation, or a general or trust fund receipt (3) If the adjustment of accounting class-
account, a separate document will be pre- ification is below the appropriation or fund
IMETHATING STATION ACCOUNTS OFFICE NO.
Ft. Pin:‘mce, Md. CORRECTION VOUCHER BUREAL YOU. NO. 2
STATION MUNBER conmecTion of [ ] expemoiTures [X] coLLecTioms (T3 i}
100 1 July 1945
Masi OF DVSEURSING OFFICER STEROL WAME AWD ADORESS OF DISBURSING STATION ATATION NO.
Col. B. Z. Smith, F.D. - 210-111 Ft.” Finance, Maryland 100
—— TO ACCOUMTSE OFFICE ‘W WrICH DRIGINAL OCOCUMENTS WERE PROCESSED OISBURSING OFFICER'S SIGNATURE (IF DIFPFERENT APFROPRIATIONS AND/OR RECHETPY
ACCOUNTS ARE INVOLYED)
. ) arpssna C1 cwicaao CXJ  wew 0me T 105 awGELES
/8/ ®. 7. smith, Col., F.D.
FORLIGY TRECaTER FisCar OFFICE
APPIOVED FOR PROPRIETY ANOD/OR AVAILABILITY OF FUNDS TO BE CHARGED APPROVED FOR PROPRIETY OF ACCOUNTS TO BE CREDITED
[StewaTusE, TYFLD wANg mO TATAE —= = SIGHATURE, TTPED NAME AND TITLE T R T T
|
CALEWDAG 0. 0. REPORTED AS SHOULD HAVE BEEW REPORTED AS
of oniare | Moste [actred srason clstor b1 eotabu A TRt Spi i
: i £ Tt e -— —— T T —
2 Aug.19Ll 308 218930.6 8 1l0.00| 218910 Peterson, J. C., & 5.0
Pvt., 31,492,620
Mclernon, R. L. D O
T/Sgt., 31,719,103 |
Total l $ 10.00
[
|
4
AdJustment of Soldiers' Deposits errcneously reported as collection to the Soldiers' Home
Trust Fund Receipt Account.
TD IG.O : |L|'3? Replaces Wb AGD Form fw=%1, [} Sep LOwd (oid %0 FO Form 110, whien it absoleta,
This ia an adjustment between two trust fund receipt accounts and it illustrates names of depositors ama
related amounts which are required whenever the Trust Fund Receipt 218010 (or the Trust Fund Appropriation 21x8910)
is involved in an adjustment. In view of the fact that scldiers' deposits are affscted, the original and two coples
X of this form will be submitted to the Amy Regicnal Acconnting Office,
. (2) Figure 24a. Adjustment of trust fund collections.
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level, that is, affects only allotment accounts,
project accounts, objeet codes, fisecal station
numbers, or appropriation reimbursement ac-
counts, the form may be prepared to cover
more than one voucher and more than one ac-
counting period for one disbursing officer.
d. Formg 14-37 will be prepared in accord-
ance with the examples shown in figure 24.

133. Adjustments to Remove General Ac-
counting Office Exceptions

a. General Accounting Office notices of ex-

ception requiring adjustment of classifica-

tions to appropriations or appropriation limi-

tations are forwarded to the disbursing officer

in whose accounts the exceptions are taken.

CHAPTER 11
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In such cases the disbursing officer will re-
quest the preparation of the necessary WD
AGO Form 14-37 by the fiscal officer of the
installation maintaining the underlying allot-
ment accounts. If the adjustment does not
involve the fiscal records of an installation,
the disbursing officer will prepare the neces-
sary adjustment document.

b. It is desired to emphasize that Forms
14-37 prepared to remove or prevent General
Accounting Office exceptions must be for-
warded to the appropriate Army Regional
Accounting Office for processing. Replies to
General Accounting Office exceptions should
be deferred pending receipt of a validated
copy of the adjustment document from the

IMETIATIMG STATION

Camp Royal, Md.

CORRECTION YOUCHER

ACCOUNTS OFFICE WO,

BUREAY YOU. WO.

2 13
STATION MUMBER commecTion ofF [ ] expemprtures ] cOLLECTiONS DaTE
18-097 1 July 1945
wamE OF D) SBURSING OFFICER STHBOL WAME AMT ADORESS OF O)SBURSING STATIOW STATION WO,
Col. E. Z. Smith, F. D, 210-111 Ft. Fimance, Maryland 100

YO ACCOUMTS OFFICE "m WHICSH ORIGINAL DOCUMENTS wWERE PROCESSED

[ atiakra 1 chlcaso CX] wiw rosre 3 w03 axgiLes

FORELGY TmEATES FiSCaL OoFFiCE -

Q1SBURSING OFFICER™S SIGMATURE (JF DI FFERENT AFFROFRIATIONS AND/OR RECETPT
ACOOUNTS ANE INVOLYED)

APPROVED FOR PROPRIETY OF ACCOURTS TO BE CREDITID

APPROVED FOR PROPRIETY AND/OR AYAILARILITY OF FUNDS TO BE CHARGED
[STGRATURE, TTPED mAME AND TITLE =
/a/ James Sauthoff
JAMES: SAUTHOFF, Maj., MAC
Fisecal Of ficer

SIGMATURE. TYPED NAML AND TITLE

c:u:s:a Do REPORTED AS SHOULD WAVE BEEM REPORTED AS
DAYy MOKH VOUCHER ARPROP, OR ETai g
‘;:.‘EUEE:‘E‘H 4 HUHRER RECEIPT STuB0L cra;:.l:u‘;?\::o- ANORNT n(;::s"st‘:;m :fﬂ;::.:ﬁ.’u. ANOURY
7 Oct.l9Ll | 1216 | 212/60805 | S06-639L P111-08 $ 16,85 | 212/60805 6-C~311 $ 16.85
S16-097
|
|
1 ALy T LOesELTIaNy
| To adjust collection erroncously revorted as credit to an allotment of this station.
{
]
{
In ':D lﬁf :2::'“‘3? Meplaces WD GO Fora Lv-37, L1'Sep L9We 1814 WO FD Form 311, which is abofetes

This is an example of an adjustment where the appropriation remains the same (there is no suffix limitation

involved), and the only change is in the subsidiary accounting classification.

It 1llustrates the correction

necessary whenever an appropriation reimbursement is erroneously treated as an expenditure refund increasing the

balance of an allotment serial number,

The eriginal and one copy of the form will be forwarded to the Armmy

Regional Accounting Office since only one specific fiscal station number is involved.

@ Figure 24b. Adjustment of appropriation eollection.
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Army Regional Accounting Office in order
that the General Accounting Office may be
advised as to the date on which the adjust-
ment was actually accomplished,

I34. Numbering of Forms 14-37

Space has been provided in the upper right
hand corner of the form for the accounts
office number and a bureau voucher number.
The Army Regional Accounting Office proe-
essing the form will assign the accounts office
number and the fiscal installation will assign
the bureau voucher number to all forms
which they prepare. Disbursing officers will
assign numbers to all WD AGO Forms 14-37
which they prepare. These numbers will be-
gin with number “1” at the start of each

CHAPTER
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fiscal year. The number will be entered in
the space provided for bureau voucher num-
ber.

I35. Special Data for Certain Receipt Ac-
counts

Certain receipt accounts (miscellaneous re-
eeipts, special fund receipts, and trust fund
receipts) require additional information
called for by the parenthetical notations con-
tained in the titles of the receipt accounts,
for example 218921 Proceeds from Effects of
Mentally Incompetent Soldiers (names of
soldiers). Whenever receipt accounts of this
type are shown on WD AGO Forms 14-37,
the additional data called for in the paren-
thetical notations contained in the titles of the

as

CORRECTION OF

CORRECT I ON

[ expenol Tues

YOUCHER

ACCOUNTS OFFICE NO.

BUREAY VDU, WO

1

[ ] cOLLECTIONS UATE

1 Jly 1945

AN, SYMAOL NAML AND ADORESS OF OISAUMSING STATIOW STATION WD,
Ge 210-111 Pt. Finance, Maryland 100
[70 actousTs OFFICE ‘W WRiCA ORIG NAL DOCUMENTS wimg PROCESSED CISBUNSING OFFICER'S SIGHNATURE (JF DIFFERENT AFPPROPRIATIONS AND/OR RECETPT
ACCOUNTS ARE INVOLVED)
l r anth 37 wiw 3 o5 ANGELE
[8f BE.Z. Smith, F. Di
FOR[1GE TREATER PISCAL OFFICE
APPROVED FOR PROPRIETY AMD/OR AVAILABILITY OF FUNDS TD BE CHARGED APPROYED FOR PROPRIETY OF ACCOUNTS TO BE CREDITZL
STGRATORE, TTRED WANE ANG TITLE " ~ - [|3ionAtuRr, TYPEC NANC MO TITLE i
[/s/ Tleonard Smith
LEONARD 3MITH, Capt., Ord.
Fiscal Officer
REPORTED a5
AFFROP. OR DETAIL &CCT, < PEROP. OR
RECEIPT Tru CLASLTR CATTEN | it el RECEIPT SruloL AMOUNT
B Sept.l5Llh| T10 212/61015 508-2L79 P320-10 $ 167.l9 | 210/601L1 g 670w
518-103
212/60905 > 100,00
5162103
213/60906 508-2622 F120-10 325.L0 | 212/61m 508-1245 =10 325.00
'y - z
518-099 518-103
Total ¢ loz.89 $ Il92.89
i
|
i |
ASp cos Y

To adjust erroneous accounting classification on cited voucher,

VD AGO 13ss 37

b oJul 18w

Keplaces w0

MG FoimiiN-31;

LL Sep Q93w 10ld W0 FO Form 311, ehich i1 obsolats.

This is an adjustment involving appropriations and it illustrates a type of Form 1L-37 prepared by a fiscal

officer,

This example slsc illustrates the balance of the two amount colimns.

An original and three copies of

this form will be sent to the Armmy Pegicnal Acceunting Office through the disbursing officer, since two specific

fisce)l stetion numbers are inveolved,

Figuwre 24c.

Ldjustment of

eapenditures
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accounts will be entered on the Form 14-37
in the column provided for the detail account
classification.

136. Appropriation Reimbursements and
Country Codes

Whenever appropriation reimbursement ac-
counts or country codes are involved in the
accounting classification used in the adjust-
ment, they will be shown in the “Detail Ac-
count Classification” column.

137. Amounts Shown on Form 14-37

In every instance the total of the amount
column in the “Reported As” side will equal
the total of the amount column on the
“Should Have Been Reported As” side.

CHAPTER" | |
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138. Retained Records in Central Retained
Accounts Office, Indianapolis, Indiana
When adjustments are processed to correct
expenditures or collections which were
cleared through the accounts of disbursing
officers whose retained records have been sent
to the Central Retained Accounts Office, the
latter office will act in the capacity of the dis-
bursing officer in complying with applicable
portions of the procedures set forth in this
chapter. '

139. Superseded Account Classifications

Adjustments made on WD AGO Forms 14—
37 which relate to discontinued or superseded
account classifications will be converted to the
related current account classifications shown

IMITIAT NG STATION

Camp Hopkins, Md,

CORRECTION OF

TATION NUNEER

1812

CORRECTION YOUCHER

3] expenpiTunes

ACCOUNTS OFFICE md.

BUNEAU VOU, WO.

[ coLLecTions OATE

1 July 1945

SympoL

210-111

WAL OF DISBURNING OFFICER

Col. E. Z. Smith, F. D.

MAME AMD ADDRESS OF DJ SBURSING STATIOW

STATION WO,

Ft. Finance, Msryland 100

TO ACCOUNMTS DFFICE "N WRICH ORIGINAL DOCUMENTS WERE FROCESSED

CHI EAGD X wgw vons T 103 ANGELEY

1 atpanta ]

FOREIGY THOATL® FiSCal OFFICE

DISBURSING OFFICER'S SIGNATURE (IF DIFFERENT APPROPRIATIONS AND/OR BRECETFT
ACCOUNTS ARE INVOLVED)

/s{ B. Z. Smith, Col., F. D.

APPROYED FOR PROPRIETY "0}0‘_ AVAILABILITY OF FUNDS N_I[ CHARGED

APPROVED FOR PROPRIETY OF ACCOUNTS TOD BE CREDITID

SIGSATURE, TYPID wAWL AwD TITLE
/8/ Alvert Kush
ALBERT KUSH, Maj,, Ord.
Fiscal Officep

STGMATURE, TYPED MAME AND TITLE

/s/ Albert Xush
ALBERT KUSH, Maj., Ord.
Fiscal Officer

SHOULD HAYE BEEW REPORTED AS

S18-1l2

ElLLlC‘:‘iIiH 0. 0. REFORTED AS

DAY, MO 1

uF'Eaﬂiﬁ?n w'?:‘sé‘[(: "!:::?.srg:m CLASSI F1CaTIoM ASURAY 'l;;T:E’:‘!E:GL cff‘s;:t-ﬁ?:é- Anoumy

9 Aug.19L) 615 212/61005 | 505-4321 P110-02 £ 203.47 |22/3005.002 }'505-76829 P120-02 $ 203.L7

518-1L2

WEASOS FOR CORGECTIONS

To adjust erroneous appropriation coding on cited voucher,

This ie ‘an illustration of an adjustment between a suffix limitation, and the same appropriation without

1imitation,

The original and two copiea of the form will be submitt=d to the irmy Reglonal Accounting Office

by the fiscal of ficer through the disbursing officer, since one specific fisczl station number is involved,

&5 Figure 24d. Adfustment of appropriation limitations.
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CHAPTER 11

in the War Department Fiscal Code as being
available for obligation and/or expenditure.

gional Accounting Office. If he concurs with
the change made by the Army Regional Ac-
counting Office, his retained records will be
corrected accordingly and no acknowledgment
of the change is required.

140. Advices of Correction

When a disbursing officer receives a
FD Form 32 he will proceed as follows:
a. If the correction involves an allotment
account maintained by a fiscal component, the
Form 32 will be forwarded to the fisecal in-
stallation after the retained records have been 141.
corrected. .

WD

Section Il. SPECIAL DEPOSIT
ADJUSTMENTS

Adjustments Involving Special Deposits

When a collection is applied as an in-

b. Other Forms 32 will be handled by the
disbursing officer. If he does not concur with
the change made by the Army Regional Ac-
counting Office, he will prepare a Form 14-37
to correct the accounting classification as-
signed to the transaction by the Army Re-

crease to special deposits but should have been
credited to an appropriation or receipt ac-
count, or when a disbursing voucher charges
an appropriation when it should have reduced
the balance of a special deposit account, the
error will be adjusted as follows:

[ iy

Ing TiATING

STATiOn ACCOUNTS QFFICE ad,

CORRECTION YOUCHER

[ expespitumes

STEBOL

210-111

BURTAY wOu. WO,

3
3] coiecrions oATE
1 Jaly 1945

STATION NO.

Ft. Finance, Md.

STATION sumpim

CORNECTION OF

Waw{ OF DISBURLING OFFICIN

Col, E. Z. Smith, F. D.

WAM{ ARD ADDRESS OF DISOURSIMG STATION

Ft. Finance, Maryland 100

TO ACCOUWTS OFFICE "» WniCe CRIGINAL DOCUMENTS mEAE PROCESSED Dripymsins OFFICER'S SIGNATURE (IF DIFPERENT APPROPRIATIONS AND/OR ESCETFT

ACCOUNTS ARK INVOLVED)

' L atuawta [T cadcaco X wiw voer 0 oy ameeies // .
s, E

FOREIGE TREATER FisCaL OFFICE
APPROYED FOR PROPRIETY AND/OR AVATLABILITY oF Fumos 1o B CHARGED d

Fsicwatune, TePic masg ame TITLL

v %o QoA Coley Fa Do

APPROVED FOR PROPRIETY OF ACCOUNTS _?0 BE CI(ODT'._?__

SIGMATURE, TTPED WAME ANG TITLE

CALEmDAF REFORTED a5

P SHOULD WAVE BEEW REPORTED a5
DAY, MOMTH TR = 1
VOUCHER DETAIL ACCT, APPROP, OF oEt ACeT,
o?'i’cﬁifq NUMBER CLASSIFICATION { Mon3 RECEIFT STmBOL Ell;;:}ltalrm | ANOUN
5Sapt. 1911 695 218921 Pvt, J, C. Parnes, $ 119.97 216920 Pvt, J, C. Rarnes, { & 119.97

Inf,, 31,367,246 Inf., 31,367,248

Died L Sept. 19Lk

-~ o ¥
To adjust eollention erroneously credited to the Trust Fund Receipt Account.
hdjustment reguestad by Oeneral Accounting Offica.
'TD ..‘? r:: 14-37 Replazes #0 AGO Form 3 ap J%aw fold w -

This is an adjustment of trust fund receipt accounts,
most be shomn since the title of the trust fund 218920 requires this information. Since the adjustment. does not
affect the accounts of a fiscal installation, the original and one copy will be forwarded to the Amy Regional
Accounting Office,

Neme of individual, serial number and date of deakh

Figure 2je. Adjustiment of trust fund collections.
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(1) Standard Forms 1046 will be prepared
to reduce the balance of the special deposit ac-

count and to increase the balance of the ap-
propriation or receipt account.
(2) The Standard Form 1046 will be as-

signed a disbursing voucher number and en-
tered on the Schedule of Disbursements. At
the same time a collection will be reported
on the Schedule of Collections and Voucher
Deductions. No check will be drawn as the
transaction is accounted for as a disbursement
and voucher collection in the regular manner.

b. When a collection is applied as an in-
crease to an appropriation but should have
been credited to a special deposit account, or
when a disbursing voucher charges a special
deposit account when it should have reduced
the balance of an appropriation, the error will
be adjusted as follows: :

(1) A fully explained Standard Form 1034
made payable to adjustments, and charging
the appropriation, will be prepared and sched-
uled by the disbursing officer in the regular
nmanner.

(2) The entire amount of this disbursing
voucher will be picked up on the Schedule of
Collections and Voucher Deductions as a
voucher collection for the special deposit ac-
count.

¢. Whenever a collection, properly credit-
able to special deposits, is erroneously applied
to increase the balance of a receipt account
(miscellaneous receipts, special fund receipts,

CHAPTER 11

the error from the next collection or collec-
tions made for the same receipt account. The
withheld portion will be credited to special
deposits. The details of the operation are
as follows:

The full amount of the current collection
and the receipt account code number for which
the collection was made will be entered on the
Schedule of Collections and Voucher Deduc-
tions in the column headed “Explanation and
Purpose.” A full explanation of the necessity
for the adjustment, as well as the amount to
be withheld from the collection and credited to
special deposits, will be stated in the same
column. The sum remaining for the receipt
account will be entered in an amount column
opposite the code number of the receipt ac-
count, and the sum which was withheld for the
special deposit account will be entered in an
amount column opposite the special deposit
code number. In the event a single collection
is not sufficiently large to absorb the entire
adjustment, two or more collections may be
utilized. An example of such an adjustment
is as follows:

(1) In this adjustment, it is assumed that
a prior collection of $100.00 was credited to
215160, Sale of Scrap and Salvaged Material,
when it should have been eredited to 21F0000,
Special Deposits, All Other.

(2) It is further assumed that the disburs-
ing officer has received a WD Form 325 in the
amount of $150.00 which was intended to
credit the same miscellaneous receipt account.

or trust fund receipts), the error will be ad- (3) The entries on the WD AGO Form
justed by withholding credit in the amount of 14-55 are as follows:
Receipt No. Symbol of fund Amount received by
or Explanation and purpose | to be —
D, 0. You. No. (Name of remitter, pay roll, ete.) eradited Collection Vou. Dedue'n
= o b el SR = e oS
Dish. Coll. | Balances brought forward. ... ..... $ 103.13 $234.19
Vou. No, | Vou. No. | |
1618 Capt. M. B. Carter, QMC, Commissary Sales, Form 212/50504
10-87 |  7-C-165 5895 |
1619 Major J. D. Black, QMC, Sale of Scrap, Form 825. | |
[ $150.00—215160 |
| Note: Reduce 215160 by $100.00 and increase
[ 21F0000 in a like amount to adjust error in hand- ‘
| ling collection voucher 326 (Form 325, Capt. L. T. |
Peters, QMC, salvage gales) in the July 1944 ac- 215160 ‘ 50,00
counts of the undersigned. 21F0000 100.00 |
2871 1620 Supp. P/R DEML Seet. 1320 SU 218930.3 ‘ 62.29
i 218930.6 [ ’ 50
| |
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142. Prohibited Adjustments

a. No attempt will be made to adjust a
collection which was applied as an increase
to miscellaneous receipts, if the adjustment is
for the purpose of making a refund to an indi-
vidual or organization.

b. Disbursing officers will make no effort
to correct an error by canceling, withdrawing,
or voiding a voucher after it has been for-

warded to the Army Regional Accounting
Offices.
143. Repayment of Amounts Erroneously

Collected

. GENERAL. When it is necessary for a
disbursing officer to repay to the remitter a
sum which was erroneously collected, the ac-
counting procedure set forth in this paragraph
will be applied.

b. SPECIAL DEPOSITS AND APPROPRIATIONS.
When the amount erroneously collected was
applied as an increase to a special deposit
fund or to an appropriation, the same account-
ing classification which was credited by the
erroneous collection will be charged by the
repay voucher, execept in the following in-
stances:

(1) If the appropriation credited is avail-
able for expenditure, but the subsidiary ac-
counting classification below the level of the
appropriation (that is the allotment, purpose,
and fiseal station number, or appropriation
reimbursement account) is no longer in use,
the disbursing voucher will charge the current
subsidiary accounting classification, if the
classification credited has been superseded.

(2) If the appropriation credited by the
erroneous collection is no longer available for
expenditure, the erroneous collection may be
repaid to military personnel or civilian em-
ployees of the War Department by charging
the applicable open allotment under Finance
Service, Army, which is set forth in Section I,
chapter 5, TM 14-700. The accounting class-
ification for this open allotment during the
fiscal year 1946 is 212/60425 60167 P 42213
S99-999.

¢. SPECIAL OR TRUST FUND RECEIPTS. (1)
When an erroneous collection is applied as an

CHAPTER 11
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increase to Special or Trust Fund Receipts,
the repay voucher may be charged to the com-
plementary Special or Trust Fund appropria-
tion, providing:

(a) The appropriation is available to the
War Department for expenditure, and

(b) It is feasible to satisfy all the require-
ments imposed in connection with disburse-
ments charging the appropriation.

(2) When the complementary Special or
Trust Fund appropriation cannot be used for
the refund, the open allotment under Finance
Service, Army cited in b(2) above will be
charged to repay military personnel or civilian
employees of the War Department. However,
it will also be necessary to prepare a WD AGO
Form 14-37 to transfer the amount of the
erroneous collection from the receipt account
to the appropriation Finance Service, Army.
The code number for the Special or Trust
Fund Receipt Account will be shown on the
“Reported As” side of the Form 14-37 and
the appropriation Finance Service, Army, to-
gether with the applicable appropriation re-
imbursement account will be shown on the
“Should Have Been Reported As” side. Dur-
ing the fiscal year 1946, the accounting class-
ification for the applicable appropriation re-
imbursement account is 212/60425, 1-C-171.

d. APPROPRIATION REIMBURSEMENT AcC-
COUNTS. When an appropriation reimburse-
ment account is charged in repaying an er-
roneous collection, previously credited to the
account, the code number of the account will
be entered in the space ordinarily used for
allotment, purpose, and fiscal station num-
bers.

¢. MISCELLANEOUS RECEIPTS. The open al-
lotment cited in b(2) above is also available
for refunds to military personnel or civilian
employees of the War Department for collec-
tions received in error and credited to miscel-
laneous receipts.

/- Whenever collections made in error are
repaid, the repayment voucher will contain
full references to the voucher and accounts
in which the erroneous collection was re-
ported.

¢g. PROHIBITED REFUNDS OF ERRONEOUS

83
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COLLECTIONS. The open allotment under Fi- ployees of the War Department, is not avail-
nance Service, Army, cited above, which is able to repay other claimants, even though the
available for repayment of erroneous collee- amounts received from them may have been
tions to military personnel and civilian em- collected in error.
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CHAPTER 12
ACCOUNT CURRENT

—
A

NG 24
a0

GENERAL

Section |.

144. Purpose of Form

The account current is a consolidated finan-
cial statement of a disbursing officer’s account-
ability, and is prepared on Standard Form
1019 (Account current) at the close of each
accounting period. The entries on the account
current are summaries of transactions, by
type.

145. Accounts Current Submitted By

Each disbursing officer, including special
disbursing agents but execluding Class A and
Class B agents, will prepare and submit an
account eurrent to the proper accounting office
at the close of each accounting period. (See
WD Cir. No. 481, 1944, and ch. 2, this man-
ual.) An account current is required for each
accounting period during which a disbursing
officer is accountable for money belonging to
the United States, even though there may have

FACE OF THE ACCOUNT
CURRENT

147. Account Current Divided Into Sections

The face of the Account Current will be
divided into disbursing, retirement, and spe-
cial deposit sections. Each fund will be ac-
counted for on a separate line. A disbursing
officer with a balance in either the Chase
National Bank or the Bishop National Bank
will account for such balance on a separate
line in the disbursing section. All other of-
ficers will use only one line in the disbursing
section. Only one line is used in the retirement
section but one or more lines will be used in
the special deposit section depending upon the
number of special deposit accounts utilized by
the disbursing officer.

Section Il.

148. Entries on Face of Account Current

Entries will be made in Columns 1 through
12 on the face of the account current as fol-
lows :

been no receipts nor payments during that @. COLUMN ‘] (APPROPRIATION, F UND, AND
period. A disbursing officer who is° not ac- ACCOUNT TITLES). In this column will be en-

countable for money belonging to the United
States, but who has not been relieved from
disbursing duty, will submit to the proper ac-
counting office a, Standard Form 1063 (Col-
lecting and disbursing officer’s or agent's re-
port of mo transactions) at the close of each
accounting period until he is either relieved
from disbursing duty, or receives funds be-
longing to the United States which will neces-
sitate the submission of an account current
rather than a Standard Form 1063.

146. Date of Submission

The aceount current will be completed,
signed and mailed not later than the 10th
calendar day following the close of the ac-
counting period. Failure to do so will cause
the disbursing officer to be declared delin-
quent in the submission of his money aceounts.

tered the code numbers, and captions of fund
titles, as illustrated on the face of the example
account current furnished with this chapter.

b. CoLUMN 2 (BALANCE Dug UNITED
STATES FROM LAST ACCOUNT). The unexpended
balance of each fund accounted for by the dis-
bursing officer, as shown in column 12 of the
last aceount current submitted, will be entered
in this column.

¢. COLUMN 8 (ACCOUNTABLE WARRANTS).
The total of all advances by accountable war-
rant will be entered in this column of the dis-
bursing section on the line captioned 21X0000
A.A.A. The entry will be supported by a
Schedule of Accountable Warrants prepared
by the disbursing officer in accordance with
the example furnished in figure 27. A  copy
of the accountable warrant is not submitted
to the Regional Accounting Office by the dis-
bursing officer.
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Depariment

.- Bureau.....

ACCOUNT CURRENT

of
S}'mls.‘-]'-
NAME ... T e e T . B1 ! g 5 i s AT
STATION -.-.. - Fuou . 1 November g MI., to .. 30 November ey dOll
R 0213 DISBURSING CASH ACCOUNT
Dure Receirzs | Amoar ! '
*ash on hand Isst aecoont.. ... lg.. 12207 L2 4
ash in Hands of Agents ey (e L

Deferred Pay Rolls . _
Cash in Hands of Agents

Cash «

Torar. - K

B 5.7 coLLecTION AccounT

Colleeti; fepoaited, Inst account. .

| Collestions, undeposited, on basd (05,17)

ToriL

B Wo, the undersigned, have verifisd the cash on hund stated sbove by sctual count and bave examined the salary sdvances und deferred pay rolls and
certify the amounts to be correct,

nANAL\’SlS OF BALANCE DUE UNITED STATES

Net balance®

11,028,28

4011 ... r ot T

02,11  D.0. cheeking aceount, symbol

03.112 D.0. ehoeking account, symbol
03.113 D.O. checking acoount, symbal
03.13  Disbursing officer’s oash.........
03.14 Salary advances.....
0315  Advances to trave
08.152 Advances to agent ol
03,18  Daeforred pay rolieee e
03.17 Collections, undeposttod. ... i ol
0818 Deposits in transit_

402351

“NorE—When per

“‘.xammau AND APPROVED, EXCEFT AS NOTED BELOW
OR IN LETTER OF EXCEPTIONS, AND REFERRED
TO THE CENERAL ACCOUNTING OFFICE

n ENCLOSURES

Behedule of eancolod checke.........
Betiochile of disburm:
Sehodie of d
Behedule
10. Scheduls of checking aooo
11. Schodulo of cash disbursenonta. . crememarasees
12. Behedule of advances undor Bubs, Exp. Act, 1026
13, Sohedule of advances to s
14, Behodule of deposita, Form No. 8509

18 Schedule of deposite iu transit
Schedule of Checks for Ca

nts

L. 8chedale of socountable warrants -

2. Bchedals of collactlosn. ... ... -

3, Behedule of adjustmenta.. L R )

4, Beheduls of rutlres nd eredita. = ES RS P ——
5. Schodule of trans roen. ollers).

8

T

B

Form No. 1, revised

=

of tranafers (to.o

Adjustment vouelnrs . i ta
Collection vouchers .. 1510 to 16 | |

__Disburssn.ant vo M 331 tT - = I

N Ll F L1 T mnsmiesnr [ -

Pigure 26, Account Current (Reverse),

I Jdul )¢
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EXPIANATION OF FIGURE 26,

ses in the 03.15 Disbursing Cash Account
are obtained from the cash tlotter, or, when obtained
from supporting schedules and/or related data, the
totals on the cash blotter are used as control figures
to verify the accuracy of the entries. All cash trans-
actions are sccounted for in the 03,13 Disbursing Cash

Account,

Entr

These entries represent balances carried for-
ward from the October 03.13 account. They are entered
at, the top of the Receipts section.

These entries represent increases to the cash
account which occurred during November 19Lli. They are
entered in the lower part of the Receipts section, The
item of %2,9686.65 is supported by the Schedule of Col-
lections, and the item of $20,000,00 is supported by a
Schedule of Checks Drawn for Cash. Transfers from others
need be supported by a schedule since the original
W, D, Forms 326 furnish necesssry information as to

smurce of Tums,

hese entries which represent reductions in
during November 19Lli are entered at
Payments section. The entry of $21,07L.60
the Schedule of Disburaementa, the

Forms No. 327, and #1,63L,39 by a
ysits to Official Credit,

h ac

Figure 26

BN ricse entries are bolances which will ba car-
ried forward to the December 1%Ll 03.13 account. They
are entered in the lower part of the Pawments section.
The sum of $749.49 is supportad by a Schedule of Cash in
, and W.D.,A.3.0. Forms Nos. 1L-19,

n'[‘he 03.17 Collection Account will not be used.

When a disbursing officer is claiming salary
advances, deferred pay rolls, or cash on hand, this
certificate must be executed by two disinterested indi-
viduals, and when practicable, by commissioned officers,

“ The Analysis of Balance Ime the United States
reveals the manner in which the disbursing officer is
holding the balance for which he is accountable. All
detailed entries, below those stated for the checking
accounts, are also shown in the lower portion of the Pay-
ments section of the 03,13 Disbursing Cash Account. The
total of $13,023.51 equals the total of Column 12 (Ralance
Due the United States) and the balance figure stated in
the certificate, on the face of the account current.

In this block the disbursing officer indicates
the documents which are forwarded in support of the
account current.

m'['::is block will not be 1sed by the disburaing

officer.

Continued
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SCHEDULE OF ACCOUNTABLE WARRANTS

Recelved by Col. E. Z. Smith, F.D., Symbol 210-111, Disbursing Officer
Ft. Finance, Merylend, during November 1044.

WARRANT NO. DATE AMOUNT
4 Nov. 1944 $30,000,00

185,962

Aeceountable Warrants.

Figure 27. Schedule of

I Jul 194
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d. COLUMN 4 (COLLECTIONS) AND COLUMN  below.) The total of all vouchers charging

5 (ADJUSTMENTS). (1) In these two columns
there will be entered the collections which are
stated on the Schedule of Collections, and
Voucher Deductions, WD AGO Form 14-55.
Cash collections will be entered in column 4
and voucher collections will be entered in
column 5. Collections increasing the balances
of appropriations, miscellaneous receipts, spe-
cial fund receipts, and all trust fund receipts
except retirement, will be entered in columns
4 and 5 of the disbursing section. Collections
for retirement will be entered in the retire-
ment section, and collections for each special
deposit fund will be entered in columns 4 and
5 on the appropriate lines of the special de-
posit section. The total collections entered in
these columns must equal the total reported
on the Schedule of Collections for the period
covered by the account current.

(2) Certain adjustments, which are neces-
sitated by previous error and which increase
the balance of the disbursing officer, are also
entered in column 5. Ordinarily these entries
are made on the advice of the regional or for-
eign theater accounting office or the Fiseal
Director, Army Service Forces. The adjust-
ments will be entered as separate items in this
column and fully explained, so that they will
not be confused with voucher collections.

e. COLUMN 6. This column will be used for
transfers from others. Entries will be stated
on the lines to which the transferred funds
pertain. The Schedule of Transfers From
Others is in direct support of the entries ap-
pearing in the column and the original WD
Forms 326 are submitted in support of the
schedule. When this column is used, the
legend “Transfers From Others” will be typed
in the heading. (See ch. 5.)

f. CoLUMN 7 (ToTAL). This column is for
audit purposes. On each line, the total of all
entries to the left of column 7 (columns 2, 3,
4, 5, and 6), and the total of the entries to
the right of column 7 (columns 8, 9, 10, 11,
and 12) are equal to the entry stated in
column 7.

g. CoLuMN 8 (DISBURSEMENTS). This
column will be used for all disbursements ex-
cept those charged to Special Deposits which
are stated on Standard Forms 1046. (See i

appropriations will be entered in the disburs-
ing section. Since disbursements cannot be
charged against 218135.2, no entries will ap-
pear in this column opposite the retirement
section. Special Deposit disbursements (except
those stated on Standard Forms 1046) will be
entered in the Special Deposit section on the
lines to which they pertain. The total of this
column, plus disbursements on Standard Form
1046 in column 10, must equal the total of the
Schedule of Disbursements for the period cov-
ered by the account current.

h. CoLUMN 9 (TREASURY DEPOSITS). In this
column will be entered the totals of deposits
made on Treasury Department Forms 1. De-
posits of unexpended balances are entered in
the disbursing section and deposits of retire-
ment collections are entered in the retirement
section. No entries will be made in column 9
of the special deposit section. The Schedule of
Deposits to Personal Credit, prepared locally
in conformity with the example furnished in
chapter 6 will be submitted in support of the
entries in column 9.

i. COLUMN 10 (ADJUSTMENTS). (1) In this
column will be entered the totals of those dis-
bursements which are stated on Standard
Forms 1046; such entries apply only to the
Special Deposit Section. All other disburse-
ments of Special Deposits are entered in col-
umn 8. (See g above.) It will be noted that
the total of the Schedule of Disbursements
corresponds to the total of columns 8 and 10
except as provided in (2) below.

(2) Certain adjustments, which are neces-
sitated by previous error and which decrease
the accountable balance of the disbursing of-
ficer, are also entered in column 10. Ordinarily
the entries are made on the advice of the
regional or foreign theater accounting offices,
or the Fiscal Director, Army Service Forces.
These adjustments will be entered as separate
items and will be fully explained so that they
will not be confused with Standard Form 1046
transactions.

7. CoLUMN 11. This eolumn will be used for
transfers to others. Entries will be stated on
the lines to which the transferred funds per-
tain. The Schedule of Funds Transferred to
Others is in direct support to the entries in

91




™ 14-704

this column. The legend “Transfer to Others”
will be typed in the heading. (See ch. 5.)

ft. COLUMN 12 (BALANCE DUE THE UNITED
STATES). The unexpended balance of each fund
will be entered in the various lines of this col-
umn. The balances shown in this column will
be entered in column 2 of the next account cur-
rent prepared.

149. Special Requirements

Care will be exercised to correctly fill in the
heading of the account current, as well as the
certificate. Particular attention is invited to
the necessity of correctly stating the date of
the official bond. The date shown in the cer-
tificate is the date the account current is for-
warded. The total of column 12 will equal the
total of the monetary entries on the reverse of
the account current under ‘““Analysis of Bal-
ance Due United States.”

REVERSE OF THE ACCOUNT
CURRENT

Section .

|150. General

The reverse side of the account current is
composed of the 03.13 Disbursing Cash Ac-
count, the 03.17 Collection Account, and the
Analysis of Balance Due the United States.

I51. Accounting for Cash

Cash transactions will be accounted for in
the 03.13 Disbursing Cash Account: the 03.17
{"ollection Account will not be used.

|52. Entries in the 03.13 Account

The following is a list of transactions which
will result in entries in the 03.13 account:

Cash on hand.

(Checks for cash.

(Cash collections.

Cash transfers.

Uncollectible checks.

Cash disbursements.

Deposits to official credit.

Deposits to personal credit (if made in
cash).

Cash in the hands of agents.

92
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Deferred pay rolls.

Advances to travelers.

Loss of cash.

Funds in limited depositaries.

Miscellaneous entries.
Paragraphs 153 through 165 contain instruc-
tions for reporting of these transactions on the
reverse of the account current.

I53.- Cash on Hand

At the close of the accounting period, the
amount of cash on hand (in cash drawer) will
be entered as the last item on the payments
side of the 03.13 account on the line captioned
“Cash on hand (03.13).” The same amount
will be carried forward and entered as the first
entry in the 03.13 account of the next account
current prepared on the line captioned “Cash
on hand last account.”

154. Checks for Cash

@. Checks for cash (Treasury checks drawn
for eash) will be entered on the receipts side
of the 03.13 account. In the event that there
is not sufficient room to list each check by
number, date, and amount, the total only will
be shown in the 03.13 account, but this entry
will be supported by a “Schedule of Treasury
Checks Drawn for Cash” prepared in accord-

ance with the example furnished with this
chapter. (See fig. 28.)
h. Limited depositary cheeks drawn for

cash will not be acecounted for in the 03.13 dis-
bursing cash account but will be listed on a
“Schedule of Limited Depositary Checks Drawn
for Cash” and this schedule will be forwarded
with the account eurrent even though it is not
in support of any entry on the account eurrent.

155. Cash Collections

The total of all cash collections entered on
the Schedule of Collections will be entered on
the receipts side of the 03.13 account. This
entry will be in agreement with the total of
column 4 (Collections) on the face of the ac-
count current.

156. Cash Transfers

Cash received by transfer from another dis-

1 Jul
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o %

A

%%

by Col. E. Z, Smitn, > Officer,
Ft. Finance,

CiECKE RO, A NT

3394753 < lov., $ 500.00

3394754 2 500,00

3394755 2 900,00

339475¢ 2 500.00

3395036

2395140

1,000.00
17,000,00
TOTAL 8 20,000.00

SCHEDULE

2]
CHECKS DRa

F LIKITED DEPOSITARY
FOR CASH, BARCLAY'S BANK

Drawn by Major Tom Anderson,
APO 359, e/

F. D., Symbol 210-514, Di
/o Postmaster,

New York, 1

N. Y
A DG ATE
. 36547

cursing (
+» during Novenmber

365478 1 Now.
368593 15
369842 2R

TOTAL
B 175.0,0 @ 4.035=§706,13

Figure 28, Bchedule of Treasury Checks Jor Cash and Schedule of

Limited Depositary Checks for Cash.
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bursing officer will be entered on the receipts
side of the 03.13 account, and cash transferred
to another disbursing officer will be entered on
the “Payments Side.”

I57. Uncollectible Checks

When a check is returned as uncollectible the
disbursing officer will adjust his check register
and enter the amount of the check in column 5
of his cash blotter. When the account current
is prepared, uncollectible checks returned dur-
ing the accounting period will be entered on
the receipts side of the 03.13 account. If the
check was not redeemed prior to the close of
the accounting period, it will also be shown on
the payment side as a separate item with other
balances on hand. For authority and instruc-
tions as to method of writing off of uncollectible
checks, see chapter 15.

158. Cash Disbursements

The total of all cash paid in settlement of
disbursing vouchers will be entered as the first
line of entries in the payments side of the 03.13
account. This sum will be in agreement with
the final total of the “Paid in Cash” column of
the Schedule of Disbursements.

159. Deposits

a. Deposits to official credit on TD Form
6599 will be entered on the payments side of
the 03.13 account. If there is not sufficient
room to list the certificates by date, number,
and amount, a total entry will be shown and
the deposit will be listed on a “Schedule of De-
posits to Official Credit on TD Form 6599 in
accordance with the example schedule furnished
in chapter 6.

b. Deposits of cash to a checking account
maintained with a limited depositary will not
be entered on the account current but will be
entered on a Schedule of Deposits to the Lim-
ited Depositary (name of bank) in accordance
with the example schedule furnished in chap-
ter 6.

¢. If a disbursing officer deposits cash on
hond on a TD Form 1, the personal credit de-
posit will be entered on the payments side of
the 03.18 account.
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160. Cash in the Hands of Agents

The total balance in the hands of agents will
be shown on the reverse of the account current
on the payments side of the 03.13 account. This
entry will be supported by a “Schedule of
Funds in the Hands of Agents” prepared in
accordance with the example schedule fur-
nished with this chapter. (See fig. 29.) This
schedule will be supported by WD AGO Forms
14-49 (return of funds and statement of agent
officer’s balance), (or by WD AGO Forms
14-47 or 14-48). This same entry will be
shown on the receipts side of the 03.13 account
on the next account current.

161. Deferred Pay Rolls

Whenever cash is expended in the settlement
of pay rolls but the officer is unable to claim
credit for these payments before the close of
the accounting period, the amount of cash so
expended will be stated on the payments side
of the 03.13 account on a line captioned “De-
ferred Pay Rolls.” This entry need not be
supported by any document other than the
certificate stated immediately below the 03.17
collection account. The same amount will be
entered on the receipts side of the 03.13 ac-
count on the next account current.

162. Advances to Travelers

Funds advanced to travelers will be entered
on the payments side of the 03.13 account and
this entry will be supported by a Standard
Form 1089 (Schedule of advances of funds for
travel expenses). The same amount will be
entered on the Receipts Side of the 03.13 ac-
count on the next aceount current.

163. Loss of Cash

When a loss of cash exists in the account of
a disbursing officer at the close of the account-
ing period, the amount of the loss will be
stated on the payments side of the 03.13 ac-
count and this same sum will be entered on the
receipts side of the 03.13 account on the next
account current. For details in connection with
accounting for loss of cash, see chapter 13.

I Jul 19




-
[
e

I Jul 1945

CHAPTER 12

™ 14-704

SCHEDULE OF PUNDS
IN THE HANDS OF AGENTS

November 1944 accounts of Col. E. Z.

NAME OF AGENT
e —————

lst Lt. W.D. Akins, F.D.
Capt. R. F. Perkins, F.D.
1st Lt. P. L. Morris, F.D.

TOTAL

Smith, F.D.,
Symbol 210-111, Disbursing 0fficer, Ft. Finance, Maryland

AMOUNT

& 474.04
171.96
103.49

$ 749.49

Figure 20. Schedule of FPunds in Hands of Agents
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164. Funds in Limited Depositaries

Checking accounts in limited depositaries
are accounted for by the disbursing officer as
if they were held in cash, although they are
segregated from “Cash on Hand.” The balance
in a limited depositary at the end of the ac-
counting period will be stated on the pay-
ments side of the 03.13 account and this same
amount will be entered on the receipts side
of the 03.13 account on the next account cur-
rent. (See sec. III, ch. 10.)

165. Miscellaneous Entries

The above items do not include all possible
entries in the 03.13 account, for example, ad-
justment entries are occasionally required.
Whenever the disbursing officer is accounting
for cash in a manner different from the meth-
ods set forth above, he will enter such amount
on the Payments Side, on a properly cap-
tioned line, and this same amount will be en-
tered on the receipts side of the 03.13 account
on the next account current.

166. Segregation of Postings

a. In posting the receipts side of the 03.13
account, the amounts which are brought for-
ward from the previous account will be en-
tered in the upper portion of the columns, and
those entries which pertain to actual increases
in the cash balances will be entered in the
lower portion of the columns.

b. Conversely, entries in the payments side
of the 03.18 account which represent actual
decreases of cash balances will be entered in
the upper portion of the columns, and those
amounts which will be carried forward to the
receipts side of the next 03.13 account will
be entered in the lower portions of the column.

167. Verification of Cash and Certificate

When a disbursing officer, whether account-
able or 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 commander will designate
two persons, preferably commissioned officers
and always, if possible, disinterested persons,
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to witness the count thereof and to certify on
the account current to the fact of verification
of the cash balance reported thereon. A per-
son on duty in the office of the accountable
or agent disbursing officer is not considered a
disinterested person within the meaning of
this paragraph. In the event the disbursing
officer is the only officer on duty at a post,
camp, or station he will, as commanding offi-
cer, take steps as indicated above, limiting
himself, when possible, to persons having no
connection with the disbursing of funds or
accounting therefor.

168. Analysis of Balance Due the United
States

a. The Analysis of Balance Due the United
States is a statement of the total accountabil-
ity of the disbursing officer showing the man-
ner in which such accountability is held.

b. The first three lines of the analysis
statement are used for checking account bal-
ances. If a disbursing officer holds balances
in the Chase or Bishop National Bank, or in
a limited depositary, he will enter the amount
of his checking account balance on a separate
line which will be captioned by the name of
the bank.

¢. Balances pertaining to limited deposi-
taries, and all other detailed items in the Anal-
ysis of Balance Due the United States are also
shown in the lower portion of the payments
side of the 03.13 disbursing cash account as
amounts to be carried forward to the re-
ceipts side of the next 03.13 account.

d. The total of the Analysis of Balances
Due the United States will be the same as the
total of column 12, and the monetary entry
stated in the certificate, on the face of the
account current.

Inclosures

169.

In this block the disbursing officer will in-
dicate the documents prepared during the ac-
counting period which are in support of the
account current. Even though they may have
been forwarded separately, they will be in-
cluded in this block.
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CHAPTER 13
LOSS OF FUNDS

170. General

Actual physical loss of cash (ecoin, cur-
rency, or negotiable paper) for which a dis-
bursing officer is accountable, whether as a
result of theft, negligence, accident, or other
cause, will be accounted for by the disbursing
officer as a loss of disbursing funds on the
reverse of the account current in the 03.13
disbursing cash account, and the amount will
be entered as a separate item under “Analysis
of Balance Due the United States.”

I171. Accountability Retained

The unrecovered loss will be reported on
all succeeding accounts current including the
final account current rendered when ceasing
to disburse, or when the account is closed for
a new bond. The disbursing officer will not
drop accountability for an unrecovered loss
unless he receives specific authority from the
Fiseal Director, Army Service Forces. A rec-
ommendation of a Board of Officers that an
officer not be held responsible for a loss is not
sufficient authority for the disbursing officer
to drop accountability.

172. Change of Station

a. If a disbursing officer closes his account
for change of station, the amount of the un-
recovered loss will be shown as a balance due
the United States on the final account cur-
rent prepared at the station from which he is
being transferred. The loss will not be trans-
ferred to a successor. The first account cur-
rent prepared (under the same bond) at the
station to which he is transferred will not
show a balance due the United States from
previous account. However, the amount of
the loss which was shown on the final account
current prepared at the old station will be
picked up as a separate item in column 5 (Ad-
justments) on the face of the account current.
This adjustment entry will be fully explained
by a notation on the face of the account cur-
rent, for example:

“The amount of $3,000 represents unrecov-
ered loss of funds which was stated as balance
due the United States on my final account
current prepared at Camp Meadows, Cali-
fornia, for the period of December 1944.”

b. In the event that the location of the
station to which the disbursing officer is trans-
ferred requires him to forward his accounts
to a different accounting office (Army Re-
gional Accounting Office or Foreign Theater
Fiseal Cflice), he will prepare an extra copy
of the first account current prepared at the
station upon which the adjustment entry is
shown, and will forward it to the accounting
office which received his prior account cur-
rent. This copy of the account current will
be accompanied by a letter of transmittal
which will reveal the name of the accounting
office to which the disbursing officer is cur-
rently forwarding accounts.

173. Recoveries Not Handled as Collections

Recoveries of losses, whether made by with-
holding on a voucher or by cash remittance,
will not be accounted for as collections.

I74. Recovery by Another Officer

In those instances where a loss is recovered
by a disbursing officer other than the officer
in whose accounts the loss occurred, the fol-
lowing procedure will be used:

@. When the recovery is made by withhold-
ing from the pay of an individual, the with-
held amount will not be treated as a collec-
tion but will be settled by a check drawn pay-
able to the Treasurer of the United States
and forwarded with a letter of explanation
to the Fiscal Director, Accounts Division,
Temporary Building “C”, 2d and Q Streets,
S. W., Washington 25, D. C. This check and
the related voucher will be cross referenced
in the same manner as for any other check
drawn to accomplish a payment for a dis-
bursing voucher. The letter of transmittal
will furnish full information, will reveal the

97



|
l
|

T™ 14-704

name of the individual from whom the recov-
ery was made, and will furnish the name and
symbol number of the disbursing officer in
whose accounts the loss is stated. There is
shown below an example of the body of such a
letter:

“There is forwarded herewith Treasury
check No. 6573214, dated 7 December
1944, drawn over symbol 212-197 in the
amount of $50.00, payable to the Treas-
urer, which represents a recovery of loss
of funds (by deduction on December,
1944, Voucher No. 6939) from Captain
R. D. Harris, A. C., for the accountable
disbursing officer Colonel James C. Peter-
son, F.D., Symbol No. 211-304,”

b. When the recovery is made by cash, the
disbursing officer will draw a Treasury check
in exchange for cash indorsed to the Treasurer
of the United States in the amount of the
recovery and will forward the check in ac-
cordance with instructions contained in a
above.

¢. In the event that the disbursing officer
who makes the recovery does not have a Treas-
ury Balance and therefore is unable to draw
a Treasury check, he will draw a check on
his limited depositary account and will for-
ward such check to his central disbursing offi-
cer who will take the check into his cash ac-
count and substitute therefor a Treasury
check for cash, indorse it payable to the Treas-
urer of the United States, and forward it in
accordance with a above. The Iletter of
transmittal will be prepared by the disbursing
officer who makes the recovery, but in this
case it will be addressed to his central dis-
bursing officer for action and subsequent in-
dorsement to the Fiscal Director. The central
disbursing officer, when he substitutes a Treas-
ury check for the one which was written by
the officer making the recovery, will indorse
the letter to the Fiscal Director in Washing-
ton, D. C. and will furnish the check number
and symbol in such indorsement.

d. In those instances when the disbursing
officer does not have a checking account, he
will proceed as follows:

(1) If practicable, he will without delay
exchange cash (in the amount of the recov-
ery) for a check drawn by another disbursing
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officer, and will dispose of this check as out-
lined above.

(2) If it is not practicable to exchange cash
for another disbursing officer’s check, the of-
ficer making the recovery will immediately
prepare WD Forms 326 and 327 showing a
transfer in cash (in the amount of the recov-
ery) from his central disbursing officer. Two
copies of the Form 326, together with the
signed original and one copy of the Form
327, will be forwarded by transmittal letter
to the central disbursing officer with the re-
quest that he draw a check for cash indorsed
payable to the Treasurer of the United States
and mail such check with an indorsement to
the transmittal letter to the Fiscal Director,
Accounts Division, Temporary Building C, 2d
and Q Streets, 8.W., Washington 25, D.C.
The transmittal letter to the central disburs-
ing officer will reveal the name of the in-
dividual from whom the recovery was effected
and the name of the disbursing officer who
is accountable for the loss; an example of
the body of such a letter is as follows:

“T have this day recovered by withhold-
ing on Voucher No. 3629, December 1944
accounts of the undersigned, the amount
of $100.00 from Major C. A. Hawkins,
F.D., for the accountable disbursing offi-
cer, Captain P. L. Fisher, F.D., Symbol
No. 211-693. There are inclosed Forms
326 and 327 acknowledging the receipt
from you of a $100.00 cash transfer; it
is requested that you draw a Treasury
check for cash in this amount, indorse
same payable to the Treasurer of the
United States, and inclose it with an in-
dorsement to this communication to the
Fiscal Director, Accounts Division, Tem-
porary Building C, 2d and Q Streets,
S. W., Washington 25, D. C.”

The indorsement by the central disbursing
officer of the transmittal letter will reveal
the check number and symbol number of the
central disbursing officer. An example is as
follows:

“As requested in basic communication,
there is inclosed Treasury check No.
3964396 in the amount of $100.00 which
was issued on 15 December 1944 by Col-
onel A. R. Smith, Symbol 210-843.”

The central disbursing officer will, by sep-
arate communication to the disbursing officer

1 Jul

who

of tl

know




I Jul 1945

who made the recovery, acknowledge receipt
of the Forms 326 and 327, and in this ac-
knowledgment he will furnish the date, num-
ber, amount, and disbursing symbel of the
check by which the recovery was transmitted
to the Fiscal Director.

I75. Disposition of Check by Fiscal Director

Upon receipt of a check for recovery of
loss of funds, the Fiscal Director, Army Sery-
ice Forces, will deposit it on a Treasury De-
partment Form 1 (Revised), to the personal
credit of the disbursing officer in whose ac-
counts the loss occurred, and will forward
the duplicate and triplicate copies to the
affected officer, if he is on disbursing duty
in the continental United States.

176. Accounting for Deposits Made by the
Fiscal Director

When a disbursing officer receives the copies
of TD Form 1 which show that the Fisecal Di-
rector, Army Service Forces has made a de-
posit for him, he will take eredit for the deposit
in column 9 of the next account current
prepared if the loss occurred under his current
bond. If the loss occurred under an old bond,
he will take credit for the deposit in column 9
of a supplemental account current prepared
under the old bond, and this acecount current
will be forwarded to the accounting office
(Army Regional Accounting Office or Foreign
Theater Fiseal Office) which received the final
account current prepared under the old bond.
The duplicate copy of the Form 1 will be
forwarded to the office receiving the account
current on which credit is claimed for the
deposit.

177. Accounts Prepared for Officers

In the event that recovery is made for an
officer who is no longer on disbursing duty, the
regional accounting office will prepare a supple-
mental account current, for informational pur-
poses only, which will show the deposit and the
resulting reduction in his accountable balance.
The supplemental acecount eurrent will be for-
warded to the General Accounting Office in the
regular manner.
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I178. When Reassigned to Duty

@. When a disbursing officer in whose ac-
counts a loss occurred is relieved from dis-
bursing duty, and after a period of time is
reassigned to disbursing duty under the same
bond, he will prepare his opening account cur-
rent as provided in paragraph 172 by determin-
ing the amount of the unrecovered loss through
contact with the accounting office to which he
forwarded his final account current prepared
at the old station. In the event he is unable to
determine this information at the time the first
account current is prepared, the adjustment
entry increasing his accountable balance will
be shown on the first account current rendered
after the information is available to him.

b. In a like manner, if the officer is reas-
signed to disbursing duty under a different
bond, he will determine the amount of the un-
recovered loss pertaining to the old bond by
communicating with the accounting office to
which the final account current under the old
bond was forwarded, so that he may be able
to show correct balances on the supplemental
accounts called for by paragraph 176.

179. Recovery by the Accountable Disburs-
ing Officer

a. When the officer in whose accounts the
loss occurred makes a recovery, and if he is
disbursing under a different bond than existed
at the time the loss occurred, he will account
for the recovery as follows:

(1) If recovered by withholding on a
voucher, the amount withheld will be settled
by a check payable to the Treasurer as in para-
graph 174a, but the check will not be mailed to
the Fiscal Director. Instead, the disbursing
officer will deposit it to his personal credit by
TD Form 1 in the regular manner.

(2) If recovered in cash, the disbursing of-
ficer will draw a check for cash and indorse
same payable to the Treasurer of the United
States; however, the check will be deposited by
the officer on TD Form 1 to his personal credit.

(3) The amount of the deposit will be
shown in column 9 (Treasury Deposits) on the
face of a supplemiental account current pre-
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pared under the old bond, and forwarded as in
paragraph 176.

b. If the officer is disbursing under the same
bond, the recovery, whether made by cash or
withholding, will not be deposited on TD Form
1, but will be accounted for by reducing the
amount of the loss on the reverse of the account
current. When the recovery is accomplished
by withholding part of the amount due on a
voucher, a notation will be placed on the
voucher explaining the deduction: the net
amount due will be paid to the payee. In
scheduling the voucher on his WD AGO Form
14-54 the disbursing officer will report the
amount withheld as a cash payment. For ex-
ample, Lt. Jones presents a voucher for $252.00
from which $10.00 is to be withheld as a partial
payment on a loss of funds. If Lt. Jones is paid
in cash, the entire amount of $252.00 will be
entered in the cash payment column of the
Schedule of Disbursements. If Lt. Jones is paid
by check, the amount of $10.00 will be entered
in the “Paid by Cash” column and $%242.00
would be entered in the “Paid by Check” col-
umn. See paragraph 180 for method of
reflecting voucher recoveries in the 03.13 dis-
bursing section on the reverse of the account
current.

c. When an officer in whose accounts the
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loss is stated makes a recovery, he will furnish
full details by letter to the Fiscal Director, Re-
ceipts and Disbursements Division, Temporary
Building T-7, Gravelly Point, Washington 25,
D. C. An example of the body of such a letter
is as follows:

“A partial recovery of funds lost by
Captain R. D. Harris, A. C., has been ac-
complished by withholding $50.00 on
Voucher No. 8394, March 1945 accounts
of Colonel A. B. Jones, Symbol 210-542.”

180. Entries on Reverse of Account Current

a. In the examples furnished in this para-
graph, it is assumed that $50.00 is the amount
of unrecovered loss at the beginning of the
month, and that $10.00 is recovered during the
month. It will be noted that no attempt has
been made to show entries for cash collections
and disbursements, cash in the hands of agents,
and other items not directly affected by loss
of funds. When such transactions occur, they
will, of course, be shown in the 03.13 accounts.

b. If the disbursing officer in whose ac-
counts the loss is stated makes a recovery in
cash, and if he is disbursing under the same
bond, he will account for it in the 03.13 dis-
bursing cash account in conformity with the
following illustrations:

03.13 DISBURSING CASH ACCOUNT

Receipts Am’t
RO B and e T R S e e o & —0-
Loss of Cash, 50.00
TR NS R A0l et gl A Tl | $50.00

Payments Am’t

340 00
1000

$50.00

Loss of Cash.
Cash o HANA (08, 18), oot e s shetis e tias

e B 7 e R o TR i Wl e
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If the eash recovery had been deposited to
the officer’s checking account, the $10.00 would
have been shown as a deposit to official credit,
or as a balance in the limited depositary, in-
stead of “Cash on Hand”.

¢. Whenever a loss is recovered by with-
holding part of the amount due on a voucher
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(par. 179b), the recovery will be shown as a
separate item in the payment side of the 03.13
account. In the example shown below the dis-
bursing officer’s WD AGO Form 14-54 reflects
cash payments of $8,010.00. Of this amount
$8,000.00 was actually paid to individual pay-
ees and $10.00 was withheld as a partial re-
covery on a $50.00 loss:

03.13 DISBURSING CASH ACCOUNT

Receipts Am’t

Payments [ Am't
Cashion - HENA . L os e st oas i s $9,000.00 | Cash Disbursements..........o..o.cvuv.. .. $8,000.00
Loge ot Cashi i ] L il E & 600" | -Recovery ob Lose st i s A e 10.00
l EioRs-afiCash v = S e e e g i e 40.00
Cash:on Hanid (03 18) am s don ot sy mattes 1,000.00
| i —
AEA] Mt el N = i e T hme 2 ‘ £9,050.00 T B B T e g Do $9,050.00

d. All unrecovered losses will be shown as a
separate entry in the “Analysis of Balance Due
United States” on the reverse of the account
current. This entry must agree with the
amount shown in the lower part of the pay-
ment side of the 03.13 account.

181.

In the event a disbursing officer is unable to
account for the money as a loss of disbursing
funds, he will promptly advise the Fiscal Di-
rector, Army Serviece Forces, why he cannot
do so, and request specific instructions.

Unusual Cases
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CHAPTER 14

SOLDIERS' DEPOSIT

182. General

Sums collected for Soldiers’ Deposits will be
applied as increases to the Trust Fund Receipt
218910 Deposits, Pay of the Army. Repayments
of soldiers’ deposits will be charged to the com-
plementary Trust Fund Appropriation,
21X8910 Pay of the Army, Deposit Fund, and
the amounts of interest paid will be charged to
Finance Service Army. For fiscal year 1946,
the full accounting classification to be charged
with repayments is 21X8910 601-810 P410-13
599-999, and for interest payments, 212/60425
601-67 P420-14 S99-999.

183. Collections

a. Collections are received for soldiers’ de-
posits by cash, and by voucher deductions.

b. Cash collections are received by person-
nel officers who will transmit the money to the
disbursing officer on WD AGO Forms 14-15
submitted to him in triplicate. On the date re-
ceived, the Form 14-15 will be assigned a c¢ol-
lection voucher number and entered on the
WD AGO Form 14-55 in the regular manner.
The amount of the form will be entered in the
column- used for cash collections. Disposition
of the WD AGO Form 14-15 will be as follows:

(1) Original with Schedule of Collections to
applicable Army Regional Accounting Office.

(2) Duplicate will be listed as a separate in-
closure on the disbursing officer’s WD. AGO
Form 14-36, and forwarded with accounts for
period in which collection is reported to the
applicable Army Regional Accounting Office.

(3) Triplicate copy will be retained by the
disbursing officer.

e. Soldiers’ deposits received by voucher
collections will appear on the related pay rolls
in the remarks under the name of each indi-
vidual involved. In addition, the personnel
officer is required to submit to the disbursing
officer, in duplicate, a WD AGO Form 14-15.
The disbursing officer will proceed as follows:

(1) After the related pay roll has been paid,
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the disbursing officer will carefully compare
the pay roll and related Forms 14-15 to deter-
mine that each depositor who is red-lined on
the pay roll is also red-lined on the Form
14-15, and that the total of the form corre-
sponds exactly with the amount shown on the
brief of the pay roll for credit to 218910.

(2) When a soldier’s deposit is made by
voucher deduction, the disbursing officer is not
required to sign the Soldiers’ Deposit Book,
but, in lieu thereof the personnel officer enters
complete voucher reference to pay roll on
which deposit was deducted. To provide neces-
sary information, the disbursing officer will
place a notation showing full voucher refer-
ence on the body of the Form 14-15. An ex-
ample of such a notation is as follows:

“Deducted on Voucher No. 5349, January
1945 accounts of Colonel E. Z. Smith, F.D.,
Symbol 210-111.”

(3) Soldiers’ deposits by voucher deduection
will be entered on the Schedule of Collections
and Voucher Deductions directly from the dis-
bursing voucher. In accordance with provi-
sions of chapter 4 these collections will be
assigned a collection voucher number when en-
tered on the Schedule of Collections. In order
to permit identification of this document with
reports prepared by the Regional Accounting
Office, the disbursing officer will enter the col-
lection voucher number assigned to the voucher
deduction on all copies of the WD AGO Form
14-15. Tt is desired to emphasize, however, that
Forms 14-15 listing soldiers’ deposits by
voucher deduction are not eollection documents
in the usual sense and do not support the dis-
bursing officer’s Schedule of Collections.

(4) Disposition of the WD AGO Forms

14—15 received from personnel officers with re-
lated disbursing vouchers will be as follows:

(¢) The original will be listed as a separate
inclosure on the disbursing officer’s WD AGO
Form 14-36 and forwarded with accounts for
period in which collection is reported to the
applicable Army Regional Accounting Office.

(b) Duplicate copy will be returned to the
personnel officer.
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184. Disbursements

a. Each disbursement voucher which
charges the appropriation code number
21X8910 will be listed by the disbursing officer
on a WD AGO Form 14-16, and in addition,
the disbursing officer will state in full the
name of each repaid depositor, his serial num-
ber, the amount representing the repaid de-
posit, and the amount paid to him as earned
interest.

b. Disbursing officers who forward sched-
ules and vouchers on a daily basis will prepare
and forward the Forms 14-16 daily. All other
disbursing officers will prepare the Form 14-16
to cover the same period shown on the related
Schedule of Disbursements. A negative report
need not be rendered for any day or period
during which disbursing vouchers charging
21X8910 are not scheduled.

¢. The Form 14-16 will be prepared in trip-
licate. The original will be listed as a separate
inclosure on the disbursing officer’s WD AGO
Form 14-36 and forwarded to the Army Re-
gional Accounting Office with the related
Schedule of Disbursements. The duplicate will
be submitted to:

Office of Special Settlement Accounts

27 Pine Street

New York 5, New York

ATTENTION: Soldiers’ Deposit Accounts

Division
The triplicate will be retained by the disbursing
officer.

CHAPTER 14
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d. WD AGO Forms 14-16 will be consecu-
tively numbered beginning with number “1”
for each fiscal year.

185. Adjustments

a. Sums which are collected in error and
applied as increases to the Trust Fund Receipt
Account 218910 may be returned to the remit-
ter by charging the complementary appropria-
tion 21X8910. The disbursement will he en-
tered on the Form 14-16 in the regular man-
ner. When this action is taken, care must be
exercised to ascertain that the appropriate
notations are made in the deposit book -and
service record of the individual from whom
the erroneous collection was received.

b. Collections representing overpayments
which were charged to the open allotment un-
der 21X8910 will be returned as expenditure
refunds to the accounting classification
charged, rather than to the complementary re-
ceipt account 218910. Collections crediting the
appropriation 21X8910 should be listed on a
separate WD AGO Form 14-15 with full ex-
planation and citation to the disbursing
voucher upon which the overpayment was
stated. This Form 14-15 will be prepared by
the officer who received the refund from the
individual. Disposition of Forms 14-15 reflect-
ing collections to the appropriation 21X8910
will be the same as that provided in paragraph
183¢(4).
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CHAPTER 15
UNCOLLECTIBLE CHECKS

186. General

@. Uncollectible checks will be accounted
for in the 03.13 Disbursing Cash Account on
the reverse of the account current.

b. When uncollectible checks are returned
to the disbursing officer, the amount of such
checks will be posted with appropriate ex-
planation as a decrease in his check register
and as an increase in the same amount in the
cash blotter. On the related account current,
in the 03.13 Disbursing Cash Account, the total
amount of uncollectible checks received during
the accounting period will be entered on the
receipts side as an inerease to the cash account.

¢. Whenever an attempt is made to collect
such checks by redeposit, the amount will be
included in the total of deposits to official
credit entered on the payments side of the
03.13 account.

d. At the close of the accounting period, the
amount of uncollectible checks on hand will be
entered as a separate item on the payments
side of the 03.13 account and the same amount
will be carried forward to the receipts side
of the next 03.13 account.

I87. Exceptions for Limited Depositaries

The entries called for in paragraph 186 are
based on those instances when checks are de-
posited to the disbursing officer’s checking ac-
count maintained in the Treasury of the United
States. Whenever an uncollectible check is re-
turned from a limited depositary, it will be
accounted for differently, as follows:

a@. The amount of the canceled check will
not be entered on the receipts side of the 03.13
Aaccount.

b. In those instances where the limited de-
positary check register is maintained as a sub-
sidiary aceount in the cash blotter, the uncol-
lectible check will be accounted for as a reduc-
tion to that subsidiary account and as an in-
crease to the subsidiary cash drawer account.

¢. When the checks are redeposited or when
funds resulting from redemption of the checks

104

are deposited, the amounts will be included in
the balance held in limited depositaries as
stated on the payments side of the 03.13 ac-
count.,

188. Redeemed Checks

a. Every reasonable effort will be made to
recover on the returned checks.

b. In the event the uncollectible check is re-
deemed in cash or by negotiable paper, the
uncollectible check will be withdrawn from the
cash drawer and surrendered to the drawer.

¢. On the payments side of the 03.13 ac-
count the redemption will be included in de-
posits to official credit or cash on hand.

189. When Accountability May be Dropped

a. The disbursing officer may reduce his ac-
countability by stating minus entries, properly
explained, on his Schedule of Collections and
Voucher Deductions, WD AGO Form 14-55,
provided that he merely accepted the check
subject to collection; that noncollection of the
check was not due to negligence on his part;
that he has made reasonable effort to secure
redemption from the party from whom the
check was received ; and that he did not person-
ally surrender title to any property of the
United - States in exchange for said check.
Minus entries will be assigned collection
voucher numbers. In the “Symbol of Fund to
be Credited” column of the WD AGO Form
14-55 there will be entered the same appropri-
ation or fund symbols originally credited. The
amount of the checks will be scheduled as
minus entries in the “Cash Collection” column
of the WD AGO Form 14-55 and will be sub-
tracted from other current collections when
the schedule is added.

b. Whenever a disbursing officer reduces
his accountability by adjusting uncollectible
checks, the adjustment entry will be explained
in detail and a statement furnished as to the
action previously taken by the disbursing offi-
cer to effect recovery on the uncollectible check.
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CHAPTER 16
ACCOUNTING CLASSIFICATIONS FOR FOREIGN TRANSACTIONS

190. Scope

The provisions of this chapter apply to those
disbursing officers who disburse and collect
funds under Finance Department General Al-
lotments.

I91. Country Designation Symbols

A table containing three-digit symbols for
use in connection with the official accounts of
the War Department to designate the several
eountries or groups of islands in which finan-
cial transactions originated outside the conti-
nental United States have occurred or may
oceur is printed in Section III, chapter 3 of the
Fiscal Code.

192. FDGA Symbols

There are two parts to an FDGA symbol
number. The first part, consisting of two dig-
its, indicates the theater, command, or agency
to which funds have been allotted. These num-
bers are comparable to the service code desig-
nations published in chapter 7, TM 14-700,
and are assigned by the Budget Officer of the
War Department when funds are allotted to a
theater, command, or ageney. The second part
of the FDGA symbol, consisting of three digits,
indicates the continent or country (or group
of islands) in which expenditures take place.
The various countries or groups of islands
throughout the world have been segregated by
general location and continent, and each coun-
try and group of islands within a general area
has been assigned a three digit symbol within
the general series of symbols assigned to the
entire area. Although the list of country desig-
nation symbols includes all major countries in
the world, it does not necessarily follow that
Army disbursements will be made in all these
countries or island groups. In many countries,
disbursements may be made only by military
attaches.

193. Continent Symbols
The general designation symbols have been

assigned as follows:

100 Europe 500 North
200 Asia America
300 Afriea 600 Central &
400 Australia & Pacific South
Islands America
700 U. S. Army
Transports
(Wherever
based)

Countries within each of the several areas
have been numbered consecutively, beginning
with number one. In conformity with the above
general designation symbols, all countries in
the 100 group are in Europe or adjacent
thereto, and all countries in the 200 group are
in Asia or adjacent thereto. The only country
having a symbol in more than one continent is
the U.S.S.R. which is listed in both the Euro-
pean and Asiatic continent groups.

194. Assignment of FDGA Serial Numbers

a. Each theater, command or agency to
which FDGA funds are made available will be
assigned a two digit FDGA serial number by
the Budget Officer for the War Department.
The applicable theater, command or agency
numbers will be determined and cited on ex-
penditure vouchers in accordance with policies
outlined in b below. In addition, each disburs-
ing officer will determine the symbol assigned
to the country within which he makes expendi-
tures. The complete FDGA serial number con-
gisting of the two-digit theater code and the
three-digit country symbols will then appear on
the documents as, for example, 61-301, fol-
lowed by the applicable project and object code
authorized under chapter 3, TM 14-700, for
oversea expenditures.

b. In determining the applicable FDGA
serial number to which expenditures will be
charged, consideration will be given to the na-
ture of the expenditure. Items in the so-called
“open allotment” category should be charged
to the FDGA applicable to the theater or com-
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mand in which the payment is made regard-
less of the citation on the underlying docu-
ments. For example, a travel voucher supported
by orders originating in a theater assigned
FDGA serial number 60, which is paid in a
theater whose FDGA serial number is 61,
should be charged to FDGA serial number 61.
I'or items of a proecurement nature, the fore-
going procedure is not applicable. Such vouch-
ers should be charged to the FDGA serial num-
ber cited by the certifying officer provided the
FDGA serial number has been authorized for
use within the theater or command where pay-
ment is made. In the event the FDGA serial
number is not authorized for use in the theater
or command in which payment is made, the
theater FDGA serial number will be cited on
the expenditure document.

195. Assignment of Country Designation
Symbols

No attempt will be made to distribute ex-
penditures on a single voucher between two or
more countries. However, disbursing officers
may make expenditures in several different
countries because of agent officers having been
assigned to a country other than the one in
which the accountable disbursing officer is
located. For example, if a disbursing officer in
Algeria (using the symbol **-301) has a Class
B agent in Tunisia, the latter will code his
documents with the symbol applicable to Tu-
nisia, (**-334). It is important to note that
the situs of expenditures is the determining
factor in assigning a country designation sym-
bol to a document. Ordinarily the term “situs
of expenditures” means the country in which
the disbursing officer or agent officer is located
at the time payment is made. However, sev-
eral situations may arise where the situs of
expenditures may vary, depending on the cir-
cumstances. As a guide in determining the
symbols to be used, a number of examples are
outlined in the next paragraph.

196. Examples

Examples of coding documents for expendi-
tures of FDGA funds:

a. TRAVEL VOUCHERS FOR ALL TRAVEL, RE-

**Insert applicable two—digit FDGA serial number assigned
to the theater, command or agency to which expenditures are
chargeable.
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SJARDLESS OF WHERE PERFORMED. (1) Orders
issued in European Theater of Operations
bearing citation 60-000. (60-FDGA serial
number of European Theater),

(@) If paid in United Kingdom (European
Theater) cite 60-136.

(b) If paid in Algeria (Mediterranean
Theater) ecite 61-301. (61-FDGA serial num-
ber of Mediterranean Theater).

(¢) If paid in United States cite 60-510.

(2) Ovrders issued in United States bearing
open allotment citations.

(@) If paid in United States cite specified
open allotment.

(b) If paid outside continental United
States cite theater FDGA and the symbol ap-
plicable to the country in which payment is
made.

b. PAy oF Trooprs, (1) Disbursing officer
located in country A and paying troops in
country A:

Cite applicable theater number and symbol
assigned to country A.

(2) Disbursing officer located in country A
paying troops located in country B:

Cite applicable theater number and symbol
assigned to country B.

(3) Disbursing officer located in country A
paying troops located in both country A and B.

(a) If separate pay rolls are prepared cite
applicable theater number and respective
country symbols.

(b) If only one pay roll is prepared cite
applicable theater number and symbol as-
signed to country in which majority of troops
are paid.

(4) Disbursing officer on duty with troops
moving through two or more countries:

Cite applicable theater number and symbol
of country in which payment is actually made
regardless of length of time troops have been
stationed there.

(5) Payment of Casuals:

Cite applicable theater number and symbol
of country in which disbursing officer is lo-
cated when payment is made.

¢. PAYMENT FOR MATERIALS, SUPPLIES OR
ON CONTRACTS. (1) Cite symbol applicable to
country in which payment is made or to which
payment is transmitted. Examples:

(a) Disbursing officer located in country A
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pays contractor in country A and cites code
of country A.

(b) Disbursing officer located in country A
transmits payment to contractor in country B
and cites symbol of country B.

(¢) Disbursing officer located in country A
makes payment to contractor’s office in coun-
try A for work performed in country B and
cites symbol of country A.

(d) Disbursing officer located in country A
makes payment to contractor in country B for
work performed in country A and cites symbol
of country B.

(e) Disbursing officer located in country A
makes payment to contractor in country B for
work performed in country C and cites symbol
of country B.

197. Collections

«. All collections taken into the accounts
of disbursing officers who are stationed out-
side the continental United States will be
coded to indicate the country in which the
collection was made, in accordance with the
continent and country designations. The cod-
ing will appear on the WD AGO Form 14-55
(Schedule of Collections and Voucher Deduc-
tions) and, except for expenditure refunds, it
is not necessary to show such country symbols
on the underlying collection documents. Ex-
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amples of the manner in which collections,
which were made in country 136, will be coded
on the Form 14-55 are as follows:
(1) Expenditure Refunds:
212/60425 **-136 P 431-02
**Insert applicable two-digit FDGA serial
number assigned to the theater, command
or agency to which the expenditure was
charged.
(2) Appropriation Reimbursements:
216/70504 C-C-161 (136)
(3) General Fund and Trust Fund Receipts
and Special Deposits:

215215 (136)
218930.6 (136)
21F5867 (136)

These code numbers will be entered in the col-
umn “Symbol of Fund to be Credited.”

b. Collections need mnot be allocated be-
tween two or more countries. Rules set forth
in this chapter in connection with situs of ex-
penditures are also applicable in connection
with coding of collections. Ordinarily the dis-
bursing officer will code his collections with
the symbol of the country in which he is
located. However, if an accountable disburs-
ing officer has agents located in a country
other than the one in which he himself is
located, it will be necessary for him to use
two or more country designation symbols in
reporting collections.
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CHAPTER 17
PREPARATION OF THE IGD FORM 3

198. Preparation of Form 3, IGD

a. Pending revision of IGD Form 3 dated
5 March 1943, the form will be amended by the
disbursing officer at the time it is prepared.

b. The face of the form will be changed as
follows:

(1) In the event of an adjustment increas-
ing the balance of the disbursing officer, and
if the amount of the adjustment is not shown
on the Schedule of Collections, the caption
“Adjustments” will be entered below the
printed captions for transfers from officers,
and the amount will be shown on the same line
and in the column in which sums pertaining
to Treasury Warrants are stated.

(2) Under cash collections:

(a) Strike out “Repayments to appropria-
tions” and substitute “AAA”.

(b) Strike out “Miscellaneous Receipts”
and substitute “Retirement.”

(¢) Opposite “Special Deposits” insert the
code number of a special deposit account, and
enter thereunder, on separate lines, code num-
bers of the other special deposit accounts util-
ized by the disbursing officer.

(3) Under voucher collections:

(a) Strike out “Repayments to appropria-
tions” and substitute “AAA.”’

(b) Strike out “Miscellaneous Receipts.”

(¢) Opposite “Special Deposits” insert the
code number of a special deposit account, and
enter thereunder, on separate lines, code num-
bers of the other special deposit accounts
utilized by the disbursing officer.

(d) Strike out “Canceled checks.”

(4) In the event of an adjustment decreas-
ing the balance of a disbursing officer, and the
amount of the adjustment is not shown on a
disbursing voucher, the caption “Adjust-
ments” will be entered on a line below the
printed caption for deposits, and the amount
will be shown on the same line, and in the col-
umn in which sums pertaining to Treasury
deposits are stated.

¢. In preparing the reverse of the IGD

Form 3, increases in checking account bal-

ances, other than by deposits of disbursing
officers or their agents, will be entered on one
of the blank lines immediately below “Balance
last depositary statement.” These entries will
be appropriately captioned, for example, “Ac-
countable Warrants since above statement”
and “Transfers from Others since above state-
ments.”

d. The net amount of reconciling items will
be reflected on the reverse of the IGD Form 3
on one of the blank lines below the entry for
depositary statement. For example, if the
Treasury were to erroneously decrease a dis-
bursing officer’s checking account by $15.00,
and to erroneously increase the same account
by $10.00, the amount of $5.00 would be en-
tered on the form. If, however, the amount of
the erroneous increase were $20.00 and the
decrease $15.00, then a minus $5.00 would be
entered. The entry pertaining to “Reconciling
Item(s)” will be fully explained on an at-
tached sheet upon which will be entered and
described each amount affecting the total.

e. Disbursing officers with balances in
Chase National Bank, or Bishop National
Bank, or limited depositaries such as Bar-
clay’s Bank will amend the reverse of the
Form 3 to provide a column for bank entries
immediately to the left of the column used for
Treasury balances. In such cases the total of
all balances on deposit and on hand will be
entered in the space immediately below the
line captioned “Total Balance on Deposit and
on Hand.”

f. In preparing the reverse of the Form 3
for the balances which are accounted for on
the reverse of the account current in the 03.13
disbursing cash account, the total of advances
to agents and travelers will be entered on the
line captioned for this purpose. All other bal-
ances on hand, such as cash, deferred pay
rolls, advances to sales officers for making
change, ete. will be added together and en-
tered as one sum pertaining to “Cash on
Hand.”

¢g. The cash book, cash blotter, check regis-
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1 November 0 UL EO P

From
Balance due United States at end of preceding calendar month .

Add

RECEIPTS:
Treasury warrants__.
Transfers from officers:
[2; L R e )

ﬂ.‘i| L e
n ndju men

Cash collections:
Repoyments to-appropaiavons MA 3 2,160,09

¢ 3L, k01,07
,33519

STATEMENT OF RECEIPTS AND PAYMENTS

30 November

_ §_30,000,00

2,986.65

_2,851.30

STATEMENT OF THE MONEY ACCOUNTABILITY

of ... F: 2, MITH, Pr Do Ft. Finance, Md..
Namey (Sintinn)
As of the Close of Business ... 20 November 19Uk
(Date)

FThﬁ.s is the total accountabile

¥y of the distwursing officer at the
beginning of the pariod, and is ob-
tained from the cash book or the
account current.

nThn ¢ash book will firnish the
control figure for total transfers,
and the cash ledger furnishes the
ol fizure over cash transfera.
e?.Llad arounts are shown on
Farms No. 326 (Invelce of
funds Transferred),

“"Lis is an adjustment necessi-
tated by previous error and is com—
plementary to item 9, fipwre 16
(cazh book) and the adjustment shown
in Column 5 on the face of the
account current (fipure 25).

nt‘.as':;

from cash

collections are obtained
book.

‘hese amounts are obtained fram
tae cash book,

MiseeHaneous-pessipts fetirement 2,00
.‘i;kn‘ln] deposits . 2IROOOD L 6268y
21F5867 0,00
21F5850 168.75
n(,u]!nr:mm on \nud\"‘s 21F5876 0.00
o opeiations MA_ g 1,757.45
MH‘EHIHPW‘-MW e
Civil Service retiremer thEé fl.a.lb I t'. }-62-33. -
Special deposits. € 00 = TR
Gaveeliodcheeks __20F5007 T T [S1.L0
o AT . ko625
211-"95?3 19.27
ToTAL To BE ACCOUNTED FoR e Ll
Deduct
PAYMENTS
Disbursements per vouchers
By check. E
By cash — A 1
By collections on vouchers 3 2,027.7% §t

B Transfe

rs to officers

By check., _______ L L sl FOLLOP. 5
By cash. 8 2,235,190

ToTAL PAYMENTS

BALANCE DUE UNITED STATES AS OF THE CLt

Fngreaite
Under the authority of .. LoTn&n

dated _____ 1 February 15!

am disbursing un

R
.28 Janvary 190

balance due
mons coounta

Colonel,

Figure 30.

110

.yinthe amount

A5,16L.33

. $:79,920.18

12E oF BUsingsa _ 30 November 19LY

o1

34

10,

f are corvect,
:nt represents my true

. ' ;
Finance Department.

2,023.51

“i‘he cash book furnishes a

= centrel figure over total dis-
bursements and the cash blotter
furnishes a control figwe over
anownts disbursed in cash. The
Schedule of Disbursements should be
utilized to determine ths total of
collections stated on disbursing
vouchers., The total amount paid by
check plus the total amount paid by
cash should be subtracted from the
total amount paid. It will be noted
that the amount of distursements "By
collections on wouchers” does not
correspond to the total of "Collec—
tions on wvouchers" in the Receipts
section, The difference is the
total of cancellsd checks,

Data for transfers to officers
is obtained from the same source as
— transfers fram officers as described
in item 2 abova,.

1 ni’h'" informition i obtained

the cash book.

that the

Lt

Inspector General Department Form 8 (Front)
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DISTRIBUTION OF FUNDS AT DATE OF INSPECTION

Symbol No, .. 210-111 =

Last check drawn, No, 3395138

= — e ——

Balance last depositary statement including the busi of _ 31 October 19LL & 33,5L6.66
(Dda)
Reconciling items (see explanation attached) = 5.00

-Accountable Warrants since above Statement A SN T o 30000000 £
Transfers from Others since above Statement 3L,L01,07
Deposited since above statement . e R = 1,634,339

Y 15 45 the disbursing aymbol
for the checking account maintained
in the Treasury. Officers with
checking accounts in the Chase
National Bank, Bishop Nationsl Bnnkf,’

PoTAL CREDITR:: -~ - e - 2 99,587.12

88,558, 84

Less outstanding checks

| i or 1imited sitaries such as
Amomnton deposit_—-_ . 0 | - S T e LR Barclay'a adapo] 111 state the
(‘-mh Srhand 1,245, 7k of the bank in the heading of this
{71 s e PR T T e form Lmedistely below the T
Cash in hands of agent officers and travelers ... . o ni = _?_1‘9_'1*9_ symboll.
ToTAL BALANCE ON DEPOSIT AND 0N HAND e 31300951 nhn additlonal monetary column

will be used to account for checking
accounts held in depositary hanks,

BB o cicreranco betwoon the
amount shown on tha dapositary state-
ment and the amount which should have
been shomn, squals the total of the
reconciling items. In this exmaple,
the dapositary statement showed a
Jbalance smaller than the correct sum.
In the event that it showed a balance
greater than the correct sum, & minus
entry would have beem shown.

I'have verified the money sccountabilityof .o ...~ ° o o -

stationed at

The manner of conducting the bu.
checks appear to conform tothe ]

erating the office, keeping the records, making deposits, and issuing
ions, except as follows:

BB o tota) of a1l stems carried
forward in the 03,13 Disbursing Cash
Account, except cash in the hands of
agents and travelers, is shom on the
1ine captioned "Cash on Hand"., Imn
this axample, the sum of $1,245.74
includes $240,72 representing de—
farred psy rolls, Ses figzure 26
(Reverse of the Account Current).

_!-.;ej'frdw General, .

Note: This space for nse of Office of The Inspector General

Balance due United States asof _ 19, 15 in agreement with the records

ud of exhe th pre

f of Finance.

of the Accounting Division, Office, The remainder of the form will be
completed by representatives of the

Inspector General's Department.
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Figure 81, Inspector General Depariment Form 8 (Reverse)
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ter, together with the supporting data will be
used to post the Form 3. For example, in de-
termining disbursements, the cash book will
provide an independent verification for total
disbursements; however, cash disbursements,
check disbursements, and disbursements by
voucher collection are most readily obtained
from the Schedule of Disbursements. To de-
termine the amounts disbursed by voucher
collections, check payments and cash pay-
ments should be added together and this sum
subtracted from “Total Amount Paid.” This
amount will not equal the total of voucher
collections shown on the Schedule of Collec-
tions whenever canceled checks are involved.

h. An example IGD Form 8, (figs. 30 and
31,) is furnished with this paragraph.- The
period of 1 November 1944 to 30 November

112
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1944 which the Statement of Receipts and
Payments covers and the figures reflected
thereon are the same as those used in illustrat-
ing the various ledgers and account current
to show their relation to each other and the
source of amounts on Form 3. However, it
should be noted that only in rare instances
will inspections be made as of the last day of
a'month. Therefore, ordinarily, the Statement
of Receipts and Payments on Form 3 will re-
flect transactions for only the fractional part
of the month involved.

i. Disbursing officers who are also War
Bond Issuing Officers will submit to the In-
spector General a Statement of the War Bond
Consignment (bond stock) as of the inspection
date. The regular Federal Reserve Bank set-
tlement form may be used for that purpose.
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CHAPTER 18
SPECIAL PROCEDURES AND REQUIREMENTS

FOREIGN EXCHANGE

Section |I.

199. Foreign Exchange Gains and Losses

a@. The inability of a disbursing officer to
account for foreign currency transactions in
the exact dollar and cent equivalents will, in
most instances, result in a fractional penny
gain or loss for each disbursement and collee-

tion. For example, if the dollar equivalent of

a foreign currency voucher is $4.35259, the dis-
bursing officer will claim disbursing credit for
only $4.35, thereby losing .00259. Conversely, if
the dollar equivalent of a voucher is $4.35628,
the disbursing officer will eclaim disbursing
credit for $4.36, thereby gaining .00372.

h. Once each month the net amount of these
fractional penny gains and losses will be re-
ported by the disbursing officer. If the net re-
sult is a loss, the disbursing officer will sched-
ule a Standard Form 1034 disbursing voucher,
payable to adjustments, which will charge the
amount of the loss to the applicable open allot-
ment under Finance Service Army. During
fiscal year 1946, the accounting classification
for this open allotment is 212/60425 601-67
P421-13 899-999. If a gain occurs, the amount
of the gain will be picked up on the WD AGO
Form 14-55 as a collection for Miscellaneous
Receipt Code No. 211400, Gain by Exchange,

¢. For further instructions in connection
with foreign exchange, see TM 14-5086.

DISBURSING STATION
NUMBERS

200. Use of Disbursing Station Numbers

a. Except as provided in b below, each dis-
bursing voucher and
voucher and schedule, and each form request-
ing an appropriation or allotment adjustment
(WD AGO Form 14-87) will be prepared to
show the station number of the disbursing offi-
cer. The rubber stamp used for the briefing
block of disbursing vouchers should include the
digbursing station number.

Section Il.

schedule, eollection

b. Disbursing officers stationed outside the
continental limits of the United States, and
those stationed at staging areas, ports of em-
barkation, and other stations having a classi-
fied address, will not reveal geographic location
on documents by name or by station number,

UNEXPLAINED BALANCES
201. Unexplained Balances

Section lll.

a. Whenever the disbursing officer discov-
ers an unexplained balance in his accounts, he
will not immediately credit the amount to Mis-
cellaneous Receipts. In lieu thereof, he will re-
port a collection eredited to 21F0000, Special
Deposits, All Other. A careful review will be
made to determine the source of the money,
with particular regard to collections, transfers
from others, and returns from agent officers.

b. In the event it is determined that the
amount should not have been accounted for as
a collection, the disbursing officer will disburse
the funds on a Standard Form 1049 made pay-
able to adjustments. Neither a check nor cash
payment will be made for this voucher. This
action will reverse the erroneous collection and
allow the disbursing officer to account for the
funds in the proper manner, for example as a
transfer from another disbursing officer or as
a return from an agent officer.

¢. If it is discovered that the amount should
have been reported as a collection credited to
an accounting classification other than
21K0000, such as in the case of a cash collec-
tion from a sales officer, the adjustment will
be made by Standard Form 1046 charging Spe-
cial Deposits, All Other, and crediting the
proper appropriation or fund,

d. After every reasonable effort, including
when necessary reference to the Fiscal Direc-
tor, Army Service Forces, attention of Receipts
and Disbursements Division, to discover the
source and disposition of the funds has proven
unsuccessful, the amount will be removed from
special deposits and eredited to 213990, Unex-
plained Balances in Cash Drawer.
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. Section IY. REPORT OF FOREIGN RECEIPTS
AND PAYMENTS BY DISBURSING OFFICERS
LOCATED IN CONTINENTAL UNITED
STATES

202. Purpose of Reports

The purpose of the reports on Cash Trans-
actions Abroad is to furnish information re-
quired in formulating, directing, and evaluat-
ing both the domestic and the foreign economic
policy of the United States Government spe-
cifically, for the purpose of gathering informa-
tion showing, by each of the foreign countries,
the amount of funds spent by the United States
Government and the purpose therefor, as well
as for use in compiling statistics on the
national income and the balance of interna-
tional payments which are used in connection
with many Government policies.

203. Information to be Reported by Disburs-
ing Officers in the United States

a. Disbursing officers stationed within the
continental United States will submit required
reports covering financial transactions which
affect the monetary position of the United
States.

b. The report on payments will be submit-
ted on WD FD Forms 301 and will cover the
following transactions:

(1) All payments by checks or othér negoti-
able instruments made by disbursing officers
located in the United States but mailed or de-
livered to foreign addresses, whether or not
the recipient is a United States citizen. These
would include payments to a foreign branch of
a domestic corporation, dependency benefit
checks mailed to foreign addresses and salary
or other compensation checks written in the
United States but mailed to the employee at a
foreign address, even though the payment was
for services performed in the United States.

(2) All payments mailed or delivered to ad-
dresses in the United States when such pay-
ments are made to a foreign Government, a
foreign corporation or an individual known to
be a citizen of a foreign country. These pay-
ments include amounts deposited in domestic
banks to the credit of any of these persons or
entities.
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(8) All payments to domestic entities for
materials, supplies, or other properties which,
at the time of their acquisition, are known to
be physically located abroad, as for example,
payments made to an American oil company
in New York for petroleum products to be de-
livered at its refinery in Aruba. Disbursements
to domestic entities for commodities actually
imported into the United States should be con-
sidered foreign if title is held by a U. S. Gov-
ernment agency at the time the goods are first
cleared through customs, that is, entered into
a bonded warehouse or entered directly for
consumption. However, so-called “wash sales”,
in which the U. S. Government agency holds
only nominal title to the commodity at the time
of entry through customs, and for which the
U. S. Government agency does not make any
expenditure of funds, shall not be considered
foreign transactions for the purposes of this
report.

(4) Also included, because they result
indirectly in foreign disbursements, are pay-
ments mailed or delivered to domestic con-
tractors in the United States for construction
or other services performed abroad.

¢. The report covering collections will be
submitted on WD FD Form 302, except as
provided in paragraph 208, and will normally
cover the following transactions:

(1) Checks or other instruments of ex-
change covering payments received in the
United States from foreign addresses.

(2) Payments received in the United States
from domestic addresses, if the remittance is
made for a foreign Government, a foreign
corporation, a foreign branch of a domestic
corporation, or individual known to be a citi-
zen of a foreign country.

204. Disbursing Officers Located Outside the
United States not Required to Report

Disbursing officers located outside the conti-
nental United States are not required to sub-
mit reports outlined in paragraph 203. Neces-
sary information on expenditures and collec-
tions by oversea disbursing officers will be
obtained from fiscal reports of Theater Fiscal
Offices and Army Regional Accounting Offices.

I Jul 1945
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&  205. Period and Submission of Reports Office of the Fiscal Director, Washington 25,
D. C.

b. Itis suggested that current entries of per-
tinent transactions be recorded manually on
as to reach the Army Regional Accounting these forms as transactions are processed by
Office which receives the disbursing officer’s disbursing officers, and that the final report be
accounts not later than the 10th of the follow-  typed at the close of the accounting period.
¢. A separate series of numbers will be

Reports will be prepared as of the close of
each accounting period and will be mailed so

ing month. = =
used for the WD FD Forms 301 and 302. By
using an unbroken sequence of numbers, nega-
206. Report Forms ey % 1 : o
_ tive reports will not be required.
a. The preseribed forms can be obtained d. Figures 32 and 33 explain information

upon requisition to Office Service Branch, to be included in the reports.

Reports Control Symbol
SCHEDULE OF FOREIGN PAYMENTS FA-LS (R1)
Dat
T0: Chief, Ammy Regional Accounting Office, 63 Vesey Street, New York 7, N.Y. afe August 1545
Location of office submitting echedule[ Period D.0.Symbol MNo. | Signature of accountable officer |Schedule No,
Ft. Finance, Maryland July 19LS 210-111 /s/ E. 2. Smith, Col. F.D. 1
Country or | Forelpn
D.0. Amount of Ser=|Project | Object - ](,omtmction
Voucher Payee Payment Ap“;?“?fti‘m vice [Account | Classi- F:::igg:‘* g" Utﬁ Con= (
Nmbar (Omit cents) e Code |Nunber |ficatdon| "po= O e !ﬁggct"“ ar
107 War Industries, Ltd. $ 15,000 | 212/60705 602 | 110 o7 503 f -
< 223 | Acme Contracts, Inc. 87,000 | 212/60908 608 | 2ko 10 2 | 503
237 J. A. B. Rios 13,500 212/60502 607 11 08 604 | -
37k Smythe, Ltd. 16,125 212/60805 606 | 112 08 136 -
L7 Acme Contracts, Inc. [EEEE L, 625¢cr | 212/60905 608 | 230 10 - 503
Total $ 121,000
¥D FD Fo
1 July 3565 %

“ 0 Country designation symbols assigned to the varicus countries are published in Chapter 3,
Section III, Tm 1L-700. In preparing the Schedule of Foreign Payments, disbursing officers should be
careful to 1-=grpgate payments for construction by entering the "country designation symbol® in the column
headed "Foreign Construction by United States Contractors or Agents".

_ Expenditure refunds will be reported on the Schedule of Foreign Payments 23 a reduction
of current ergenditms.

Figure 32. WD FD Form 301, Schedule of Foreign Paynients.
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SCHEDULE OF FOREIGN RECEIPTS

Reports Control Symbol
FA-L6 (R1)

TO: Chief, Army Regional Accounting Office, 63 Vesey Street, New York 7, N.Y.

Date g jugust 1545

Location of office submitting schedule| Period

D.0.Symbel No. | Signature of accountable officer [Schedule No,

Ft. Finance, Maryland July 15LS 210-111 /8 E. Z. Smith, Col. F.D. 1
: Account. Classification Country or
Da0s Amotink. OF Appropriation Reimburgement | Natiomal
Voucher Remitter Collections =4 A t Symbol |Credited with
Omit centa) 0 cconn meo
e (Ot Fund Symbol  KWhemewer applicabls) Collection
a7 Canadian Government $ 3,000,000 215599 503
100 Smythe, Ltd. 5,000 215510 136
125 War Industries, Ltd. 35,000 212/61005 5 ¢ 61920 503
1Lo Sir Cecil Howard 375 218922 136

WD FD Fy
3 ._Tu]yr i%S 302
S T ST

Figure 33. WD FD Form 302,

207. Use of Country Designation Symbols

a. The provisions of section III, chapter 3,
TM 14-700 are not applicable to disbursing
officers stationed within the continental
United States except for the use of the coun-
try designation symbol 510 in connection with
domestic payments from FDGA funds under
authority of travel orders or vouchers orig-
inating outside the continental United States
which cite an FDGA serial number.

b. Payments made by check which are
charged to an FDGA serial number and
mailed to an address outside the continenta!
United States will cite 510 as part of the allot-
ment serial number and will not cite the coun-
try designation symbol to which the check is
mailed. These payments will be included in
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Schedule of Foreign Receipts.

reports required by paragraph 203 of this
manual.,

208. Reporting of Expenditure Refunds

In order that the report on foreign pay-
ments will be on a net basis, expenditure re-
fund collections which must be reported under
the provisions of this section will be scheduled
as credit items on the WD FD Form 301.

209. Repayment of Erroneous Collections

In the event it is necessary to refund an
erroneotis collection previously credited to a
reimbursement account and reported on a WD
FD Form 302, the repayment will be reported
as a credit item on the current Schedule of
Foreign Receipts.
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