PUBLIC HOUSING ADMINISTRATION

HOUSING AND HOME FINANCE AGENCY WASHINGTON 25,D.C.

CIRCULAR
11-3-58

TO: Central Office Division, Office, and Branch Heads
' Regional Directors
Local Authorities

SUBJECT: Conversion Accounting Procedures

1. General

a. The revised Chart and Definitions of Accounts as set
forth in Form PHA-2600, Uniform System of Accounts (Chart
and Definitions), became effective as of the first day of
the fiscal year which began on October 1, 1958 or will
become effective as of the first day of the fiscal year
which will begin subsequent to October 1, 1958, for which
the Local Authority has submitted an Operating Budget

suant to the revised budgeting procedures in Section
E("g..l, Low-Rent Housing Manual (May 1958)., The purpose of
this Circular is to provide instruction for the conwversion
of certain asset, liability, and surplus accounts for which
changes have been made and for the conversion of certain
subsidiary development cost accounts which have been revised.

be All Local Authorities that are plamming projects under

a Preliminary Loan Contract and/or which have projects in the
developnent stage, for which an Actual Development Cost

Certificate has not been issued, shall make the changes in

the subsidiary Land, Structures, and Equipment (Development) -
Accounts as indicated in Exhibit 2, The changes should be made. as
of the begiming of the fiscal year for which the revised Chart and
Definitions of Accounts are effective,.

2e ' Conversion Charts

a, Asset, Liability, and Surplus Accounts. Exhibit 1 is a
Conversion Chart For Asset, Liability, and Surplus Accounts.

On the left side of the Chart there are listed the accounts
prescribed in Section 603.2, Low-Rent Housing Manual (1954-56),
and Section 25-3-2, Small Low-Rent Programs Manual - Accounting
(1954-56) for which changes have been made; on the right side
of the Chart there are listed the corresponding accounts pre-
scribed in Form PHA-2600, The instructions for making the
‘required conversion appear as footnotes to Exhibit 1.

(Cont'd)
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be Development Cost Accounts, Exhibit 2 is a Conversion
Chart For Subsidiary land, Structures, and Equipment
Accounts (Development Cost). On the left side of the Chart
there are listed the subsidiary accounts to Account 1400
prescribed in Section 603.2, Low-Rent Housing Manual
(1954=56), and Section 25=3-2, Small Low-Rent Programs
Mamal - Accounting (1954=56), for which changes have been
made; on the right side of the Chart there are listed the
corresponding accounts prescribed in Form PHA=-2600. The
instructions for making the required conversion appear as
footnotes to Exhibit 2,

Asuistzint Commissioner
ttachments
Attactments for Administration



Exhibit 1
Circular 11-3-58

CONVERSION CHART
FOR

ASSET, LIABILITY, AND SURPLUS ACCOUNTS .

Chart in Section 603.2 of Low-Rent
Housing Manual and Section 25-3-2
of Small Low=-Rent Programs Manual -

Accounting (195L-56)

Account ‘
Wumber = "Account Title

1115 Cash - Preliminary Loan Fund y

1118 Cash = Change Fund

112} Accounts Receivable - PHA
Armual Contributions a/

1125 Accounts Receivable - FHA - b/
Sundry :

1130 Notes Receivable

1151 Fiscal Agent Funds - a/
Debt Service Fund

1151,1 Fiscal Agent Funds - “a
_Rental Debt Service Accoun

1151.2 Fiscal Agent Funds - s/
Ammual Contribution
Reduction Account

1151.3 TFiscal Agent Funds =~
Excess Lands Account

Chart in Form FHA-2600, Uniform System
of Accounts (Chart and Definitions) -
{May 1958)

Account
Number Account Title

No comparable account
1118 Cash - Change Fund ¢/

1176 Debt Amortization Funds - PHA
Annual Contributions Receiv-
able

.25 Accounts Receivable - PHA o/

1130 Notes Receivable ¢/

171 Debt Amortization Funds -
Debt Service Fund

1171.1 Debt Amortization Funds - '
Rental Debt Service Account

1171,2 Debt Amortization Funds =
Annual Contribution Reduction
Account

1171.3 Debt Amortization Funds - Excess
Lands Account

1151,k  Fiscal Agent Funds - Series a/ 1171.L Debt Amortization Funds - Series

"A" Bond Fund

"A" Bond Fund o
(Conttd)

For slphabetical and numerical footmotes see Pages 6 thru 11 of this Exhibit.
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Circular 11-3-58

Account
Number
1151.5
11516

1151.7

1152

ns3

1154

1161

un
nsa

1230

1260

1290

CONVERSION CHART

TOR

ASSET, LIABILITY, AND SURPLUS ACCOUNTS

Account Title

Fiscal Agent Funds - Series a/
"B® Bond Fund

Fiscal Agent Funds - Series a/
A" Reserve Fund

Fiscal Agent Funds - a/
General Bond Reserve

- Fund

- Fiscal Agent Funds - a/

Advance Amorti,ation
Fund

Fiscal Agent Funds - a/
Investments

Fiscal Agent Funds - a/
Accrued Interest Receiv-
able ~ Investments

Advances to Revolving Fund 3/

Investments - General Fund &/

Trust Funds - Debt Service a/

Deferred Charges - Prepaid L/
Utilities

Deferred Charges - Inven- 5/

torles - Materials and
Supplies

Deferred Charges - Sundry b/6/

Account
Number

1171.5
1171.6

17.7
1172

173

1174

1155
1156

1157
1162
1175

1260
1270

1290

Account Title

Debt Amortization Funds - Seriea
"B" Bond Fund

Debt Amortization Funds - Ser:les
A" Reserve Fund

Debt Amortization Fundes - General
Bond Reserve Fund

Debt Amortization Funds -~ Advance
Amortizgtion Fund

Debt Amortization Funds -
Investments

Debt Amortization Funds - Acorued
Interest Receivable - Invest-
nments

Advance - Limited Revolving Fund

Advances - Unlimited Revolving Fund

Advances - Other

Inyestments « General Fund

Debt Amortization Funds - Debt
Service Trust Fund

No comparable account
Deferred Charges - Inventories = ¢/
Materials

Deferred Charges - Inventories - ¢/
Equipment

Deferred Charges - Other

(Cont'd)

For alphabstical and mumerical footnotes see Pages 6 through 11 of this Exhibit.



Exhibit 1 (Cont'd)
Circular 11-3-58
OONVERSION CHART
FOR
ASSET, I.IABILIT!, AND SURPLUS ACODUNTS

Account ' Account -
Number Account Title Number Account Title -
1610 Undistributed Debits - 7/ None No comparable account
Indeterminate Expendi-
tures 4
'1620 Undistributed Debits - 1620 Undistributed Debits = (74
Ineligible Expenditures Ineligible Expenditures
1640 Undistributed Debits - 1640 Undistributed Debits - 174
. Payrolls Payrolls "
1650 Undistributed Devits - 1650 Undistributed Debits - c/
Miscellaneous Authority Miscellaneous Authority
Expense Expense
1660 Undistributed Debits = b/ 1660 Undistributed Debits =  of
‘ Other Central Office Other Administration
Expense Expense
1670 Undistributed Debits -  a/ 1820 Bid Guaranties - Undeposited ¢/
Bid Guaranties Guaranties
1680 Undistributed Debits - a/ 1840 Annual Leave - Earned Annual ¢/
Earned Annual Leave Leave
1690 Undistributed Debits - b/ 1690 Undistributed Debits - e/
Sundry Qther .
2115 Accounts Payable - 15 Accounts Payable - s/
Unclaimed Salaries Unclaimed Salaries
and Wages ' and Wages
2117.1 Accounts Payable - )

Income Tax W:.tthIdi.nga)

2117.2 Accounts Payable - Employee )
Savings Bond Deductions )-/

217 Accounts Payable ~ Payroll
2117.3 Accounts Payable - PenSion) Deductions and Contxributions
Fund Deductions and
Contributions
(Cont'd)

For alphabetical and numerical footnotes see Puces 6 through 11 of this Exhibit,
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_ Exhibit 1 (Comt'd)
. Circular 11-3-58

CONVERSION CHART

. ¥OR
- ASSET, LIABILITY, AND SURPLUS ACCOUNTS

Accounts . Account

Number Account Title Number Account Title

2117.l; Accounte Payable - Federsl)

Insurance Contributions ;
Act Deductions and Con-
tributions ; '
2117.5 Accounts Payable - State )
Unemployment Insurance )
Tax Deductions and Con- )
. tributions )
2118.6 Accounts Paysble - Sundry- b/ 18,6  Accounts Payable -~ Other -
PHA FHA |
2119  Accounts Payable - Sundry b/ 219 Accounts Payable - Other
231  Accrued Liabilities - a3 Accrued Ligbilities - Interest
Interest Payable - PHA b/ ~ Payable - Notes and Bonds -
2132 Accrued Lisbilities - b/ 2132 Accrued Lisbilities - Interest
Interest Payable ~ Non - Payable - Notes - Non = PHA
PHA
233  Accrued Iisbilities - b/ as3 Accrued Liabilities - Interest
Interest Payable - Bonds Payable - Bonds - Non - PHA
3L  Accrued Lisbilities - Utilities 234 Accrued Liabilities - Utilities ¢/
2135  Accrued Liabilities - Salaries 35 Accrued Liabilities - Salaries o/
and Wages and Wages
2136 Accrued Lisbilities - Insurance 2136 Accrued Lisbilities - Insurance ¢/
2139  Acorued Liabilities - Sundry b/ 239 Accrued Liabilities - Other
2210 Deferred Credits - None No comparable account

Unamortized Bond Premium 9/ ’
2290  Deferred Credits - Sundry b/ 2290 Deferred Credits - Other

2311  Permanent Notes Payable b/ 2311 Permanent Notes - PHA .
| (Cont'd)
For alphabetical and numerical footnotes see Pages 6 through 11 of this Exhibit. -

-



Account

Number
23l

2342
2100
2610
2630

2670

2680

2690
2700
2830

28140

Exhibit 1 (Cont'd)
Circular ],1-3-58

CONVERSION CHART
FOR
ASSET, LIABILITY, AND SURPLUS ACCOUNTS
Account
Account Title Number Account Title
Bonds - Issued b/ 2341 New Housing Authority Bonds =
Issued
Bonds - Retired BY 232  New Housing Authority Bonds -
‘ ‘ Retired
Contract Awards a/ 1810 Contract Awards - Contra
Undistributed Credits = 1850 Amnual Leave - Allowance for
‘Allowance for Arnual Annual Leave - Contra
Undistributed Credits = 1830 Bid Cuaranties - Heturnable
Returnable Bid Bid Guaranties - Contra
Undistributed Credits - ;L_oj None No comparable account
Unamortized Administra-
tion Contract - PHA
Undistributed Credits - 11/ None No comparable account
Collections Applicable 3
to Off-Site Utilities
' Undistributed Credits - b/ 2690 Undistributed Credits
' Sundry
Current Year Surplus or 2700 Income and txpense Clearing
Deficit b/ Account
Reserved Surplus - Reserve 3_._2_/ None No comparable account
for Property Betterments
and Additions
Cumlative PHA Contributions 10/ - 2840 Cumlative PHA Contributions
2860 Book Value of Projects Conveyed 10/
By FHA
2870 Contract Payments to PHA - 10/

Conveyed Projects
(Cont'd)

For alphabetical and numerical footnotes see Pagss 6 through 11 of this kxhibit,



Exhibit 1 (Cont'd)
Circular 11-3-58

FOOTNOTES

8/

b/
e/

1/

A change has been made in both the account number and the title of
these accounts, A journal voucher shall be prepared to transfer the
balance of these accounts to a new ledger sheet for the new account.

A minor change has been made in the title of these accounts.

No comparable account included in the Chart of Accounts in Section 25-3-2
of the Small Low-Rent Programs Manual - Accounting.

Account 1115, Cash = Preliminary Loan 7und. This account has been dis-
continued because the current form of Preliminary Loan Contract (Form
PHA-2480) provides for the use of a General Fund (Account 1111), However,
if the Local Authority has an earlier form of Preliminary Loan Contract
which provides for use of a "Preliminary Loan Fund," Account 1111, Cash =
General Fund, shall also be used for recording transactions relating to

the Preliminary Loan Fund (see Form PHA-2600 for definition of Account 1111),
and the balance of Account 1115 shall be transferred to Account 1111 by
journal voucher,

Account 1129, Accounts Receivable - Sundry. That portion of the debit
balance of this account which represents advances from the General Fund to
a "Disbursing Account" shall be transferred to Account 1156, Advances -
Unlimited Revolving Fund. Also, that porticn of the debit balance of this
account which represents advances to a "™aster Account" shall be trans-
ferred to Account 1157, Advances - Other,

Account 1161,;§dvances to Revolving Fund. The debit balance of this account
shall be transferred to Account 1155, Advances - Limited Revolving Fund.

Account 1230, Deferred Charpges - Prepsid Utilities., This account has been
discontinued, The debit balance of this account shall be transferred to
Account 1290, Deferred Charges - Other,

Account 1260, Deferred Charges - Inventories - Materials and Supplies.

That portion of the debit balance of L11s account which represents the cost '
of nonexpendable equipment (including other items of equipment of a capital
nature, such as water heaters, motors, bathroom equipment, etc. which is
normally considered real property when attached or installed in a fixed
position) in inventory pending issuance to the projects for installation at
some future date shall be transferred to Account 1270, Deferred Charges -
Inventories - Equipment. The balance remaining in this account will be the
cost of materials, supplies, and expendable equipment in inventory.

Account 1290, Deferred Charges - Sundry. For Local Authorities which have
been operating under the procedures in the Small Low-Rent Programs Manual -
Accounting, the balance in this account representing the cost of materials,
supplies, and equipment in inventory shall be transferred to Account 1260
and/or Account 1270, as applicable. '

(Cont'd)
-b -
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FOOTNOTES (Continued)

i/

10/

Account 1610, Urdistribubod Debiby - Indobe:
accoimt hos been dircontinuzd.

vinate FExpenditures. This

Accomnts 2117.2, 2107.2, 23117.3, 2117.h and 2117.5. A single account has
been prescribed for recording payroll deductions znd conbributions,.

Hewavor, it is recomsendsd that the Local Authority continue to subdivide
Acconnt 2117 Lo sepvegabe each type of payroll dedveticn and contribution.

Acconnt 2210, Deferrad Crodits ~ Unsmorbized Bond Premivmms. This account
has beon discentinusd. The credit balsncs ef this account shall be
transferred to Account 6020, Prior Year Adjustients -~ Yot Affecting
Residual Fecoirbs. IS the Local Afuthority prefers to continua the smor-
tization of premium received on Ponds over the 1ife of the Bonds, tha
balance in this account shenld be transferrved Lo Accowrt 2290, Deferred
Crediis ~ Other, which halance should be awortizad amnnally by a credit to
Account 5210,

Account 2670, Undistributed Credits ~ Unamortized Administration Contract -
Bl This aceammt has baca diseontintads In licu Lhereol, sccount 2500,
Surplus - Book Value of Projects Conveyed By FF7, has been prescribed for
use in recordinr the bock velus (cost less depraciation) of former Federally
Ovned PWA and Fublic War Housing Projects comreved to the Lioeal Authority
for low-rent uss. This new account (Accont 2860) eliminates the reouire-
ment for recordins the amortization of *the cests over the life of the
contrect. Th: 2radit balance of Account 2860 shall, at all times, be egual
to the bock valune of the project zs of the dais of conveyance and chall not
be affected by vroperty acouisitions and dispositions subseguent to the
date of cowveyarcs, '

In connectiocn with the elimination of Account 2670, the definition of
Account 2810, Cwwmlative PHA Contributions, has boen revised to discontinue
the use of Account 28L0 for recording the ormmal amortization of the book
value of former Federally Owmed PWA and Public Var Housing Projects conveyed
for low-rent use and for recording residual receipts from the operation of
such projects. In lieu thereof, Accomt 2870, Surplus - Contract Payments
to PHA - Conveyved Projects, has been prescribed for recording payments to
the PHA of residual receipts from operation and the proceeds from the
disposition of property not replaced pursuant to the terms of the contract
with the PHA, :

The accounting entries required to close Account 2670 and Account 28L0 and
to establish the proper balances in the two new accounts (Accounts 2860 and
2870) are as follows:

(Conttd)



Exhibit 1 (Cont'd)
Circular 11-3-58

FOOTNOTES (Continued)

(1)

Debit: Account 2670, Undistributed Cradits - Unamortized
Administraticn Contyract - PHA

Credit: Account 2860, Surplus -~ Book Value of Projects
Conveyed By PHA

(For book value of property conveyed as shown
on "Schedule of Assets Transferred" furnished

by the PHA as of the date of conveyance)

(2)

Debit: Account 2870, Surplus - Contract Payments to PHA -
Gonveyed Projects

Credit: Account 2670, Undistributed Credits - Unamortized
Administration Contract - PHA

(For cumulative total of proceeds from disposition
of property not replaced which has been paid or is
payable to the PHA pursuant to the terms of the
contract with the PHA)

(3)

Debit: Account 2870, Surplus « Contract Payments to PHA -
: Conveyed Projects

Credit: Account 28L0, Cumulative PHA Contributions

(For cumulative total of residual receipts from
the operation of the conveyed projects which has
been paid or is payable to the PHA pursuant to
the terms of the contract with the PHA)

(L)
Debit: Account 28L0, Cumulative PHA Contributions

Credit:s Account 2670, Undistributed Credits - Unamortized
Administration Contract - PHA

(For the cumulative Annual Amortization of the
Administration Contract previously debited to
Account 2670 and credited to Account 28L0) '

After recdrding'the above entries there should be no balance in Accounts
2670 and 28L0. _
) _ . (Cont'4)

-8-



Exhibit 1 (Cont'd)
Circular 11-3«58

FOOTNOTES (Continued)

__/ Accounts 2680, Undistributed Credits - Collections Applicable to Off-Site

Ttilities. This account has been discontinued and a memorandum group of
accounts (accounts in the 7100 group) have been prescribed for recording
repayment of off-site utilities. There will te no balance in this account
except in the case of projects which had not reached the End of the Initial
Operating Period as of the end of the fiscal year preceding the effective
date of these procedures. If there is a balance in Account 2680, the
following entries shall be recorded to transfer the balance to the proper
accounts:

(1)

Debit: Account 2680, Undistributed Credits - Collections Applicable
to Off-Site Utilities

Credit: Account 1510, Payments for Off-Site Utilities

(To record application of collecticns to the
repayment. of psyments for off-site utilities)

(2)

Debit: Account 71%0, Operating Receipts for Rep:yment of Off-Site
Utilities - Contra

Credit: Account 7110, Collections for Off-Site Wtilities
(To record cellections for off-site utilities in the

memorandum accounts pending application to residual
receipts)

12/ Account 2030, Reserved Surnlus - Rescrre {or Preperty Betterments and

Additions. This sccount hes baen discontinund, The nredit ba:ance of
this account, if zny, shall bs transferred to Account 2820, Reserved
Sarplus « Cperating Recerve.

-9 - HilFA-THA, Yesh., D.C.



SUBSIDIARY LAND, STRUCTURES, AND

CONVERSION CHART

FOR

Ixhibit 2
Circular 11-3-58.

EQUIRMENT ACCOUNTS (DEVELOPMENT COST)

Chart in Section 603.2 of Low-Rent
Housing Manual and Section 25-3-2
of Small Low-Rent Programs Manual -
Accounting (1954-56)

Account
unber

1110.1

1110,2

1120.4
1110.5
1410.9

1110.16
140,19
1420,2
11420.7

1425
1420.1

Account Title

Nontechnical Salaries 1/9/a/
and Vages

Technical Salaries  1/9/a/
and Wages

Legal Expense - Overhead 2/a/
Travel - Overhead 3/

Retirement Contributions - a/
Overhead

Misceilaneous Authority L/

Sundry Overhead 2/3/l/5/a/

Interest on Notes - [-74
Non-PHA

Interzst - Income From Y74

Investments
Initial Operating Deficit 8/

9/

Architectural and fngie
neering Fees

Chart in Form PHA-2600 Uniform System
of Accounts (Chart and Definitions) -

L4

(May .1.958)
Account
Nurber Account Title
1410,1 Nontechnical Salaries
1,10.2 Technical Salaries
1,30.4 - Legal ixpense
None No comparable account
11009 imployee Benefit Contributions
None No comparable account
120.19 Cther Administration sxpense
1Ly Liquidated Damages
1420.2 Interest on Notes -
Non-PHA
1420,7 Interest - Income From
Investments
1h2s Initial Operating Deficit
1130.1 Architectural and kngineering

Fens

(Cont'd)

For alphabetieal and nuierical fo24notos sce pages 2 taroush 4 of this sxhibit,
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Exhibit 2 (Cont'd)
Circular 11-3-58

a/
v/

A minor change has been made in the title of the account.

Account 1)410.2, Technical Salaries and Wages. The definition of this .
account has been revised to eliminate charges for salaries of secretaries,
stenographers, or typists assigned to technical personnel and to provide
for the recording of the salaries of such personnel in Account 1h10.1,
Nontechnical Salaries. The balance in this account, representing salaries
paid to nontechnical personnel (secretaries, stenographers, typists, etc.)
assigned to technical personnel, shall be transferred by journal voucher
to Account 1410.1, Nontechnical Salaries. This adjustment need not be
made, however, if the Local Authority no longer has any secretaries,
stenographers, or typists assigned to technical personnel whose salaries
(or any portion thereof) will be chargeable to the project subsequent to
the effective date of these prccedures.

Account 1410.k, Legal Expense - Overhead. The definition of this account:
has been revised to eliminate charges for cost of obtaining opinion of
counsel in connection with the financing of the project; in the future,
such costs are chargeable to Account 1410.19, Other Administration Expense.
No adjustment need be made, however, for the costs already charged to this
acccunt for obtaining opinion of counsel prior to the effective date of
these procedures. )

Account 1410.5, Travel - Overhead. This account has been discontinued.

The balance in this account with respect to projects for which an Actual
Developmert Cost Certificate has not been issued shall be transferred,
by journal voucher, to Account 1h410.19, Other Administration Expense.

Account 11410.16, Miscellaneous Authority Expense. This account has been
discontinued. The balsnce in this account with respect to projects for
which an Actual Development Certificate has not been issued shall be
transferred, by journal voucher, to Account 1410.19, Other Administration
Expense. See the definition of Account 1410.19 (Form PHA-2600) with
respect to subdividing Account 1L10.19 to segregate the cost of Miscel=-
laneous Authority Expense.

Account 1415, Liquidated Deneges. This is a new account which is self-
explanatory. The amount of liquidated damages heretofore credited to
Account 1L10.19 shall be transferred, by jourszl voucher, to the new
Account 1415, except that no adjustment need be made with respect to
projects for which an Actusl Develorment Cost Certificate has been issued.

Account 1L20.2, Interest on Notes - Non-PHA. The definition of this
account has been revised with respect to the date to which this account

is to be credited for the premiums received on Temporary Notes. This
revision is minor and no adjustment need be made for transactions recorded
prior to the effective date of these procedaures.

Account 1420.7, Interest - Income From Invesimeats. The definition of this
account has been revised with respect to the date to which this account is

(Cont 'd)
- 2 -



Exhibit 2 (Cont'd)
Circular 11-3-58

to be credited with interest earned on General Fund Investments. It has
also been revised to eliminate the credit for any interest income on the
investment of Advance Amortization Funds. These revisions are considered
minor and no adjustments need be made for transactions recorded prior to “
the effective date of these procedures.

Account 1425, Initial Operating Deficit. The definition of this account
has been revised to provide for the recording in this account of the

amount of interest earned on investments from the Date of Full Availability
to the End of the Initial Operating Period. This revision is minor and no
adjustment need be made for transactions recorded prior to the effective
date of these procedures.

The revised definition of this account also provides for the establishment
of sub-accounts to this Account 1425 for the purpose of classifying all
income and expense applicable to the Initial Operating Period according
to the revised income and expense accounts (accounts in the 3000 and

LOOO groups) prescribed for use during the Operations Period. A complete
1ist of the sub-accounts to be used for classifying income and expense
applicable to the Initial Operating Period is shown in paragraph 13 of
Section 60L.1 of the Low-Rent Housing Manual (September 1958). The
balance in this account with respect to projects which have not reached
the End of the Initial Operating Period as of the effective date of these
procedures shall be reclassified according to the revised sub-accounts
to Account 1425,

Account 1430.1, Architectural and Engineering Fees. This account has been
Tevised to eliminate charges for salaries paid to Local Authority employees
although the entire architectural and engineering work may be performed by
employees of the Local Authority. The balance in this account, representing
salaries paid to technical employees of the Local Authority, shall be trans-
ferred by journal voucher to Account 1410.2, Technical Salaries; the balance
in this account representing salaries paid to nontechnical employees of the
Local Authority shall be transferred to Account 1410.1, Nontechnical Salaries.
These adjustments need not be made, however, if the Local Authority has com=
pleted the architectural and engineering work with respect to the project.

-3- HHFA-PHA, Wash. D.C.



PUBLIC HOUSING ADMINISTRATION
Housing and Home Finance Agency

9~15-58 Low-Rent Housing Manual Transmittal Noe. 305
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Distribution: Local Authorities With Active Low-Rent Programs

The procedures attached to this Transmittal are to be used in conjunction with
the revised budget procedures recently issued in Section 40l,1l of the Low-Rent
Housing Manual., The Sections listed below, all dated September 1958, should be
filed separately from any existing accounting instructions for the reasons set
forth in the Commissioner's Circular dated 9-15-58,

1. Section 60L.1, Introduction to Low-~Rent Housing Accounting Procedurese
2+ Section 602,1, Books of Account and Accounting Records.
3o Exhibits 1 through 16 to Section 602.1.
e Section 603.1, Accounting Procedures for the Preliminary Loan Period.
5« Exhibits 1 and 2 to Section 603.1.
6e Section 60l.1, Accounting Procedures for the Development Period.
Te Exhibits 1 and 2 to Section 60L.1l.
8. Section 605.1, Accounting Procedures for the Operations Period.
9¢ Section 606.1, Introduction to Financial and Budgetary Reporting Pro=
cedures,
10, Section 606.2, Financial Reporting.
11, Exhibits 1 through 5 to Section 606.2,
12, Section 606.3, Budgetary Reporting During the Operations Period,
13, Section 607.1, Accounting for Transactions THth Tenants (Ledger Method)e
14 Exhibits 1 through 11 to Sectisn 607.1.
15, Sectiox; 607.2, Accounting for Transactions With Tenants (Rental Register
Method).
16, Exhibits 1 through li to Section 607.2.

CORRECTION:

In paragraph 17g(2) of the attached Section 602.1, delete the second
sentence.

NOTE: Transmittal No. 30L was distributed only to Local Authorities with
active programs in preconstruction, :
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PHA

September 1958 LOW~-RENT HOUSING MANUAL 601.1

Introduction to ipw-Rent Housing Accounting Procedures

1.

2,

3e

Responsibilities of the local Authority and the PHA. In providing low-
rent housing pursuant to the provisions of the U. Se. Housing Act of 1937,

. as amended, the Local Authority has important responsibilities and obli=

gations in using and accounting for the public funds made available for
this purpose. The PHA as the agent of the Federal Government for making
these funds available must carry out its responsibilities in accordance
with the requirements of the Act. It is the purpose of this Manual to
provide guidance material for use by local Authorities in establishing an
adequate accounting system and to prescribe certain mandatory basic
accounting principles and policies to be followed by the local Authority
to enable the PHA to ascertain that the public funds made available to the
Local Authority are used in accordance with Federal statutes, Throughout
these procedures the word "shall® is used to indicate a mandatory ree
quirement,

Uniform System of Accounts, Uniform reporting by Local Authorities is
essential for the effective review and appraisal of results of operations -
by local management and the PHA and for the effective exchange of operating
ard other data between local Authorities, However, in order to provide a
basis for uniform reporting it is mandatory that all Iocal Authorities
classify transactions according to a uniform classification of accounts,
The PHA has prescribed such a uniform classification of accounts which all
Iocal Authorities are required to use in classifying transactions relating
to projects in which the PHA has a financial interest., The accounts are
prescribed in Form PHA=2600, Uniform System of Accounts (Chart and Definie
tions)s As stated in the introduction to Form PHA=2600, if the Local
Authority finds it necessary to establish accounts other than those pre=
scribed they must be established as subdivisions of prescribed accounts

8o that they can be combined into the prescribed classifications for
reporting purposes.

Books of Account and Related Records and Accounting Procedures, It is
recognized that the PHA cannot plan and outline all the details of a
single accounting system that will be suitable for use by all Local
Authorities because of the wide variation in the size and complexity of
Local Authority programs, It is mandatory, however, that the local ,
Authority maintain certain books of original and final entry in which to
record and classify transactions according to the prescribed classifica=
tion of accounts, These books of original and final entry, as well as
related auxiliary records such as journal vouchers, petty cash vouchers,

- payroll and leave records, etc, are listed and described in Section 602.1

of this Manual, The formats of the forms exhibited and described in
Section 602,1 are not mandatory since it is also recognized that there
are many different designs of bocks of account and records for manmual and
machine use which are acceptables It is emphasized, however, that the

(Cont*d)
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Local Authority accounting system must conform to good accounting practice,
provide for adequate internal control, and produce accurate data with
respect to assets, liabilities, and net worth normally associated with

the balance sheet and income and expenses normally associated with the

- operating statements.

Applicability of the 600 Series of the lLow=Rent Housing Manual, The
accounting instructions in the 600 series of the Low~Rent Housing Manual
are applicable to all Iocal Authorities, regardless of the sigze of indie
vidual programs, The accounting instructions are effective for local

Authority fiscal years beginning on and after October 1, 1958,

PHA Assistance to local Authorities, While this Manual is intended to
furnish the basic information for the installation of essential records
and the maintenance of required accounts, the PHA may be called on to
furnish assistance to Local Authorities, if needed, in installing ac-

. counting systems and procedures and training employees in the maintenance

of accounting records. To obtain such assistance the local Authority
should communicate with the Regional Office for the area in which the

" Iocal Authority is located,

2= ' HHFA=PHA, Washe D.C.
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Books of Account and Accounting Records

Contents Page
1. General 1
2. General ledger 2
3. Cash Receipts and Disbursement Registers 2
4. Journal Vouchers 3
5. Voucher Checks L
6. Petty Cash Vouchers 5
7. Travel Vouchers 5
8. Development Cost Ledger 5
9. Initial Operating Ledger 6
10. Income Ledger 6
11. Expense ledger [
12. Property Ledger 1
13. Contract Register 8
1i. Insurance Register 8
15. Investment Register 8
16. Tenant Accounting Records 8
17. Payroll and Leave Records 8
18. Purchase Orders 1
19. Equipment Record Cards 11
20. Stock Record Cards 1
21. Stores Requisitions 1n

Exhibits 1 through 16
1. General

a. This Section prescribes the books of account and accounting records con-
sidered to be the minimum required for recording transactions relating to the
preliminary planning, development, and operation of projects under a contract
with the PHA. A separate set of books of account shall be established for
each Preliminary Loan Contract, Anmual Contributions Contract, Administration
Contract, or other contract with the PHA. The books of account established
during the Development Period for an Anmual Contributions Contract shall be
continued in the Operations Period, but certain additional books of account
mist be established and certain modifications must be-made in existing books
of account to record properly all transactions relating to the Operations
Period. Sections 603.1, 604.1, and 605.1 of this Manual prescribe the books
of account and accounting records considered to be the minimum required during
the Preliminary Loan Period, the Development Period, and the Operations Period,
respectively.

b. The specimen forms shown as exhibits to this Section have been designed to
provide the information normally required by the Local Authority and the PHA.
Many of these forms may be used or adapted for use in all periods, i.e. Pre-
liminary Loan Period, Development Period, and the Operations Period. (It is-)
Cont'd
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recognized, however s that the size of the Local Authority's program and the
complexity of its operations moy requirc forms of o different design. In
such cases, the Local Authority mny design forms to mect its individual needs
provided such forms include thc basic information rcquired by the FHA. It is
sugpested that standard stock forme be used wherever possible.

2. QGeneral Ledger

a. General. A loose-leaf General ledger shall be mainteined by the Local
Authority to control, record, end classify all financial transactions relating
to the preliminary planning, development, and operation of projects under a -
contract with the PHA. Postings to the General lLedger shall be made from the
books of original entry, such as Cash Receipts Register, Cash Disbursements
Register, and Journal Vouchers. Two specimen forms of General lLedger sheets
are shown es Exhibit 1. The use of these forms i3 self-explanatory. A
secparate General Ledger sheet shall be established, as needed, for each of

the Generol Ledger accounts in the Uniform System of Accounts (Chert and
Definitions), Form PHA-2600. Two or more ledger sheets may be established

for a single account when, for any reason, 1t is desired to segregate the
belence of such account; for example, a separate ledger sheet may be established
for Account 1100, Land, Structures, and Equipment for each project (or locel-
ity) for the purpose of maintaining o separate control account for the seperate
subsidiery ledgers (Development Cost Iedger) maintained for each such project
(or locality). :

b. Trial Polence. A trial balance of the General Iedger shall be taken
periodically, but not less often than the end of each calendar quarter, to
determine that the General Ledger is in balance.

3. Cash Receipts and Disbursements Registeré

&. Cash Recelpts Resister. A Cash Reccipts Register shall be maintained for
the rccording of funds received by the Local Authority in connection with the
preliminary planning, developrment, or operation of projects under a contract
with the PHA, A specimen form of Cash Recelpts Register sheet, showing an
example of a recorded transaction applicable to the Preliminary Loan Period,

_ 1s shown as Exhibit 2; a specimen form showing examples of recorded trans-
actions applicable to the Pevelopment and/or Operations Period is shown as
Exhibit 3. Instructions for the maintenance of the Registers appear on the
reverse of each exhibit.

b. Cash Disbursements Register. A Cash Disbursements Register shall be main-
taincd for the recording of cash disbursements from the General Fund (or Pre-
liminary Loan Fund), in connection with the preliminery planning, development,
and operation of projects under a contract with the PHA. A specimen form of
Cash Disbursements Register sheet, showing examples of recorded transactions
applicable to the Preliminary Loan Period, is shown as Exhibit 4; & specimen
form showing examples of recorded transactions applicable to the Deve](.opment)‘
Cont'd
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and/or Operations Period is shown as Exhibit 5. Instructions for the main-
tenance of the Register appear on the reverse of each exhibit.

¢. Combined Cash Receipts and Disbursements Register. A Combined Cash Receipts
and Disbursements Register may be used for recording cash receipts and disburse-
ments in lieu of the separate Cash Receipts and Disbursements Registers pre-
scribed in paragraphs 3a end 3b above. This type of register may meet the
requirements of a Local Authority having a very small program but it is not
recommended for use by a Local Authority having a large program. A specimen
form of Combined Cash Receipts and Disbursements Register is not shown in this
Manual, but & suggested form will be furnished by the Reglonal Office upon
request.

d. Correction of Erroneous Entrlies. An erroneous entry in the Cash Receipts
or Disbursements Register, which 1s discovered prior to the end of the month
in which the error occurred, may be corrected by drawing lines through the
incorrect figures (leaving the incorrect figures legible) and entering the
correct figures on the same line; or such error may be corrected by reversin
the original entry (showing the amounts in parentheses to denote a deduction%
and re-entering the correct amounts on the next line. The correction of en
erroneous entry made during a previous month shall be recorded in the Cash
Receipts or Disbursements Register, as applicable, for the month in which the
error 1s discovered by reversing the original entry (showing the amounts in
parentheses to denote a deduction) and re-entering the correct amounts on the
next line. Appropriete cross reference to the page number on which the error
occurred and to the page number on which it was corrected shall be made and
the correcting entries should bear the date of the erronecus entry. A journal
voucher shall not be used to correct an error in recording the amount of a
cash recelpt or disbursement, but & jJournal voucher may be used to correct an
error in the accounting distribution. )

e. Monthly Closing. At the end of each month, all amount columns in the Cash
Receipts and Disbursements Reglsters shall be totaled and cross-footed to
determine that each register is in balance. The registers shall then be ruled
and appropriate postings made to the General lLedger accounts.

Journal Vouchers

a. General. Journal vouchers shall be used for recording all transactions in
the General Ledger which are not recorded from the Cash Receipts Register or
the Cash Disbursements Register. A journal voucher shall not be used for
recording cash receipts or cash disbursements other than the receipt and dis-
bursement of debt amortization funds by the Fiscal Agent.

b. Exhibit. A specimen form of Journal voucher is shown as Exhibit 6. Each
Journal voucher must include & complete explonation of the transaction and
references to the related documents or other sources of information. The
Journal voucher should be signed or initialed by the person preparing(the
Cont'd)
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voucher and shall be signed by the person authorized to approve Jjournal
vouchers. '

¢. Numbering. The usual method of numbering journal vouchers is to number
them consecutively by fiscal year beginning with the number "1" for each

fiscal year; thus, the journal voucher number would consist of the last two
digits of the fiscal year followed by a dash end the voucher number. For
example, the first journal voucher for the 1958 fiscal year would be numbered -
58-1; the second would be 58-2, etc. If a fiscal year has not been established,
the calendar year may be used. Other methods of consecutive numbering of
Journal vouchers may be used if desired.

VYoucher Checks

a. General. Disbursements from the General Fund (or Preliminary Loan Fund)
shall be made by means of voucher checks. The wvoucher check (original) may
be in the form of an ordinary bank check with the name of the Local Authority
imprinted thereon; the lower portion of the check, containing space for the
date, description of items, and the amount for each item for which payment is
being made, should be perforated for detachment by the payee. The voucher )
check copy (duplicate) is an exact duplicate of the original (except for -
description of items and signature space) with additional space at the bottom
for accounting distribution, signature of person certifying to the correct-
ness of the voucher, and signature of the person approving the voucher for
payment. The voucher check copy is for use in posting to the books of account.

b. EBExhibit. A specimen form of wvoucher check and voucher check copy is shown
as Exhibit 7. When more than one bank is used by the Local Authority, either
for the same General Fund account or for different General Fund accounts, it
is recommended that the voucher checks for each bank be of a different color.

¢. Numbering. Voucher checks shall be prenumbered at time of printing and
used in numerical sequence. Voucher check copies shall bear the same numbers
as the voucher checks. Voided wvoucher checks and wvoucher check copies shall
not be destroyed, but the numbers thereof shall be recorded in the Cash Dis-
bursements Reglster and the voided vouchers flled with the paild checks and
completed voucher check copies. . .

- d. Issuing. Checks shall not be issued for the payment of services rendered

and/or materials received until all supporting documents have been assembled,
verified, and approved for payment. Supporting documents include invoices,
purchase orders, receiving and inspection reports, travel vouchers, etc. The
signature indicating receipt and verification of services a.nd/or materials
received need not be shown on the voucher check copy if the required certifi-
cation is shown on ‘the supporting documents; however, the accounting distribue-
tion should be shown on the voucher check copy in the space provided.

e. Flling. After reconciliation of the bank statement with the cash balance
shown in the books of account, the checks which have been paid and ca.nc(:eled
' Cont'd)
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by the bank may be filed in numerical sequence in a separate file. The voucher
check copies, with properly verified and certified supporting documents firmly
attached, should be filed in numericel sequence.

6. Petty Cash Vouchers. Disbursemcnts from the petty cash fund shall be supported
by some form of petty cash vouchers. Instructions for the accounting for petty
cash funds and the use of petty cash wvouchers are in Section 612.1 of this
Manual. ‘

T. Travel Vouchers. Claims for reimburscment of travel expenses should be sup-
ported by some form of travel wouchers. Instructions relating to the account-
ing for travel expenses and the use of travel vouchers are in Section 611.1 of
this Manual.

8. Development Cost ledger

a. General. A Development Cost Iedger shall be maintained for recording pre-
liminary surveys and plamning costs incurred under a Preliminary Loan Contract
and for recording development costs incurred under an Annual Contributions
Contract. A separate Development Cost Ledger shall be maintained for each
locality under & single Preliminary Loan Contract; if two or more projects are
being planned for a single locality, a separate Development Cost Ledger may be
maintained for each such project. A separate Development Cost Ledger shall be
meintained for each project under an Annual Contributions Contract. The
Development Cost lLedgers established for an Annual Contributions Contract shall
be continued in use until the Actual Development Cost Certificate 1s issued.

b. Exhibit

(1) A specimen form of Development Cost Ledger sheet, showing an example
of & recorded transaction, is shown as Exhibit 8. The columnar headings
of this specimen form show the subsidiary land, structures, and equipment
‘accounts (Accounts in the 1400 group) most commonly used during the Pre-
liminary Loan Period. A similar Development Cost Ledger sheet, with
sufficient columns for all of the subsidiary accounts to Account 1400,
may be used during the Development Period.

(2) In lieu of the specimen form shown as Exhibit 8, the Local Authority
may maintain a separate ledger sheet (similar to the General Ledger sheets
shown as Exhibit 1), by project (or locality), for each subsidiary account
to Account 1400, or use a single ledger sheet for each subsidiary account
with a separate column for each project (or locality) under & single con-
tract.

¢. Closing. All columns in the Development Cost Ledger shall be totaled

periodically, but not less often than the end of each calendar quarter, and

the cumulative totals to date shall be reconciled with the balance of Account -
. 1400, Land, Structures, and Equipment, in the General Ledger. '



HHFA
PHA

602.1 LOW~RENT HOUSING MANUAL September 1958

90

10.

Initial Operating ledger. An Initial Operating ILedger shall be maintained,
by project, as a subsidiary to Account 1425 » Initial Operating Deficit, in
the Development Cost Ledger. A specimen form of Initial Operating ledger
sheet, including instructions for its use, is in Section 604.1 of this Manual,

‘Income Ledger

a. General. Except as otherwise provided in Section 605.1 of this Manual,
the PHA requires the segregation of operating income by contract only. In
some cases, however, it will be necessary to segregate the income for certain.
prrojects; in other cases, the Local Authority may wish to segregate income by
projJect or by a group of projects combined for rent collection purposes (see
Bection 605.1). 1Ir operating income is to be recorded by contract only, the
separate detall income accounts (Accounts 3110 through 3690) may be maintained
in the General Ledger in lieu of maintaining a separate Income ledger. Hows-.
ever, 1f operating income is to be recorded by project or by a group of proj-
ects, an Income ledger must be maintained for recording income earned for
each such project or group of projects.

b. Exhibit

(1) A specimen form of Income Ledger sheet » which 18 a columnar arrange-
ment of all the income accounts (Accounts 3110 through 3690), is shown as
Exhibit 9. Additional columms have been provided to permit the use of
subdivisions to the prescribed accounts if the Local Authority should
desire a further classification of operating income. A separate Income
Ledger sheet shall be established for each project or group of projects
for which income i1s to be recorded separately. Ordinarily, items of
nonproject income, such &s interest on General Fund investments and
other items of income not readily identifiable by project, will not .be
distributed by project except in the case of Non-Permanently Financed
Projects (see Section 605.1). In such cases, a separate Income Ledger
sheet may be maintained for recording such items of nonproject income by
contract only. :

(2) In lieu of the specimen Income Ledger sheet shown as Exhibit 9, the
Local Authority may desire to maintain a separate ledger sheet (similar
to the General Ledger sheet shown as Exhibit 1), by project or group of
projects for which income is to be recorded separately, for each of the
subsidiary operating income accounts (Accounts 3110 through 3690).

(3) Postings to the Income Ledger will originate almost exclusively from
Journal vouchers prepared to record data accumulated in the Analytical
Tenant Ledger Control or in the Tenants Rental Register (see Sections 607.1
and 607.2). There may be occasional postings from journal vouchers or the
Cash Receipts Register for miscellaneous items of income not related to
_tenant activity. :
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c. Trial Balance. A trial balance of the Income Ledger shall be taken
periodically, but not less often than the end of each calendar quarter, to
determine that the total income recorded in the Income Ledgers is in egree=
ment with the balance shown in the General lLedger for Acecount 3000, Operating
Income (Control).

Expense Zedger

a. General. An Expense Ledger shall be maintained as & subsidiary ledger to
Account 4000, Operating Expense (Control), for the recording of operating
expense by account classification and by organization unit, contract, or such
other subdivision as is provided in Section 605.1 of this Manual. The form
of Expense Ledger required will depend largely upon the Local Authority's
organization structure and the size and complexity of its operations.

b. Exhibits

(1) Specimen forms of Expense Ledger sheets, showing examples of recorded
transactions, are shown as Exhibits 10, 11, 12, and 13. These exhibits
are designed especially for the guidance of Local Authorities operating
rrojects under two or more contracts with the FHA and which are required
to distribute operating expense by account classification for each organiza-
tion unit and for each contract. When this form of ledger sheet is used,
a separate ledger sheet must be maintained, by organization unit, for each
subsidiary operating expense account (Accounts 4110 through ’+62OS, except
in the case of Account 4610, Extraordinsry Maintenance, for which a sepae
rate ledper sheet must be maintained for each such extraordinary main-
tenance Job. Each exhibit contains a brief explanation of the recorded
transactions and show how the form may be adapted to provide the informa-
tion required in each individual case.

(2) Other forms of Expense Ledger sheets may be used. In the case of
Local Authorities having & very small program under & single contract with
the PHA and which treat their entire organization as a single organization
unit, it may be feasible to use a ledger sheet similar to the Genéral
ledger sheet shown as Exhibit 1. In such cases » 1t will be necessary to
maintain a separate ledger sheet for each subsidiary operating expense _
account, 1.e. a separate ledger sheet for Accounts 4110 through 4590 and a
separate ledger sheet for each subdivision of Accounts 4610 and 4620.

¢. Trial Balance. A trial balance of the Expense Ledger shall be taken periodi-
cally, but not less often than the end of each calendar quarter, to determine
that total operating expenses with respect to each contract , as recorded in

the Expense Ledgers for all organization units s 1s in agreement with the balance
of Account 4000, Operating Expense (Control) » in the General Ledger for each
contract.

Property Ledger. A Property Ledger shall be maintained for the purpose of pro-

viding fiscal control of all property, both real and personal ’ 'acquirczd and )
: Cont'd
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15.

17.

held for the projects. Imstructions for the establishment and maintenance of
Property Ledgers are in Sections 618 of this Manual.

Contract Register. A Contract Register shall be maintained for recording

‘Transactions relating to formal contracts in accordance with procedures in

Section 608.1.

Insurance Register. An Insurance Register shall be maintained, to the extent
Tequired by Section 614.1, to provide information for the periodic amortiza=-
tion of premiums. Section 614.1 of this Manual contains instructions for the
accounting for insurance premiums and the maintensnce of an Insurance Register.

Investment Register. An Investment Register shall be maintained, to the extent
provided in Section 615.1, to provide a detailed record of investment secu-
rities purchased from the General Fund or from any of the Fiscal Agent accounts.
Instructions for the maintenance of an Investment Register and the accounting
for investwents are in Section 615.1 of this Manuel.

Tenant Accounting Records. The procedures for the accounting for transactions
with tenants are in Sections 607.1 and 607.2.

Payroll and leave Records

a. General. The Local Authority shall establish and maintain adequate pay-
roll and leave records for all of its employees in accordance with the require-
ments of Local Authority persomnel policies and as required by Federal and
State law. Appropriate records shall also be maintained to document the dis-
trivution of salaries and wages to the applicable cost and expense accounts.
The type of payroll and leave records to be maintained will depend largely
upon the requirements of personnel policies and the size and complexity of ‘the
local Authority's operations. As & minimum, the records must be maintained

in a form and menner that will provide adequate internal control of the Local
Authority's operations. The payroll and leave records which ordinarily will be
needed by the Local Authority are described briefly in the paragraphs that
follow.

b. Employee Record. This is a basic record containing information such as
the employee's name and address; social security number; Job title; effective
date of employment; salary rate; payroll deductions (such as income tax with-
holdings, FICA tex deductions; deductions for purchase of U. S. Savings Bonds;
and 8ll other authorized deductions); number of dependents; the name of the
person to be notified in case of an accident or other emergency; and such
other information as may be desired. A separate Employee Record may be main-
tained for each employee or this information may be consolidated with the
Individual Earnings Record (see paragraph 17i below). Standard stock forms
of Employee Records may be obtained from any stationery and office supply

(Cont'd)
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¢. Withholding Exemption Certificate--Form W-lk. Tach employee must submit a
Form W-B, Withholding Exemption Certificate, in accordance with the regulations
of the Internal Revenue Service. These forms should be filed as a permanent
part of the record of each employ=e.

d. Attendance Reports. A Local Authorlty will ordinarily find it necessary
to maint..in some form of attendance xreports for administrative and supervisory
employees to provide information for the preperation of payrolls and to main-
tain adequate control of amnual leave, sick leave, overtime and holiday work,
and leave without pay with respect to each such employee for each pay period
(See paragraph 1lTe below for jnstructions relating to the mnintenance of Daily
Time Reports by maintenance employees.) The type of attendance reports required
will depend upon the Local Authority's organization structure and the size of
its staff. Generally, each supervisor would be required to designate a time-
keeper for the maintenance of attendance reports for the employees under his
supervision. The attendance reports should include such information as hours
worked, hours of annual leave and sick leave taken, hours of overtime a.nd./ or
holiday work, end hours of leave without pay with respect to each employee for
each pay period.

e. Dnily Time Reports

(1) General. Some form of daily time report is usually necessary in
connection with the maintenance staff to provide information as to the
number of hours worked, hours of annual or sick leave taken, and to show
the distribution of time by contract or program for which work is per-
formed or to show the total time worked as "indirect labor" for later
distribution to contract or progrem. The completed deily time reports

for a pay period can serve as attendance reporis in support of the pay-
roll end as & basis for the accounting distribution of the total salaries
and wages esrned by maintenance employees. Section 605.1 contains detailed
procedures for the distribution of salaries and wages earned by maintcenance
employees.

(2) Exhibit

(a) A specimen form of Daily Time Report, showing en example of the
distribution of time for one day, is shown as Exhibit 14. The example
shown is based on the assumption that the organization unit to which
the employee is assigned serves projects under different contracts
with the PHA. The form provides for the reporting of work performed
by project or group of projects rather than by contract; the Sumpary
of Daily Time Reports (see Exhibit 15) will show distribution of time
by contract.

(b) 1In the case of maintenance employces assigned to an origaniza-

tion unit which serves projects under a single contract with the PHA,

no distribution of time is required unless such employees are assigned
(Cont'd)
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duties other than the ordinary maintenance and operation of the proj-
ects (see Section 605.1 for instructions relating to the distribu-
tion of operating expenses). In such cases, & more simplified form
of Daily Time Report may be used.

f. Sumary of Daily Time Reports

(1) General. When daily time reports are used a sumary of daily time
reports should be prepared for each maintenance staff employee for each
pay period to facilitate the distribution of labor cost for such pay
period.

(2) Exhibit. A specimen form of Summary of Daily Time Report showing an
example of the distribution of labor for a single pay period is shown as
Exhibit 15. The use of this form is self-explanatory.

8. Payroll Cost Distribution

(1) Genmeral. A Payroll Cost Distribution sheet should be prepared by the
organization unit for the distribution of salaries and wages of employees
assigned or detailed to such organization unit to the applicable cost or
expense accounts. This form may be prepared for each pay period; or, if
all salories and wages are charged to Account 1640, Undistributed Debits -
Payroll for subsequent distribution, it may be prepared at the end of the
period for which such distribution is made. A Payroll Cost Distribution
sheet is not required when cost distribution is recorded from the voucher
check issued to the employee. The cost distribution to be shown on the
voucher check may be obtained from the Summary of Daily Time Reports or
Attendance Reports, as applicable.

(2) Exhibit. A specimen form of Payroll Cost Distribution sheet, showing
an example of the distribution of salaries and wages of an organization
unit for a single pay period, is shown as Exhibit 16. The columnar head-
ings will vary as to the contracts served by the organization unit for a
single pay period, is shown as Exhibit 16. The columner headings will
vary as to the contracts served by the organization unit and the accounts
to be charged. The use of this form is self-explanatory.

h. Payrolls. The payroll is the basic document from which employees' salary
checks are prepared. Standard stock forms providing for information such as
employees' names; social security numbers; hours in pay status; salary retes;
gross amounts earned; itemization of all deductions;; net amount of pay; and
check number, may be obtained from most stationery and office supply companies.
Payrolls should be prepared at the close of each pay period from information
shown on the attendance reports, daily time reports, and the employee record.
For purposes of internal control, payrolls are usually prepared by one employee,
verified by another, and approved by an official of the Local Authority.

(Cont'd)
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1. Individual Esrnings Records. An Individual Earnings Record should be
maintained for each employee as a permanent record of gross earnings, deduc-
tions from earnings, bond purchases, and net amount paid. This type of

record is usually maintained on a calendar year basis with quarterly sub-
totals to facilitate the preparation of income and social security tax reports.
A stendard stock form of Individusl Earnings Record may be obtained from any
stationery and office supply company.

J. leave Records. If the Local Authority's persomnel policy provides for the
accrual of apnmual end/or sick leave, an accurate record of all leave earned
and taken must be maintained for each employee. The type of records needed
will depend upon the requirements of the Local Authority's personnel policy.

18. Purchase Orders

a. The method of handling purchase orders will depend upon the Local Authority's
organization structure and the size of its program. Regardless of the system
used, the Local Authority accountant should be furnished with a copy of each
purchase order issued. The Local Authority accountant should also be furnished
with a copy of the receiving report (a copy of the purchase order may be used

as a "receiving report").

b. The accountant's copy of the purchase order may be filed in numerical
sequence in an "unfilled" order file. After receipt of the items ordered, the
purchase order, together with the recelving report, may be placed in an
accounts payable file pending receipt of the vendor's invoice. The account-
ant's copy of the purchase order, the receiving report, and the original of
the vendor's invoice should be attached to the wvoucher check copy issued in
payment of the invoice.

19. Equipment Record Cards. Equipment Record Cards shall be maintained for all
' items of nonexpendable equipment. A specimen form of Equipment Record Cerd
and instructions for its use is in Sections 618 of this Manual.

20. Stock Record Cards. If the stock of materials, supplies, and nonexpendable
equipment includes a large variety of items, and control is maintained through
an inventory account in the General Ledger, & stock record card shall be main-
tained for recording purchases, withdrawals, and balances by types of items.
Instructions for the maintenance of Stock Record Cards are in Sections 618
of this Manual.

21. Stores Requisitions. If inventory control is maintained through an account in
the General ledger, a stores requisition should be used for recording the
issuance of materials, supplies, and/or nonexpendable equipment from the ware-
house or storeroom (inventory). Instructions relating to the use of Stores
Requisitions are in Sections 618 of this Manual.

L od ll - MA‘PI{A’ W&Sh., D-Co
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Specimen Forms of General Ledger Sheets

HOUSING AUTHORITY OF ANYTOWN, ANYSTATE
PAGE Noo ___
Contaact No. Account No.
L/C) Account TITLE
Oate DescrirTiOn Refe Deory Creosy BaLANCE
L ———
/ T —
\ -
HOUSING AUTHORITY OF ANYTOWN, ANYSTATE
‘ PAGE Noo _
Convaacy No. Account No,
Account TeTLE
Date DESCRIPTION REFe Deasy Creod v DEE:;A“giEDOT
//__
& —
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. INSTRUCTICNS FOR

MAINTENANCE OF CASH RECEIPTS REGISTER

" Column (1) - Show date of entry.
Columh (2) - Enter a brief but definite description when pertinent.

Columns (3) and (L) - Ordinarily, these columns will not be used during
the Preliminary Loan Period.

Colum (5) - Enter the amount of all cash received; if two or more bank
: accounts are maintained, use a separate column for each bank
account. The amount of bank debit advices for returned checks
should be entered in this column as a negative amount. At the
close of each month, post the total of this column to Account
1111, Cash - General Fund, in the General Ledger.

Colum (6) - This column is provided for use when an additional bank
account is maintained.

Columns (7), (8), (9), and (10) - Ordinarily, these columns will not be
used during the Preliminary Loan Period.

Column (11) - Enter in this column the account numbers of the accounts to
which the amounts shown in Columms (13) and (1L} are to be
debited or credited.

Column (12) - This column is to be usedlas a posting check column.

Columns (13) and (1li) - Enter in these columns the amounts to be debited
. or credited to the accounts indicated in Column
(11). The amounts entered in these columns are

to be posted individually to the General Ledger.

Monthly Closing - Add each amount column. The aggregate of the totals of
Colums (5), (6), and (13) must be equal to.the total
of Column (14). Rule the register sheet with double
lines.
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INSTRUCTIONS FOR

MAINTENANCE OF CASH RECEIPTS REGISTER

8HOW 0ATE OF ENTRY.

CoLumn {l]

CoLumn (2[ = ENTER A BRIEF BUT DEFINITE DESCRIPTION WHEN PERTINENT.

ENTER AMOUNT OF CASH RECEIPTS FROM ALL SOURCES AND MAKE CONTRA ENTRIES TO APPROPRIATE
CoLumns (7) vurousw (14). THE OAILY TOTAL OF ALL COLLECTIONS FROM TENANTS MAY BE
RECORDED AS A SINGLE LINE ENTRY; ALL OTHER CASM RECEIPTS SHOULD BE RECOROED §NDIVIDUALLY
AS RECEIVED,

CoLumw ‘3[

ENTER 19 THIS COLUMN, SIMULTANEOUSLY WITH THE POSTING TO CoLumns (5) ano (6), THE Amount

OF EACH OEPOSIT. THE OIFFERENCE BETWEEN THE TOTALS oF CoLumns (3) awo (4) reemesents

THE CASH RECEIVED BUT NOT DEPOSITEOD. SINCE CoLumns (3) ano (4) ARe woT oRDINARILY POSTED
TO THE GENERAL LEDGER, ALL UNDEPOSITED RECEIPTS SHOULD OF DEPOSITED ON THE LAST DAY OF

THE MONTH. |F CASH RECEIPTS THROUGH THE LAST DAY OF THE MONTH CANNOT BE OEPOSITED THAT
OAY, A SEPARATE DEPOSIT OF THOSE RECEIPTS SHOULD BE MAOE THE FOLLOWING DAY ANO RECORDED

AS OF THE LAST DAY OF THE MONTH WITH APPROPRIATE NOTATION AS TO THE ACTUAL OATE OF DEPOSIT,

CoLumn ‘4[

Cocumns (5) ano ‘6! = ENTER IN THE APPROPRIATE COLUMN THE AMOUNT OF EACH DEPOSIT AS SHOWN ON THE BANK
DEPOSIT SLIP; USE SEPARATE COLUMNS FOR EACH BANK ACCOUNT MAfNTAINED. THE AMOUNT
OF BANK OEBIT ADVICES FOR RETURNED CHECKS SHOULD BE ENTERED IN THIS COLUMN AS
A NEGATIVE AMOUNT; SIMULTANEOUSLY, A NEGATIVE ENTRY SHALL BE ENTERED IN THE
COLUMN 7O WHICH THE CHECK WAS OR1GINALLY RECORDED. AT THE CLOSE OF EACH MONTH,
POST THE TOTALS In CoLumns (5) ANo (B) AS A oEeIT To Account I111, Casn = GENERAL
Funo, ano Account 1114, Casw = SECURITY DeposiT FuND, RESPECTIVELY, 1N THE
GENERAL LEDGER. A SEPARATE COLUMN FOR ACCOUNT I114 ¢S NOT NECESSARY WHEN TENANTS
SECUNITY OEPOSITS ARE OEPOSITED IN THE GENERAL FUNO. .

Corumus (7) AND {B) = ENTER DAILY TOTAL OF COLLECTIONS TO BE APPLIED AS CREDIT TO TENANTS AGCOUNTS
RECEIVADLE. SEPARATE COLUMNS MAY BE PROVIDED FOR EACH PROJECT OR FOR ANY
COMBIKATION OF PROJECTS UNOER THE SAME CONTRACT. AT THE CLOSE OF EACH MONTH,
POST THE TOTALS OF THESE COLUMNS AS A CREDIT TO ACCOUNT 1122, Accounts
RecErvaBLE = TENANTS, IN THE GENERAL LEDGER.

Egsgg!g_(g)_ggg_ngl = ENTER OAILY TOTAL OF TENANTS SECURITY DEPOSITS RECEIVED. SEPARATE COLUMNS MAY
BE PROVIDED FOR EACH PROJECT OR FOR ANY COMBINATION OF PROJECTS UNDER THE SAME
CONTRACT. AT THE CLOSE OF EACH MONTH, POST THE TOTALS OF THESE COLUMNS AS A
CREDIT TO ACCOUNT 2114, ACCOUNTS PAYABLE =~ TENRANTS SECURITY DEPOSITS, IN THE
GENERAL LEDGER,

Cotumw (11) = ENTER IN THIS COLUMN THE ACCOUNT NUMBERS OF THE ACCOUNTS TO WHICH THE AMOUNTS SHOWN
tn Corumns (13) ano (14) Are To BE DEBITED OR CREOITED.

.

CoLunn 1! [ = THES COLUMN I8 TO BE USED AS A POSTING CHECK COLUMN,

Covumns (13) awo (14) = Ewtem 1n THESE COLUMKS THE AMOUNTS TO 8E DEBITED OR CREDITED TO THE GENERAL
LEOGER ACCOUNTS IKDICATED 14 Coumn (1)), THE AMOUNTS ENTERED IM THESE
COLUMNS ARE TO BE POSTED INOIVIOUALLY TO THE GEMERAL LEDGER,

MonTuiy CLosine = AoD €ACH AMOUNT CoLumN. THE ToTAL OF Covumn (3) MUST EQUAL THE TOTAL OF CoLuMn
4)3 THE ToTAL OF CoLunm (4) MusT €quAL THE SuM OF THE TOTALS OF Covumns (5) AND
6)e Tue Sum oF THE TOTALS OF Corumns (5), (6), awo (13) MUST EQUAL THE SuM OF THE
ToTALs of Cotumns (7), (8), (9), (10), ano (14). RuLE THE RECISTER SHEET WiTh
DOUBLE LINES.

-2-
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Specimen Form of Cash DisbursementsRegister Sheet
Preliminary Loan Period

HOUSING AUTHORITY OF ANYTOMM, ANYSTATE

CASH DISBURSEMENTS REGISTER

Costaact Mo, _AN_&&]_____ Posster Moo
Case =~ Catmrt Caemir [ 11134 deast 111784 Oy GEMEAAL LEDGER it
Oare OgscairTION ::‘ﬁ‘. - JAccounr {310
195 4 un ' a1 § fioo e 5 creme .‘u;:::'raco
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Y . 5 ) 2 25 P D ; T2
') . 30 7 7 ig! Z — i L
4 : b a4
H 5 /{—_d—gr_s_
s ll . e
s A ie
) i 9
1] i ! ! 110
" I‘: : Th
1 ] | — S ..
T — o o oS R e o T
k-] ! n
3 I
s @ (2) (3) { & (5) (6) [§Z (8) 9| | uo (t1) a2 ja {14 « %

-

VHd
V4HH

gS61 doquaydag

TVIINVA ONISAOH INId=MOT

1 ¥rQruxy
T°209



602,1

Exhibit

LOW-RENT HOUSING MANUAL

September 1958

HHFA
FHA

k%) 17 {6) ©) ) o | 1@ +) () () [33)

} st
. "
£t
: "
”
i 0
H e i
b : ]
| 565 COO ¢/ 08 00D 7100 O | EE 1 7F1L E/100, o o i
i . H i : ] H ' - L
pes7 GAE T ; Tt . P : T |,
e 4 ! } “ ﬁown\ﬂw\ boor a4 : K
T ,, w i AW V% D
bt R 2 3 777 2 2 swgnﬁjd "
F—tz i : ” — : ¢
L 1oe ooT TR 7 m 7T | | 7 opore. lCOTP "7 | ¥ PP XN b,
preeeE T coiror i P Wi i s i 4 ke O
i — -l L
o081 seasaay ooo7 KT e | AT un Fi724
s1e389 410305 | 20030 Joy aeseddv dwroady v Y wanay
G191 480020y S T 80184009830 uvg
03 V35091 U3 1035 s1030 11810 YT LR FTI * 11838) - #fT)
ooy 290r0uy . . . \Q.N =Ky oo 3-3-8 Q

YEISTORY SINDASENGSIY HEYD

RAVISADY SBAGLADY 20 ALSNORINY BRISSOH

POTIed suoTyerady 0/pue jusudoTesseq
399Yg 1998739y SIUSWSSINQST(Q YSE) JO uIog ueupoeds



HHFA

602.1 FHA
Exhibit 5 (Cont'd) LOW-RENT HOUSING MANUAL September 1958

M G SR M SF EF WY WP S G M W G B M G A R A e m R A W AR S W AR P B P R B W SN R @ e

INSTRUCTTCRG FOR

MATINTENANCE OF CA3H DISBURSEHENTS REGIST-R

CoLumn jl[ = ENTER OATE OF CHECK.

Cotumn (2! = ENTER NAME OF PAYEE AND ANY OTHER PERTINENT T NFORMATION,

CotLum ‘3! = ENTER 1N CONSECUTIVE ORDER THE NUMBER OF EACH CHECK DRAWN AGAI HST THE PARTICULAR BANK
ACCOUNT, I1NCLUDING THE NUMBER OF EACH VOIDED CHECK,

CoLumus (4] AND (5) ~ ENTER IN THE APPROPRIATE COLUMN THE FACE AMOUNT OF EACN CHECK 1SSUED AND THE
AMOUNT OF EACR BANK DEBIT MEMORANOUM FOR BANK CHARGES, ETCej USE SEPARATE
COLUMNG FOR EAGK BANK ACCOUNT MAINTAINEO. AT THE CLOSE OF EACH MONTH, POST
THE TOTAL OF EACH COLUMN TO THE APPROFRIATE CASH ACCOWNY (N THE GENERAL LEDGER.
A SEPARATE COLUMN FOR AGCOUNT 1114 18 NOT NECESSARY WNEN TENANTS SECURITY
DEPOSITS ARE DEPOSITED 1N THE QENEMAL FUND.

Cotumn ‘0) = ENTER YHE AMOUNT OF PAYAOLL DEOUCTIONS FOR §NCOME Taxes, FICA Taxes, PENSIONS, E70.3
A BEPARATE COLUMN FOR EACH TYPE OF PAYROLL OEOUCTION MAY BE USED, IF OESIRED,

Corumu (1[ = ENTER THE AMOUNT OF EACH DISBURSEMENT CHARGEABLE TO ACCOUNT 1400, Lawo, Svnuctunes, Awo
EQUIPMENT. IF SEPARATE CONTROL AGCOUKTS ARE MAINTATNED BY PROJECT, USE A SEPARATE COLUMN
FOR EACH PROJECT. AT THE CLOSE OF EACH MONTH, POST THE TOTAL OF THIS COLUMN AS A DESIT
70 ACCOuNT 1400 1N THE GENERAL LEDGER. POSTINGS TO THE SUBSIODIARY LEDGERS WILL BE MADE
FROM THE VOUCHER CHECK COPIES,

CoLumu ‘8! « THIS COLUMN 15 PROVIOED FOR USE WHEN ACCOUNT (400 13 MAINTAINED BY PROJEGT,

CoLumn 19! = Qurine THE OPERATIONS PERIOD, ENTER 1N THYS COLUMN THE AMOUNT OF EACH O)SBURSEMENT FOR
OPERATING EXPENSES. |F SEPARATE CONTROL ACCOUNTS ARE MAYNTAIHED 8Y PROJECT, 8Y ORGANI~
ZATION UNIT, OR BY OTHER SUBDIVISION UNDER THE SAME CONTRACTY, USE A SEPARATE COLUMN FOR
EACH SUCH CONTROL, AT THE CLOSE OF EACH MONTH, POST THE TOTAL OF THIS COLUMN AS A DESIT
70 Accouny 4000 1w THE GENERAL Levsen. POSTINGS TO THE SUBSIOIARY LEDGEAS WILL BE MADE
FROM THE YOUCHER CMECK COPIES,

CoLumn (go) = THIS COLUMN 18 PROVIOED FOR USE WHEN ACCOUNT 4000 18 MAINTAINED 8Y PROJECT, ORGANIZATION
unIT, ETC,

CovLumn ‘ll] = ENTER IN THIS COLUMN THE ACCOUNT NUMBERS OF THE ACCOUNTS TO WHICH THE AMOUNTS SHOWN IN
Covumns (12) ano (13) wwe vo oe vemrTED OR CREOITED. :

CoLumns ‘lzl AND 1!32 = ENTER 4N THESE COLUMNS TME AMOUNTS TO BE DEQITED OR OREDITED TO THE ACCOUNTS
1H01CATED AW Coronm (11). THE AMOUNTS ENTERED 1N THESE COLUMNS ARE TO BE
POSTED ¥NOIVIDUALLY TO THE GENERAL LEDGER. .

CotLumn (l4[ = ENTER 10 THIS COLUWN THE AMOUNT OF CONTRACT BILLING (THE AMOUNT OF CONTRACT PAYMENT rLUS
] CONTRACT REVENTIONS, VF ANY) RELATING TO EACH CONTAACT PAYMENT, POSTINGS TO THE CONTRACT
REGYSTER ARE O BE MADE FROM YOUCKER CHECK COPIES. AT THE CLOSE OF EACH HMONTH, POST THE
TOTAL OF THIE COLDMN AS A DEDIT TO ACCOUNT (810 AND A CREDIT TO Account 1800 1w The
Genenar Leocen,

MouTney CLOSING = ADD EACH AMOUNT COLUMN. THE SUM OF THE TOTALS OF Covumns (4), (5), (6), awo (13)
: - MUY TQUAL THE Suk oF THE ToTALS Of Cotumms (7), (8), (9), (10), awo (12). Rure
VHE REGIBTER SHEET WITH DOUSLE LINES,

~
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Specimen Form of Journal Voucher
JOURNAL VOUCHER
: JoV. N0 3 8-23
_@MQM@__&M"“ vo. Any - 75 Date M' 1958 |
GENERAL LEDGER
Account No. ' Name of Account and Explanation 4 Debit Credit
Igeo uwﬂi‘u& CodRadn v'| 20,000l09
iglo Covtroct GJ.U-OMQA v 20,000 |oo
7:: odl M u.w.lbv..
Donersy d‘-u&n/)
TOTAL 20,000 [0o] 20,000 |oe

SUBSIDIARY LEDGER(S)
o oboss codiadk o applicalls
Fo-lha JoMoinn dand, Shomtine
ol Lquipmt acomndts
1 Anv- 5o~

Geernit 1450 *20,000.00
é?w»; Coradd Hgiti) |V
Posted By: Q QM . TOTAL

Prepared by: Approved by:




HHFA

FHA : 602,1
September 1958 LON-RENT HOUSING MANUAL Exhibit 7

Specimen Form of Voucher Check and Voucher Check Copy

ANYTOWN, ANYSTATE

PROJECTS ANY-50~1, 50-2 GENERAL FUND ACCOUNT

HOUSING AUTHORITY OF Check No, 114

Date !!La_»-‘ 119 58
;::c?o:“ QUPQMN *mw&Q»_ s 500 'W.“ us
M&lﬁ? —— T ool .
erm, A & oY
MYTOMN, ANYSTATE ) g.‘ 23
. Execut ive ector ‘s " -
.2%%
Rechard ,G/ B §Ed 4
Secretary MLT-X
------------------------------------- §23s
date Descri st ion Amovnt g st i
£%s
5-1-53 OHWAIS: @.@WQM ¥ 500 [os §§;._§
E§88S&
6o
~copy
Accounting Dln;rlbutlon o
Account No. Cash Disbursements Register v Amount | )
1400 J\MA,SLm ound, £nu.a.‘omwi_ % oo |0
islo CM C’.M&Aﬂ 500 |oo
800 UM‘;.QM Cmm (500 |oo)
s | |® Booles
Proj. Nojacct. Mol Subsidiary Ledger(s) i
]
M-S 1480.1 | Ondidadt ool M-l.é s '('u.g v - 300|060
|MN-5-+430| OWMM& ‘%MM\-GM v 2 e®|oe
(Roemnd i CoTiant: @ ;}&ﬂ it
' POSTED BY: R« . To¥aL [®  Seo oo
Services, Quantities, Prices end Approved for Payment By:
Extenslone ked By :
_Mﬂ 5(3 )) tnc

-1-



Specimen Form of Development Cost Ledger Sheet

Page No. i

Program Reservation No.

',Contnet NOw

HOUSING AUTNORITY OF ANYTOWN, ANYSTATE
DEVELOPMENT COST LEDGER

Project No.

[
Date I ; Algu:vlct Account Accowt | Account u Account Account §410.19 Accaunt N
i Descriotion Reference’ %
1988 | i 1400 14100 | 14102 ] 1410.4 F 1e10.5 1 mes | -owner ~
i34 ' ; ! ‘ : i | i . ‘
" [ Mol Qo s, Gnedalit | ve=1 100000 S S I A T B A N
[ . ! E ! H b
2 R @ . : 4 B i bR
T : ———— , ——-n + - —_— - — -
i _- e i . ; L b : R d — 3 ——
L) N ..,__g__.. _'__4_ 4 P i — - ‘r S I S
5 j N Vool . ----'i-’ s
() i [ X
L3
SR oy
LA HEE)
1 b
n i f
] ;
T (2) (3) (4 (5) (o) N ) ) o 0y ¢ . 34
v T t ; ) 33
i B 1 i
{Letit)
J® tiscellaresus harcril: Sxcense
1
Page %0. [ :

drograr Reservation ‘o,

{ontract No.

i N L 1
!! Account * A&ccount . Account ' Account |

™ - -
Account | Accaunt‘i Account 3‘ Account ‘x' Account - Account

dccount Account ~ Ascount

: X i 4 : H

§1420-1 . 1420.2 1430.1 4 1430.2 || 14309 (143019 P 1440.4 1440.5 |1440.6 1 1446.8  1440.10 144019 1475 - .

i T — g — ! 0 : H b

i Loooce. ! [ . ¢ L : - ' I I

2 : f ; - § - : p — - EN

s 1 P L i i 3 | e 3

s — H - ; ! ; I ) 4

.5 N : : M L i Y

o 1 P ; M L i e!

k : 4 /_‘__,7—1"‘" 23
Ly T

T 3 E! I [ -

T —T T IR T T

B ‘ § : i L i ‘ Y

W (1) (14) | LS (16 i Gm @) . i (9 tzod , 1 (zv) : (e (23 (z4) ,f

% - ‘ 1 : q i e e e 3

o L [ L 4 t i i P § T i . =
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Specimen Form of Daily Time Report

602.1
Exhibit 1l

e __odns foneer
Oncanrzavson Uit _Conoal HounZonbreridish
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Accounting Procedures for the Prelimirarv Losn Pericd

Contents Pape

1. General 1
2., Chart and Definitiors of Accounts 1
3. Books of Account and Accounting Records 2
Lh. Revolving Fund or Pooled Account Transactions 3
5. Recording Notes Payable 3
6. Accounting for Costs L
7. Accounting for Prelimimary Survey and Other
Planning Contracts Executed During the

Preliminary Loan Period : S
8., Costs Incurred Prior to Date of Preliminary

Loan Contract 5

9. Recording Accounts Payable and Accrued

Liabilities 6
10. Recording Repayment of Temporary Motes 6
11. Transfer of Preliminary Surveys and Planning

Costs to Books of Accounts Established for

the Annual Contributions Contract 7
12. Recording the Repayment of Principal and

Interest on Preliminary Note 9
13. Recording the Refund of Monies Borrowed Under

a Preliminery Loan Contract 10
1li. Financial Reporting 10

Exhibits 1 and 2
1. General
a. A set of books of account shall be established immediately upon receint

of the initial advance of funds from the PHA (see Section 202,2 of this
Manual) for the purpose of recording all transactions relating to the

preliminary svrveys and planning of units under the Preliminary Loan Contract.

A separate set of books of account shall be established for each Contract
and shall be maintained until all obligations incurred pursuant to the
Contract, including interest on and prinecipal of Preliminary Yotes and/or
Temporary Notes, have been paid in full.

b. The purpose of this Section is to prescribe the books of accounts to be
maintained and to provide accounting procedures for the recording of trans-
actions under a Preliminary Loan Contract.

2. Chart and Definitions of Accounts. The Chart and Definitions of Accounts
prescribed by the PHA are set forth in Form PHA-2600, Uniform System of
Acconnts (Chart and Definiticns). The Local Authority shall select from the

Chart the accounts needed to record properly the transactions relating to the
preliminary surveys and planning of units under the Preliminary Loan Contract.

(Conttd)

—-------------‘---—-------—---------—----



HHFA
PHA
603.1 LOW-RENT HOUSING MAMVAL September 1958

----—-———--—-.-_——-—-_--——-——-——--———--—-.—-—.

3. Books of Acéount and Accounting Records

a. The following books of original entry and subsidiary vecords shall be
established upon receipt of the initial advance of funds under the
Preliminary Loan Contract:

(1) General Ledgef

(2) Cash Receipts Register

(3) Cash Disbursements Register
(4) Development Cost Ledger

The above-named records are described in Section 602.1 of this Manual.
While the records installed by the T.ocal Authority need not necessarily be
exactly as described in Sectjom 602.1, they should be the same in principle
and must be maintained in such manner that a complete and readily auditable
record is made of all transactions occurrirg under the Preliminary Loan
Contract,

b. In addition to the records named in paragraph 3a above the Local
Authority shonld make arranpements to provide the followinp auxilliary
records as part of the accounting system:

Reference
(1) Voucher Checks Sec., 602.1
(2) Journal Vouchers ' Sec, 602.1
(3) Contract Register Sec. 608.1
(4) Payroll and Leave Records Sec. 602.1
(5) Petty Cash Vouchers Sec. 612.1
(6) Travel Vouchers Sec, 611,1
(7) Purchase Crders, if necessary Sec., 602.1

The above-named records are described in the Sections of the Manual indi-
cated in the "reference" column. The exact format of the records exhibited
is not mezndatorv but the forms used should be desifned to provide the same
basic information as those exhibited,

(Cont'd)
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. Revolving Fund or Pooled Account Transactions. If the Local Authority uses
a revolving fund, master account, or any type of pooled account for the
recording of transactions in connection with the planning, development, or

operation of projects under two or more contracts with the PHA or in connection
with projects under contract with the PHA and any other project or enterprise
of the Local Authority, the procedures for the accounting for such transactions

are in Sections 620 of this Manual.

S. Recording Wotes Payable

a., Upon receipt of the initial and subsequent advance by the PHA of funds
apainst the Preliminary Note (see Sections 202.2 and 202.3 of this Manual),
the following entry in the Cash Receipts Register is necessary:
Debit: Account 1111, Cash - General Fund
Credit: Account 2121, Notes Payable - Preliminary Notes - PHA

b. The Local Authority may, with the approval of the PHA, borrow money by
selling notes to others than the PHA. Such notes are called "Temporary

Notes." The proceeds from the sale of Temporary Notes are usually applied to

the payment of interest on and principal of outstanding Preliminary Notes
and /or other Temporary Notes and the balance deposited in the General Fund
for payment of preliminary surveys and planning costs. When the proceeds

from the sale of Temporary Notes are applied to the payment of interest on and
principal of an outstanding Preliminary Note, the following entry in the Cash

Receipts Register is necessary:

Debit: Account 1111, Cash - General Fund
(For amount of proceeds from sale of Temporary Notes deposited
in the General Fund)

~

Debit: Account 2121, Notes Payable - Preliminary Notes - PHA
(For amount of proceeds from sale of Temporary Notes applied
to payment of Principal of Preliminary Note)

Debit: Account 2131, Accruved Liabilities - Interest Payable =
Motes and Bonds - PHA '
(For amount of proceeds from sale of Temporary Notes applied
to the payment of interest on Preliminary Note)

Credit: Account 1400, Land, Structures, and Equipment

(For amount of premium, if any, paid by the purchaser
of Temporary Notes)
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Credit: Account 2126, Notes Payable - Temperary Notes - Non-PHA
(For principal amownt of Temporary Notes jssued)

The premium credited to Account 1400, Land, Structures, and Fguipment,
shall also be credited to Account 1420.2, Interest - Mon-PHA, in the
Development Cost Ledger. When the proceeds from the sale of a new series
of Temporary Motes are applied to the payment of interest on and principal
of an old series of Temporary Notes, the transaction shall be recorded in
accordance with the instructions in paragraph 10 belaw.

6. Accounting for Costs

a. General. Costs incurred for preliminary surveys and plamming, including
adminmistrative expenses, shall be charged to Account 1):00, Land, Structures,
and Equipment, and to the subsidiary accounts to Account 1100.

b. Contractual Limitation on Costs. Section 3 of Form PHA-21480, Preliminary
Loan Contract, scts forth limitations on total oblirations and expenses which

may be incurred for (1) each locality and (2) all localities. It is sugrested

that these limitations be noted on the General Ledrer sheet for Account 1400
and in the Development Cost Ledrer for reference and budgetary control
puUrposes.

¢. Recording Costs Separately for Fach Locality (or Project)

(1) If the Local Authority is undertaking preliminary surveys and plan-
ning for low-rent hovsing at two or more localities (sce Section 1 of
Form PHA-2480, Preliminary Loan Contract), the Development Cost Ledger
shall be established in such a manner that costs can be recorded sepa=

rately for each locality. This can be done by establishing a Development

Cost Ledger for each locality or by oroviding columns for each locality,
by subsidiary account number, in a sincrle Develooment Cost Ledger.

(2) If two or more sites are selected within a sinale locality during
the planning stage, and there is a possibility that each of the sites
will later become a project, all bills and invoices should be marked to

show the site to which applicable, if possible. This is necessary because

of having to allocate costs to projects at the time the Arnual Contribu-
tions Contract is executed. There will be some costs which cannot be

allocated directly to a project or projects but must be prorated over all
projects. The matter of allocation and proration of costs is discussed in

the immediately following paragraphs.

d, Allocation and Proration of Costs

(1) If prelimirary surveys and planning are beine undertaken for two or

more localities, or if two or more sites are sclected within a single

locality, it is necessary to determine what costs can be allocated
(Cont'd)
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directly to a specific locality or localities and to a site, within a
locality and what costs must be prorated over all localities and sites
for which planning is being carried on., Costs of services rendered to
and costs of equipment and materials and supplies purchased and used for
a specific locality or site shall be allocated directly to such locality
or site. It should be specifically noted that interest on monies
borrowed shall be allocated to each locality on the basis of the amount
borrowed for each locality. Some costs, however, do not lend themselves
To direct allocation. These must be prorated over all localities amd
the results must be approximately correct. For example, salaries of
administrative personnel engaged in work for all localities and sites,
office supplies, office equipment, communication costs, travel expense,
ete. shall be prorated over all localities, and sites where applicable,
on some reasonable and equitable basis. The detemination of the per-
centage of proration may be based on (a) the relative number of dwelling
units for which planning is being carried on for each locality (or site)s
(b) the ratio of direct costs of each locality (or site) to the total
direct cost for all localities (or sites) for which planning is being

- earried onj or (c) such other basis as is considered consistent with the

effort applied to the planning for each locality or site.

(2) 1If the Local Authority has projects in development and/or operation,
it may be desirable to perform administrative work in connection with
the oreliminary surveys and plamning under the Preliminary Loan Contract
with its existing staff., If so, a part of the salaries of the adminis-
trative staff and a part of other administrative and peneral expense may
be charged as part of the costs incurred under the Preliminary Loan
Contract, However, the allocation of such salaries and other costs must
be on a basis consistent with the application of ctaff time and/or other
effort applied to preliminary surveys and planning under the Preliminary
Loan Contract.

7. Accounting for Preliminary Survey and Other Planning Contracts Executed

.

During the Preliminary lLoan Period. Each contract executed with an individual

or firm for survey and plarning work during the planning stage shall be

‘recorded in the books of accommt in accordance with the procedures in Section

608.1 of this Manual. All approved payments made to contractors shall be
charged to Account 1400, Land, Structures, and Equipment, and to the subsid-
iary accounts to Account 1h0O.

Costs Incurred Prior to Date of Preliminary Loan Contract. Section 1l of the

Preliminary Loan Contract (Form PHA-2L80) provides that no funds obtained
pursuant to the Contract shall be used to reimburse the Local Authority for

expenses or debits incurred before the date of the Contract unless PHA approves

such reimbursement. Requests for approval, setting forth the nature and

amount of such expenses or debts and the circumstances under which they were
incurred, shall be submitted to the Regional Office for the area in which the

(Cont'd)
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Local Authdrity is located., If approved, costs incnrrcd nrior to the date
of the Contract shall be charped to Account 1400, Lard, Structures, and
Eouipment, and to the subsidiary accounts to Account 1koo.

Recording Accounts Payable and Accrned Lisbilities. At the end of each

quarter, all preliminary survey and planning costs, including interest on
Preliminary and Temporary Motes, incurred but not paid shall be charged

to Account 1400, Land, Structures, and Eouipment, and to the subsidiary
accounts to Account 1100, and credited to the appropriate accounts payable
or accrued liability account. TFurther instructions for recording accounts
payable and accrued liabilities, including accruved interest, are in
Section 610.1 of this Manual.

Recording Repayment of Temporary Motes. The payment of interest on and
principal of outstanding Temporary Fotes may be made from the proceeds of
an advance by the PHA against the Preliminary Note or from the proceeds
from the sale of a new series of Temporary Notes. The sale of a new series
of Temporary Notes may, with the approval of the PHA, include additional

. funds needed for the payment of preliminary surveys and planning costs. The

entries to record the payment of interest on and principal of out.standing
Temporary Notes are as follows:

(1)

When payment is made from proceeds of an advance on the Prel iminary
Note, payment will be made direct by the PHA and the following journal
voucher must be prepared:

Debit: Account 2126, Notes Payable - Temporary Notes - Non-PHA
(For amount, of principal payment)

Debits Account 2132, Accrued Liabilities - Interest Payable -
Notes - Won-PHA
(For amount of interest on Temporary Notes)

Credit: Account 2121, Motes Payable - Preliminary Notes - PHA
(For amount, of advance on Preliminary Note applied to
payment of Temporary Notes)

(2)

When payment is made from proceeds of sale of new series of Temporary
Notes:

Debit: Account 111), Cash - General Fund
(For amount of oroceeds from sale of Temporary Notes
deposited in the General Fund, if any)

(Conttd)
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Debit: Account 2126, Motos Pavable - Temporary Yotes - Mon-FHA
(For amount of procceds applied to principal of old
Temporary Hates) :

Debit: Account 2132, Accrved Liabjlities - Tnterest Pavable - Motes -
Non-PHA
(For amount of proceeds applied to interest duve on 0ld
Temporary Motes)

Credit: Account 1100, Land, Structures, and Equipment
(For amount of premium, if any, paid by the purchaser
of new Temporary Notes)

Credit: Account 2126, Notes Payable - Temporary Notes = Non-PHA
(For principal amount’ of new Temporary Wotes issued)

The premium credited to Account 14,00, Land, Structures, and Equipment,
shall also be credited to Account 1420.2, Interest on Notes - Mon-PHA,
in the Development Cost Ledrer.

11. Transfer of Preliminary Survevs and Planning Costs to Books of Accounts
Rstablished Tor the Annual Contributions Contract

a. Upon receipt of the first advance of funds pursuant to an Annval
Contributions Contract, the preliminary surveys and planning costs, including
administrative expenses, applicable to the dwelling units covered by such
Contract shall be transferred from the Preliminmary Loan Contract books of
account to the Annual Contributions Contract books of account, Instructiona
for establishing the books of account for the Annual Contributions Contract
are in Section 60l.1.

b. For the purpose of illustrating the method of transfer of costs, it is
assumed that the following account balances existed in the books of account
maintained for the Preliminary Loan Contract and that the Annual Contributions
Contract covered all dwelline units planned under the Preliminmary Loan Contract:

Account No. and Title Debit Credit
1111 Cash - General Fund $ 300
100 Land, Structures, and

Tquipment 51,300

2117 Accounts Payable - Peyroll

Deductions and Contritutions 4 100
2121 Hotes Payable - Preliminary

Wotes ~ PHA 50,000
2131 fcceruved Liabilities - Interest

Payable = YVotes and Bonds - PHA 1,5C0

(Comt.'d)
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The balances in all accounts, except Accounts 2121 and 2131, should be
transferred to an accounts receivable account pending the payment to the
PHA of the balance on the Preliminary Note and accrued interest thereon.
The transfer may be made as follows:

Journal Voucher

Debit: Account 1129, Accounts Receivable -
Other $51,200

Debit: Account 2117, Accounts Payaﬁle - Payroll
Deductions and Contributions 100

Credit: Account 1400, Land, Structures,
and Equipment $51,300

Voucher.checkl/

Debit: Account 1129, Accounts Receivable =
Other - $300

Credit:t Account 1111, Cash - General Fund ' $300

The journal voucher shall be recorded in the General Ledger and the
Development Cost Ledger maintained for the Preliminary Loan Contract. The
voucher check, issued on the General Fund (or Preliminary Loan Fund) account
maintained for the Preliminary Loan Contract, shall be recorded in the Cash
Disbursements Register and posted to the General Ledger maintained for the
Preliminary Loan Contract. The check shall then be deposited in the General
Fund account maintained for the Annual Contributions Contract., The contra
journal voucher to be prepared and recorded in the books of account maintained
for the Annual Contributions Contract and the entry for recording the deposit
of the check in the General Fund account of the Annual Contributions Contract
is in Section 60L,1. :

¢. The above illustration is based on the assumption that all dwelling units
being planned under the Preliminary Loan Contract are covered by the Annual
Contributions Contract when first executed. However, if the Annual Contribu-
tions Contract covers only a portion of the dwelling units being planned
under the Preliminary Loan Contract, Section 23 of the Preliminary Loan
Contract provides that all unpaid interest on outstanding Preliminary and/or
Temporary Notes, the full cost of all preliminary housing and economic surveys, .

(Conttd)

If the Local Authority has consolidated the General Fund accounts of the
Preliminary Loan Contract and the Annual Contributions Contract into a
pooled account, this transfer may be ma e by journal voucher,
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and all preliminary survey and planning costs applicable to the dwelling
units covered by the Annual Contributions Contract, must be transferred to
the books of accounts maintained for the Annual Contributions Contract as
part of the cost of the units covered by the Annual Contributions Contract.
Therefore, if only a portion of the dwelling units being planned are covered
by the Annual Contributions Contract, the Regional Office for the area in
which the Local Authority is located should be requested to furnish account-
ing instructions.

Recording the Repayment of Principal and Interest on Preliminary Note

a., When 2ll or a portion of the units under a Preliminary Loan Contract are
placed under an Annual Contributions Contract, the payment of principal and
interest due on the Preliminary Note represents a "repayment." A "refund"
represents the return of unexpended funds (including the proceeds from the
disposition of assets) for application on a Preliminary Note because of the
suspension or cancellation of units under the Preliminary Loan Contract (see
paragraph 13 below). Checks sent to the PHA in partial or full payment of a
Preliminary Note shall state whether the remittance is a "repayment" or a
"refund,"

b, The ammmnt of principal and interest due on the Preliminary Note will
usually be deducted by the PHA from the first advance made under the Annual
Contributions Contract. In some cases, however, the PHA will not deduct the
emount of principal of and the interest on the Preliminary Note, and in such
case, the Local Authority must draw a check on the General Fund for the
amount due. Regardless of whether the PHA deducts the amount due from the
first advance wder the Annual Contributions Contract or the local Authority
draws a check to the order of PHA for the amount duve, the following journal
voucher must be prepared and recorded in the General Ledger maintained for
the Preliminary Loan Contract at the time the deduction from the advance is
recorded or at the time the issuance of a check is recorded in the Annual
Contributions Contract books of account:

Debit: Account 2121, Notes Payable -
Preliminary Wotes - PHA  $50,000
(For the amount of principal repaid
on Preliminary Note)

Debit: Account 2131, Accrued Liabilities -
Interest Payable -
Notes and Bonds - PHA 1,500
(For the accrued interest paid on
the Preliminary Note)

Credit: Account 1129, Accounts
Receivable - Other $51,500

(Cont'd)
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A specimen entry for recordins in the Annual Contributions books of account
the deduction from the advance or the issuance of a check is in Section
60l.1.

Recording the Refund of Monies Borrowed Under a Prel iminary Loaq_ggptract.
1T planning under the Preliminary Loan Contract ceases because of a '
suspension or cancellation by the PHA, or for other reasons, the PHA will
request a refund of the unexpended balance of advances made under the
Preliminary Loan Contract. The check issued to the PHA shall be first
applied to interest due on the Preliminary Note, and the balance, if any,
shall be applied to principal. The voucher check shall be entered in the
Cash Disbursements Register as follows:

Debit: Account 2121, Notes Payable - Preliminary Notes - PHA
(For amount applied to the payment of principal)

Debit: Acconnt 2131, Accrued Liabilities - Interest Payable =
Notes and Bonds - PHA
(For amount of interest due to date of payment)

Credit: Account 1111, Cash - General Fund
(For total amount paid)

Financial Reporting

a. General., As of the end of each calendar quarter, the Local Authority
shall submit financial reports to the PHA consisting of a "Balance Sheet"
and a "Statement of Development Costs." The original and one copy of each
report, sirned by the person preparing the report and by the officer of the
Local Authority who has been delegated authority to sign financial reports
(see Section 606.1), shall be dispatched in time to reach the PHA Central
Office not later than the twentieth of the month following the close of the’
quarter for which the reports are prepared, The reports should be mailed

" to:

Comptroller

Public Housing Administration
Washington 25, D. C.

b. Exhibits. Form PHA-2601, Balance Sheet - Prelininary Loan Period, and
Form PHA-2602, Statement of Development Costs - Preliminary Loan Period,

are shown as Exhibits 1 and 2, The accounts listed on these forms are those
normally used during the Preliminary Loan Period, ‘but additional accounts
may be added if necessary. These forms may be obtained from the PHA upon
request, addressed as follows:

Director, Office Services Branch
Public Housing Administration
Washington 25, D. C.
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c. Preparing 3alance Sheet (Exhibit 1). At the end of each quarter, after
appropriate entries have been made to record all payables and accrued
liabilities (see Section 610.1), a trial balance of the General Ledger

shall be taken to determmine that the General Ledger is in balance. The
balances shown on the trial balance shall be entered on the Balance Sheet
(Form PHA-2601) in the appropriate spaces; if any of the prescribed General
Ledger accounts have been subdivided, such accounts shall be combined on

the Balance Sheet,

d. Preparing Statement of Development Costs (Exhibit 2). The cumulative

totals of the subsidiary accounts to Account 1,00, Land, Structures, and
Equipment, as shown in the Development Cost Ledrer, shall be reported in

the Statement of Development Costs (Form PHA-2602), in the appropriate spaces.
If there are two or more "Localities" under a sinple Preliminary Loan Contract,
a separate Form PHA-2602 shall be prepared for each locality. The total shown
on line "1400 ~ Land, Structures, and Equipment" must be in agreement with

the amount reported on the Balance Sheet for Account 1400, The amount or

value of donations (Account 2850), if any, shall be shown in the space provided,
.and the difference between this amount and the total shown for "Land, Structures,
and Equipment" shall be shown on the line provided for "Develorment Cost."
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PIA-2601
Septembor 1958
Pisiveittads:

e ot o et

e 0 LOSAL Avenedtey)

{Ceeaveenl
DALANCE SHERT

PRELININARY LOAN PEATOD
e Yo T

PrtLinsnany Loan Oonraacy Noo Losareery

Agsers

QJash
1 Genoral fund
mz Petty cash fund

dcconnta Receivabla
1125 PHA
1129 Other

- Adyaocea

1155 Lintted revolving fund
1156 Unlimdted revolving fand
1157 Other

|11l

;11400 Land Structures and Equipwent

1]

TOTAL_ASSRTS
LIABILIYIES AND SURPLAS

dccounts Pavadle
111 Vendors and contractore .
2115 Unclaimed salaries end wages
m7p Payroll deductions and contributions
2118,6 Other « PHA
2119 Other

Saoten Psyable
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1. General

a. Immsdiately upon receipt of the first advance made by the PHA pursuant
to an Annual Contributions Contract, the Local Authority shall establish a
set of books of account for the purpose of recording all transactions relat-
ing to the development of the project or projects under the Contract. A
separate set of books of account shall be established for each Annual
Contributiona Contract.

b. The purpose of this Section is to prescribe the books of account to be
maintained and to provide accounting procedures for the recording of trans-
actions which occur during the Development Period.

2. Chart and Definitions of Accounts. The Chart and Definitions of Accounts
prescribed by the PHA are sot forth in Form PHA-2600, Uniform System of
Accounts (Chart and Definitions). The Local Authority shall select from
the Chart the accounts needed to properly record the transactions relat-
ing to the development of the project or projects under an Annual Contri-
butions Contract.

(Cont'd)
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3.

Books_of Account and Accountine Records

a. The following books of original entry and subsidiary records shall be
established upon receipt of the initial advance of funds under the Annual
Contributions Contract:

(1) General Ledgor

(2) Cash Receipts Register

(3) Cash Disbursemonts Register
(4) Development Cost Ledger

The above named records are described in Section 602.1 of this Manual.
While the records installed by the Local Authority need not necessarily

be exactly as described in Section 602.1, they should be the same in
principle and must be maintained in such manner that a complete and readily
auditable record is made of all transactions occuring under the Annual
Contributions Contract.

b. In addition to the records named in paragraph 3a above the Local
Authority should make arrangements to provide the following auxiliery
records as part of the accounting system:

Reference
(1) Voucher Checks See. 602.1
fz; Journal Vouchers Sec. 602.1
3) Contract Register Sec. 608.1
54) Insurance Register Sec. 614.1
5) Investmont Register Sec. 615.1
(6) Payroll and Leave Record: Sec. 602.1
(7) Petty Cash Vouchers Sec. 612.1
(8) Travel Vouchers Seec. 611.1
(9) Equipment Record Cards Sec. 618
(10) Purchase Orders, if necessary Sec. 602.1
(11) Terant Accounting Records . Sec. 607.1 and 607.2

The above-named records are described in the Sections of the Manual indi-
cated in the "reference® column. The exact format of the records exhibited
is not mandatory but the forms used should be designed to provide the same
basic information as those exhibited.

¢. The basie accounting system installed at the beginning of the Develop-
ment Period will be required for the duration of the term of the Annual
Contributions Contract. For this reason the Local Authority should design
its over=all system with this fact in mind so that at the beginning of the
Operations Period it will have the facilities for recording transactions
occurring during that period.

(Cont'd)
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4+ Revolving Fund or Poolad Aceosal, itonz. I the Local Authority
uses a revolving fund, mister s..oouut, or any type of pooled account for
the recording of transacilona ia comneciion with the planning,development,
or operation of projects under two or more Contrects with the FHA or in
connection with projects under Contract with the PHA and any other project
or enterprise of the Loeal Authority, the procedures for the accounting for
such transactions are 'n Sections 620 of this Manual,

5. Becording Tranifer of Preliminaxy Swrvays snd Planning Costs From
Ereliminary Loan Rooka of Acconnt and Paymont of FPrelimipary Note

a. The firat entries to be recorded in the Annual Contributions Contract
books of account will be the first advance of funda from the PHA and the
transfer of preliminary surveys and plamning costs from the Preliminary
Loan Contract boocks of account.

o
Sw

e

b. For the purpose of illustrating the method of transfer of costs the
same account balances shown in paragraph 11b of Section 603.1 are used
in this Section. The journal voucher to be prepared and recorded in the
General Ledger maintained for the Annual Contributiona Contract (contra
to the journal entry shown in paragraph 1lb of Section 603.1) is as
follows:

Debit: Account 1400, Land, Structures,
and Equipment $51,300

Credit: Account 2117, Accounts Payable =
PayroXl Deductlons

and Contributions $ 100
Credit: Account 2119, Accounts Payable - |
Other $51,200

‘The balances of the subsidiary accounts to Account 1400 as shown in the
Development Cost Ledger maintained for the Preliminary loan Contract shall
be posted to like accounts in the Development Cost Ledger maintained for
the Annual Contributions Contract. The check drawn on the General Fund

(or Preliminary Loan Fund) account maintained for the Preliminary lLoan
Contract (see Section 603.1) shall be deposited in the General Fund account
of the Annual Contributions Contract amd recorded in the Cash Receipts
Register as follows:

Debit: Account 1111, Cash - General Fund $300
Credit: Account 2119, Accounts Payable -
Other $300
(Conttd)
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¢. If the PHA deducts the principal of and interest on the Preliminary
Note from the first advance under the Annual Contributions Contract the
following entry in the Cash Receipts Register is necessary:

Debit: Account 1111, Cash - General Fund
(For the amount of the
check received from
the PHA) $48,500

Debit: Account 2119, Accounts Payable - Other
(For the amount of princi-
pal of and interest on
Preliminary Note deducted
from the first advance $51,500

Credit: Account 2122, Notes Payable - Advance
Notes - PHA $100,000
(For the total amount of
firat advance)

d. If the PHA does not deduct the principal of and interest on the
Preliminary Note from the firat advance under the Annual Contributions
Contract, the Local Authority shall, after deposit of the check for the
first advance, draw a check on the General Fund to the order of the PHA
for the amount of principal and interest due. The check shall be recorded
in the Cash Disbursements Register as follows:

Debit: Account 2119, Accounts Payable - Other
(ses entries in paragraph
5b above) $51,500

Credit: Account 1111, Cash - General Fund $51,500

e. The balances of all uncompleted preliminary survey and planning con-
tracts as stated in Account 1800, Uncompleted Contracts, and Account 1810,
Contract Awards -~ Contra, in the books of account maintained for the
Preliminary Loan Contract shall be closed out and the balances recorded

in like accounts in the books of account maintained for the Annual Contri-
butions Contract. Similarly, the balances of all uncompleted contracts
recorded in the Contract Register (see Section 608.1) maintained for the
Preliminary Loan Contract shall be transferred to the Contract Register
maintained for the Annual Contributions Contract.

6. Accounting for Development Costs
a. Geperal

(1) The term "Development Cost" means all costs incurred by the Local
Authority (excluding the value of donations in kind and the costs paiqd

(Cont'd)

/



HHFA
PHA
September 1958 LOW-RENT HOUSING MANUAL 604.1

from cash donations) in connection with the planning and development
of the project. pursuant to an approved Dev.iopment Cost Budget. It
includes all costs which are paid from moniea borrowed for the develop-
ment of the project, such as administre “ion expenses; interest on monies
borrowed for developrment )/; initial operating deficit, if any; plan-
ning costa; site acquisition; site improvements; dwelling and nondwell-
ing structures; and dwelling and nondwelling equipment. The term
"Davelopment Cost" must be carefully distinguished from the term "Land,
Structures, and Equipment." The term "Land, Structures, and Equipment,"
as used throughout this Mamual, means the cost of all land, structures,
and equipment comprising the project regardless of whether such costs
are paid from funds borrowed for development of the project or from
receipts from operation of the project. For example, the purchase of
property from development funda constitutes an increase in both
"Developmont Cost" of the project and the value of "Land, Structures,
and Equipment"; the purchase of property from operating receipts, how-
ever, constitutes an increase in the value of %Land, Structures, and
Equiprent” but does not affect the "Development Cost" of the project.
Also, tha disposition of property subsequent to the date of the deter~
mination of tho Minimum Development Cost 2/ results in a decrcase in
the value of "Land, Structures, and Equipmont" but does not affect the
"Developnont Cost" of the project.

(2) Costs incurred in connection with the dovelopment of the project,
wvhich constitute a propsr charge to "Development Cost,"” shall be
charged to Account 1400, Land, Structures, and Equipmont, and to the
subsidiary accounts to Account 1400.

(Cont'd)

1/ Interest on monies borrowed for the dovelopmoent of the project shall be
charged to the Development Cost of the project to (1) the Date of Full
Availability, (2) the date of Permanent Finaneing, or (3) a date which is
six months after Bond Dats, whichever occurs latest, except as othorwise
provided in the paragraphs viich follow.

If the PHA pays en Annual Contribution for a Non-Permanently Financed
Project pursuant to Scction 418 of the Annval Contributions Contract,
interest shall be charged to the Dovelopment Cost of such project only to
the Date of Full Availlability.

If the PHA pays an Annmual Contribution for a Non-Permanently Financed
Project purcuant to Section 415(CY{(3) of a Canmelidnted Annual Contributions
Contract, interest shall be charged to the Developmont Cost of such project
only to the end of the fiscal year preceding such Annual Contribution Date
or to the Date of Full Availability, whichever occurs latest.

2/ The date of determination of Minimum Dovelopment Cost with respect to each
project is the dnlivery date of Boi:l3, Sories Notes, or Permanent Notes
issued to permancntly finance such project, or in the case of Non-Pcrmanently
Financed Projects, the date as of vhich the PHA makes the determination of
the amount below which the Dovelopzent Coat of the project will in no event
fall for the purpose of paying an Annual Contribution with respect to such
Non-Permanently Financed Projects.

---------:--------m-------------------.
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7.

b. Recording Costs Separately for Fach Project. If two or more projects
are being developed under an Annual Contributions Contract, the Develop-

ment Cost Ledger shall be established in such & manner that costs can be
recorded separately for each project. Thi. can be done by establishing
a Development Cost Ledger for each project or by providing columns for
each project, by subsidiary account number, in a single Development. Cost
Ledger,

6, Allocation and Proration of Costs

(1) If two or more projects are being actively developed under an
Annuval Contributions Contract, it is necessary to determine what costs
can be allocated directly to a specific project or projects and what
costs must be prorated over all projects. Costs of services rendered
to, and costs of equipment, materials and supplies, etc. purchased

and used for a specific project shall be allocated directly to such
project. It should b2 specifienlly noted that intere n_monies
borroved ahall ba _alloented to each project on the basis of the amount
borrowed for each project. Some coats, however, do not lend themselves
to direct allocation. These must be prorated over all projects and
the results must be approximately correct. For example, salaries of
administrative persomnel engaged in work for all projects, office sup-
plies, office equipment, communication costs, travel expense, etc.
shall be prorated over all projects which are being developed on some
reasonable and equitable basis. The determination of the percentage
of proration may be based on (a) the relative number of dwelling units
being actively developed for each project; (b) the ratio of direct
costs of each project to the total direct costs for all projects being
actively developed; or (¢) such other basis as 18 considered consist~
ent with the effort applied to the development of each project.

(2) If the Local Authority has projects in operation at the same time
it 1s developing projects under an Annual Contributions Contract, and
part or all of the administrative staff is performing work for proj-
ects under development and in operation, a part of administrative
salaries and a part of other administrative and general expense may
be charged as development costs. However, the allocation of such
salaries and other costs must be on a basis consistent with the appli-

- cation of staff time and/or other effort applied to the development
of the projects.

Accounting for Development Contracts. All contracts executed by the Local
Authority in comnection with any phase of the development of the project

(such as construction contracts, equipment contracts, architect contracts,
etc.), including all change orders thereto, shall be recorded so that the
books of account will show at all times the (a) amount of contracts
avarded, (b) amount of contract payments and contract retentions which
represent approved contract billings, eand (c) balance of uncomple%ed )
Cont'd
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contracts. The procedures for reccrding transactions relating to develop-
ment contracts and for the maintensnce of a Contract Register are in
Section 608.1 of this Manual.

8. Accounting for Performance Deposits snd Bid Guarantles. In connection
with the award of certain contracts, the Local Authority will require
bidders to submit some form of bid guarantee and the successful bidders
wiii be required to furnish some form of performance bond. The instruc-
tions for the proper handling and accounting for deposits for bid
guaranties and performance bonds are in Section 609.1 of this Manual,

9., Accounting for Off-Site Utilities ox Other Facilities. Generally, the
local governing body or public utility company will pay the cost of con-

struction of off-site utilities or other facilities necessary to provide
utility service to the project or access thereto. In rare cases, however,
the Local Authority may, with the approval of the PHA, enter into a con-
tract with the local governing body or public utility company for the
construction of the necessary off-site utilities or other facilities
vhereby the Local Authority will agree to pay all or a part of the cost
of construction and the local governing body or publiec utility company
will agree to reimburse the Local Authority for such costs by periodic
cash payments, by remission of all or a part of payments in lieu of taxes,
or by remission of all or a part of certain utility charges. In such
cages, the costs paid by the Local Authority are chargeable to the Devel-
opment Cost of the project. The prccedures for recording the cost of off=-
site utilities or other facilities paid by the Local Authority and for
recording reimbursements by the local governing body or public utility
company are in Section 617.1 of this Mamual.

10. Accounting for Site Net Income

a. General. Prior to demolishirg and clearing the site, the Local
Authority may realize income and incur expenses in connection with the
rental of structures existing on the site at the time of acquisition

and from the rental of land for parking lots or for other purposes. In
such cases, the income earned and the expense incurred shall be recorded
in Account 1440.20, Site Net Income, up to the End of the Initlal Operat-
ing Pericd.

b. Recording of Income. Ordinarily, the Local Authority will be attempt-
ing to obtain early vacancy of the structures in order to permit demolish-
ing and clearing the site of existing structures and other improvements.
Except under unusual circumstances, such as when a large number of struc-
tures on the site are to be rented over a considerable period of time on
a relatively stable basis, income may be recorded on a cash basis. In
such cases, rental receipts shall be deposited in the General Fund and
recorded in the Cash Receipts Register as follows:

(Cont'd)
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Debit: Account 1111, Cashk - Genera’ Fund
Credit: Account 2:40.20, Site Net Income (and Account 1400)

When there are a large number oi' atructures to be rented over a consider-
able period of time, income should be recorded on an accrual basis in
accordance with the tenant accounting procedurss in Section 607.1 or 607.2
+f£ this Mapual.

¢. Recording Expenses. All direct expenses incurred in connection with
the rental of structures existing on the site at ths time of acquisition
or from the rental of land for parking lots or for other purposes shall
be charged to Account 1440.20, Site Net Income (and to Account 1400).
Direct expenses include items such as repairs and maintenance, utilities,
payments in lieu of taxes, etc.

d. Tenant Records. If income is recorded on an accrual basis, tenant
records should be maintained in accordance with the tenont accounting
procedures in Section 607.1 or 607.2 of this Manual. When income is
recorded on a cash basis, however, tenant records shall be maintained on
a memorandum basis and will usually consist of a Tenants Accounts Receiv-
able ledger, Cash Receipts, and Adjustment Slips which are more fully
deacribed as follows:

(1) Tenant Accounts Receivable Ledger. A loose leaf Tenants Accounts
Receivable Ledger shall be maintnined with a separate sheet for
each dwelling unit or other rentable space even though the space
may be vacant. As & minimum the ledger sheet should show the
name and address of the tenant, effective date of rental, and the
monthly rental rate; if the space is vacant, this information
shall also be shown. As of the beginning of each month, an entry
shall be made on the ledger sheet for each rented unit or space
for the amount of rent due for the month. Entriss on the ledger
sheet for the amount of rent collections shall be posted from
copies of cash receipts; entries for other charges and credits
shall be posted from adjustment slips.

(2) Cash Receipts. Cash receipts shall be issued for all rent collec=-
tions and shall ordinarily be prepared in duplicate. The original
of the receipt shall be given to the tenant and the copy retained
by the Local Authority for posting end auditing purposes. Cash
receipts shall be used as & posting media for recording collec-
tions in the Tenants Accounts Receivable Ledger. Collections
shall be summarized daily (or at other frequent intervals) and
deposited with the bank in the General Fund. Specimen forms of
cash receipts are shown sz exhibits to Sections 607.1 and 607.2
of this Manual. :

(Cont'd)
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(3) Adjustment Slips. Adjustment slips shall be prepared for all
charges and credits to tenants other than for the reguler monthly
rental charge and for payments received on account. All adjust-
ments slips shall be approved by the Executive Director or his
authorized representative. The refund of rent to tenants, which
is sometimes given as an inducement for early vacancy or to cover
costs of moving, and the write-off of uncollectible rent shall
be made only on the basis of Local Authority resolutions or by
an official of the Local Authority to whom such authority has
been delegated by resolution of the Board of Commissioners
authorizing such refund or write-off. Adjustment slips shall be
used as a posting media to the Tenants Accounts Receivable Ledger
and shall be posted currently. A specimen form of adjustment
slip is shown as Exhibit 3 to Section 607.1 of this Manual.

11. JAccounting for Nonexpendable Eauipment. Equipment record cards shall be
prepared for all items of nonexpendable equipment. Instructions for the

establishment and maintenance of equipment record cards are in Sections
618 of this Manual.

12. Accounting for Proceeds From Disposition of Property. Prior to the date
of the determination of the Minimum Development Cost 1/, the proceeds from

the disposition of real or personal property shall be applied to the
reduction of the Development Cost of the project. After the date of the
determination of the Minimum Development Cost 1/, the proceeds from the
disposition of real property shall be deposited in the Advance Amortiza-
tion Fund and the proceeds from the disposition of personal property shall
be deposited in the General Fund as an operating receipt or applied to the
cost of a replacement. Instructions for recording transactions involving
the disposition of property are in Sections 618 of this Manual.

13. Accounting for Initial Operating Deficit

a. General. The Initial Operating Period with respect to each project
means the period commencing with the date of initiation of such project
and ending with (1) the last day of the calendar quarter in which ninety-
five percent (95%) of the dwelling units are occupied, (2) the end of the
calendar quarter which is six, seven, or eight months after the Date of
Full Availability, or (3) the end of the calendar quarter next preceding
the date of physical completion, whichever occurs the earliest. ?uring )
Cont'd

1/ The date of determination of Minimum Development Cost with respect to each
project is the delivery date of Bonds, Series Notes, or Permanent Notes
issued to permanently finance such project or, in the case of Non-Permanently
Financed Projects, the date as of which the PHA makes a determination of
the amount below which the Development Cost ¢f the project will in no event
fall for the purpose of paying an Annual Coniribution with respect to such
Non-Permanently Financed Project.

-9
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the Initial Operating Period, the income earned and the expense incurred in
connection with the initial operation of the project shall be recorded in
Account 1425, Initial Operating Deficit. Income 40 be credited to Account
1425 normally includes the income from rental of structures constructed on
the site, charges to tenants for excess utilities and/or other services,
interest earmed (from Date of Full Availability) on General Fund investments,
etc. Expenses chargeable to Account 1425 normelly include administrative and
general expense applicable to the initial operation of the project, the cost
of dwelling and nondwelling utilities, and the cost of labor, materials and
supplies, and contract costs incurred in connection with the ordinary main-
tenance and operation of the project.

b. Accounting for Administrative and General Expense During the Initial
Operating Period _

(1) For accounting purposes, the Initial Operating Period usually begins
with the date of initial occupancy of the project. However, certain types
of costs incurred prior to initial occupancy are chargeable to Account
1425, Initial Operating Deficit. Such costs may include, but are not
limited to, salaries of tenant selection personnel, salaries of personnel
employed specifically to handle tenant accounts, and the cost of stationery,
forms, and office supplies purchased for use in connection with the opera-
tion of the project.

(2) Beginning with the date of initial occupancy it is necessary to
determine what costs can be allocated directly to Account 1425 and what
costs must be prorated over all development cost accounts in the 1410
group and to Account 1425. Salaries of personnel engaged solely in the
operation of the project, and the cost of materials and supplies purchased
solely for the operation of the projJect shall be allocated directly to
Account 1425. However, if administrative personnel are engaged in both
the development and initial operation of the project the salaries of such
personnel shall be prorated over accounts in the 1410 group and Account
1425 on some reasonable and equitable basis.

¢. Classification of Income and Expense During the Initial Operating Period. -
An apalysis of Account 1425, Initial Operating Deficit, shall be maintained by
use of the following sub-accounts:

1425/3110 Dwelling Rental

1425/3120 .Exéess Utilities

1425/3190 Nondweliing Rental

1425/3610 interest on General Fund Investments
1425/3690 Other Income
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1k25/4110 Nontechnical Salaries

1425/4120 Technical Salaries

1425/4130 Legal Expense

k25 /h1ko Employee Benefit Contributions
1h25/4190 Other Administration Expense
1425/4310 Water

1425/4320 Electricity

1425/4330 Gas

1425/4340 Fuel

1425/4390 Other Utilities Expense
1425/4410.1 Iabor - Utilities

1425/4410.2 Labor - Maintenance and Operation
1425/4420 Materials |
1k25/4430 Contract Costs

1425/4510 Insurance

1425/4520 Payments in Lieu of Texes
1425/4530 - Terminal Leave Payments
1425/4570 Collection Losses

1h25/4590 Other General Expense

1425/4620 Casualty Losses - Noncapitalized

Definitions of the above sub-accounts are in Form PHA-2600.

d. Initial Operating Iedger. An Initial Operating Ledger shall be maintained,
by project, as & subsidiary to Account 1425 in the Development Cost Ledger, for
recording income and expense according to the sub-account classification shown in
paragraph 13c above. A specimen form of an Initial Operating Ledger sheet,
which is a columnar arrangement of all Initial Operating Deficit sub-accounts,
is shown as Exhibit 1. In lieu of this specimen form, the Local Authox('ity may

' Cont'd
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maintain a separate ledger sheet (similar to a General Ledger sheet) for each

sub-account. The net total of all charges and credits recorded in the Initial
Operating Iedger shall at all times be in agreement with the net total of the

charges and credits recorded in Account 1425 in the Development Cost Ledger.

e. Tenant Accounting. Tenant accounting records shall be established at the
time of initial occupancy in accordance with the procedures prescribed in Sec-
tion 607.1 or 607.2 of this Manual. The tenant accounting records established
at this time will be continued throughout the Operations Period.

f. Payments in Lieu of Taxes. The amount of payments in lieu of taxes accru-
ing to & municipality or other local taxing body during the Initial Operating

Period, excluding that portion of payments in lieu of taxes, if any, which is

to be applied as a reimbursement of payments for off-site utilities » shall be

recorded as follows: :

Débit: Account 1425/4520, Initial Operating Deficit -
Payments in Lieu of Taxes

Credit: Account 2137, Accrued Liabilities - Payments
in Lieu of Taxes

Instructions for the computation and recording of payments in lieu of taxes
are in Section 616.1 of this Manual.

g. Remitted Payments in Lieu of Texes and Utility Charges. The amount of pay=
ments in lieu of taxes and/or the cost of utilities espplicable to the Initial
Operating Period which are to be applied as reimbursement of payments of off-
site utilities shall be recorded as follows:

Debit: Account 2810, Unreserved Surplus
Credit: Account 1510, Payments for Off-site Utilities

Instructions for the recording of reimbursements of payments for off-site
utilities, whether in the form of cash payments, the remission of all or a
part of payments in lieu of taxes, or by the remission of all or a part of
utility charges, are in Section 617.1 of this Manusal.

h. Inventory of Materials and Supplies. During the Initial Operating Period,
the Local Authority will ordinarily purchase various quantities of materials
and supplies for use in mzintenance and operation of the project. As of the
End of the Initial Operating Feriod, the Local Authority shall take a physical
inventory of unused materials and supplies which have been charged to Account
1425 but are available for use during the Operations Period. The items in

(Cont'd)
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inventory shall be priced at cost and the total cost shall be recorded in the
books of account as follows: '

Debit: Account 1260, Deferred Charges - Inventories - Materials
Credit: Account lh25/ MQO , Initial Operating Deficit - Materials

The total cost of materials and supplies in inventory may be charged directly
to Account 4420, Materials, at the beginning of the Operations Perlod or the
cost of each item may be charged to the appropriate expense account at the
time of issuancé to the project, depending upon the Iocal Authority's method
of handling inventories.

i. Preparation of Statement of Initial Operating Income and Expense (Exhibit

2)

(1) The Statement of Initial Operating Income and Expense,Form PHA-2603, is
a one-time report which shall bs prepared as of the End of the Initial
Operating Period for each project. The original and one copy of this
report, signed by the person preparing the report and by the officer of

the Loecal Authority delegated authority to sign financial reports (see
Section 606.1), shall be dispatched in time to reach the PHA not later

than the twentieth of the month following the End of the Initial Operating
Period. The report should be mailed to:

Conptroller
Public Housing Administration
Waghington 25, D. C.

A supply of these forms may be obtained from the PHA upon request addressed
to: '

Director, Office Services Branch
Public Housing Administration
Washington 25, D. C.

(2) The cumulative totals of the income and expense accounts subsidiary
to Account 1425, as shown on the Initial Operating Ledger (see Exhibit 1),
shall be reported on the Statement of Initial Operating Income and Expense
in the spaces provided. The net credit or debit balance of Account 125
in the Development Cost Ledger must be in agreement with the net income or
deficit shown on the Statement of Initial Operating Income and Expense.
The amount of payments in lieu of taxes or utility charges epplied as
reimbursement of payments for off-site utilities shall be shown as a foot-
note to this statement.

(3) If any adjustments to Account 1425 (see paragraph 131 below) are -
required after the End of the Initial Operating Period, an a.mended( )
Cont'd
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Statement of Initial Operating Income and Expense, showing the net income
or deficit as adjusted, shall be prepared and submitted to the PHA as of
the end of the fiscal year following the date such adjustments are made.
The amended Statement shall show the Initial Operating Period ending date,
but it must be marked to show "Amended Statement."

J. Computation of Payments in Lieu of Taxes. Form PHA-2267, Computation of
Payments in Iieu of Taxes, shall be prepared as of the End of the Initiel
Operating Period in accordance with the instructions in Section 616.1 of this
Mamal, and submitted to the Comptroller, Public Housing Administration,
Washington 25, D. C. with the Statement of Initial Operating Income and
Expense.

k. Closing Entries at End of Initial Operating Period. After preparation of
the Statement of Initial Operating Income end Expense (Exhibit 2), the Initial
Operating Ledger (Exhibit 1) shall be totalled and ruled. If the operations
during the Initial Operating Period result in a deficit, the amount of such
deficit shall remain in Account 1425 as a part of the Development Cost of the
project; if the operations result in a net income, however, the amount of such
income (net credit balance of Account 1425) shall be transferred, by Journal
voucher, to Account 2700, Income and Expense Clearing Account as follows:

Debit: Account 1425, Initial Operating Deficit

Credit: Account 2700, Income and Expense
Clearing Account

The debit entry to Account 1425 shall be posted in the Development Cost Ledger

but no entry is required in the Initial Operating Ledger, since the Initial

Operating Ledger is to remain a permanent record of the Local Authority's

operations during the Initial Operating Period. The net income from operations,
if any, shall be applied to the reduction of the Accruing Annual Contribution

é sie :;nstructions for computing the Accruing Annual Contribution in Section
2h.1).

1. Adjustments to Account 1425, Initial Operating Deficit. Adjustments affect-
ing any of the income or expense accounts applicable to the Initial Operating
Period shall not be recorded as a prior year adjustment, but shall be recorded
in Account 1435, Initial Operating Deficit, in the Development Cost Ledger and
to the appropriate income or expense account in the Initial Operating Ledger.
After recording all such adjustments, an amended Statement of Initial Operating
- Income and Expense shall be prepared as prescribed in paragraph 13i above.
The net increase or decrease in the amount of initial operating income, if any,
resulting from adjustments to Account 1425, shall be recorded as a debit or
credit to Account 1425 and as & credit or debit to Account 2810, Unreserved
Surplus, as applicable.

(Cont'd)
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15.

16.

17 3

Accounting for Notes and Bonds Payable. The procedures for obtaining PHA
approval of the amount of funds needed by the Local Authority for the develop-
ment of the project and for the requisition of amounts approved are set forth

" in Sections 303.1 and 303.2 of this Manual. Instructions for the accounting

for transactions relating to the sale of Advance Notes, Permanent Notes,
Temporary Notes, Series Notes, and Bonds are in Sections 621 of this Mamual.

Recording Accounts Payable and Accrued Liabilities. At the close of each
quarter, all items of Development Costs incurred but not paid shall be recorded
in the books of account. Such Costs include, but are not limited to, unpaid
bills and invoices for services rendered and/or materials received, salaries
and wages earned but not paid, accrued interest on notes and bonds payable,
accrued utilities expense, accrued insurance, accrued payments in lieu of taxes,
etc. Accounting instructions for recording accounts payable and accrued
liabilities are in Section 610.1 of this Manual.

Trial Balances. At the close of each quarter, a trial balance of the General .
Tedger and all subsidiary ledgers shall be taken to determine that the General
Iedger is in balance and that the totals in the subsidiary ledgers are in

agreement with the balances in the applicable General Ledger control accounts.

Financial Reporting. Instructions for the preparation and submission of
financial reports during the Development Period are in Section 606.2 of this
Manual. '

- 15 - HHFA-PHA, washn, DoC-
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Contract No.

(Name of Local Authority)

(Location)

STATEMENT OF INITIAL OPERATING
INCOME AND EXPENSE

(Date)

Project Moo No. of Dwelling Units ____

1425/3110
1425/3120
1425/3150

1425/3610
1425/3690

- ON\ET W N

8 |ik2s/110
9 |1k25/k120
10 {1h25/h130
11 Jal2s/hiko
12 |1425/6290

14 |1425/4320
15 ]1h25/14320
16 |1k425/h330
17 |1hk25/h340
18 |1k25/4390

20 |1425/4410.1
21 [1425/h120,2
22 |1425/L420
23 |1h25/uk30

25 |1s25/h510
26 [1425/L520
27 [1425/L530
28 |1k25/L570
29 {1L25/4590

31 |1L25/L620

Dwelling rental

$

Excess utilities

Nondwelling rental

Total Rental Income (Lines 1, 2, and 3)

Interest on general fund investments

Other income

Total Initial Operating Income (Lines 4,5,%5)

tial Operatin ens

Administration:
Nontechnical salaries

Technical salaries

Legal expense

Brployee benefit contributions

Other administration expense

Total Administration Expense

Utilities:
Water

Electricity

Gas

Fuel

Other utilities expense

Total Utilities Expense 1/

Ordinary Maintenance and Operation:
Labor - utilities

Labor ~ maintenance and operation

Materials

Contract costs

Total Ordinary Maintenance and Operation

QGeneral Expense:
Insurance

Payments in lieu of taxes 2/

Terminal leave payments

Collection losses

Other general e:pense

Totel General Expense

Nonroutine Maintenance:
Casualty losses - noncapitelized

Totel Initisl Operating Expense (Lines 13
19, 2h, 30, and 31) ’

Initial Operating Income (Deficit)
(Line 7 minus Line 32)

1/ Remitted utilities expense
7/ Remitted payments in lieu of taxes

Prepared By:
Name

Approved By:
Name

Title

Date Title

Date
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Accounting Procedures for the Operations Period
Contents |

1, General
2, Chart and Definitions of Accounts
3¢ Books of Account and Accounting Records
4, Revolving Fund or Pooled Account Transactions
5¢ Accounting for Operating Income
6e¢ Accounting for Operating Expenses
7« Accounting for Operating Receipts and Expenditures
of Non-Permanently Financed Projects
8. Special Instructions for Accounting for Rental
Income and Utilities Expense '
9¢ Accounting for Other Income and Expense Not
Affecting Residual. Receipts
10, Accounting for Prior Year Adjustments
11, Accounting for Gain or Loss From Disposition of
Property
12, Accounting for Other Operating Receipts and
. Expenditures
13, Other Accounting Transactions
14, Closing the Books of Account
15, Financial and Budgetary Reporting

9
HE g B HEWWNHE k:i

8

R&k

1. General

8 The Operations Period begins on the first day of the month following
the end of the Initial Operating Periods The books of account established
during the Development Period shall be contimued in the Operations Period
but the Local Authority must establish certain additional books of account
to record properly all transactions relating to the operation of the
projectss '

be The purpose of this Section is to prescribe the books of account to
be maintained and to provide accounting procedures for the recording of
transactions relating to the operation of the projects, The procedures
prescribed herein are applicable to all projects in which the PHA has a
financlal lnterest regardless of the type of contract, Where the tems
of the various contracts require different handling of certain types of
~ transactions, the procedures for the recording of such transactions to

conform with the terms of the contract are set forth in the text dealing
with that gpecific subject,

2o Chart and Definitions of Accounts, The chart and definitions of accounts
prescribed by the PHA are set forth in Form PHA-2600, Uniform System of
Accounts (Chart and Definitions)s There are certain accounts wh:;.ch are

Cont'd)
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specifically applicable to the Preliminary and/or Development Periods and
will not be used during the Operations Period; there are other accounts
which some Local Authorities may never use but these are included in the
chart to provide for all types of transactions which may occur at some
Local Authorities. The Local Authority shall select from the chart the
accounts to record the transactions which occur during the Operations
Perdod properlye.

3. Books of Account and Accounting Records

ae The books of account and accounting records, with references to the
applicable Sections of the Manual containing instructions for their use,
which were established during the Development Period ard are to be con-
tinued during the Operations Period are as followss '

Reference
General Ledger | | Sec, 602.1
Cash Receipts Register Sec, 602.1
Cash Disbursements Register Sece 6021
' Development Cost Ledger 1/ Secs 602,1
Voucher Checks | Secs 602.1
Journal Vouchers Sece 6021
Contract Register ' , ‘ Sece 608.1
Insurance Register Sece 6141
Investment Register Sece 615.1
Payroll and Leave Records Sece 602.1
Petty Cash Vouchers : Sec, 612,1
Travel Vouchers Sec. 611.1
Equipment Record Cards ( Secs. 618
Purchase Orders Sece 602,1
Tenant Accounting Records Sece 607.1 ad
6072
(Conttd)

I/ The Development Cost Ledger shall be maintained until the Actual Develop=
ment Cost Certificate is issued and retained as a permanent record of the
Development Cost of the project,

o2 e
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Some of the above records may be continued without modification; others
will require changes to provide for the accunmlation of additional ac-
counting information relating to the Operations Period,

bs In addition to the records named in paragraph 3a above the local
Authority should make arrangements to provide the following additional
records, as necded, as part of the accounting systems '

Reference
Income Ledger Sec, 602,1
Expense Ledger Sece 602,1
Property ledger Secs, 618
Stock Record Cards Secs. 618
Stores Requisitions Secs. 618

The above-named records are described in the Sections of the Manual
indicated in the “reference® coluan, The exact format of the records
exhibited is not mandatory but the records used should be designed to
provide the same basic information as those exhibited.

4, Revolving Fund or Pooled Account 'fransactionss If the Local Authority
uses a revolving fund, master account, or any type of pooled account for
the recording of transactions in connection with the planning, development,
or operation of projects under twc or more contracts with the PHA, or in
connection with projeccts under contract with the PHA and any other project
or enterprise of the Local Authority, the procedures for the accounting
for such transactions are in Sections 620 of this Manual.

5¢ Accounting for Cperating Income

2. Generals The subsidiary accounts to Account 3000, Operating Income
(Control) (Accounts 3110 through 3690), have been preseribed for the
purpose of classifying income as to the source from which it is derived,
The Local Authority may provide for an additional breakdown by use of
sub=accounts to the prescribed accounts, but the sube~accounts must be
maintained in such manner that the totals can be readily combined into

the prescribed accounts for unifoim reporting purposes.

be Sepregating Operating Income. Except as otherwise provided in para-
graphs 7 and 8 below, operating income shall, as a minimum, be segregated
by contracts If the Local Authority budgets operating income by "income
entity," however, all items of income shall be segregated by "income
entity,* except that items of non-project income, such as interest on
(Cont'd)

—3-



HHFA
PHA
605+1 LOW-RENT HOUSING MANUAL September 1958

B O W W G A G A @ G W W G D P G S R B Y S G G D W G N PP OGP W N W W B e -

general fund investments and other items of income not readily identi-
fiable by project, may be recorded by contract only. An "income entity”
may consist of a single project or a group of projects under the same
contract with the PHA which are combined for rent collection purposes
(see Exhibit 14, Section 401.1 of this Mamual). Operating income may
be further segregated as desired by the Local Authority,.

ce Income Ledger

(1) An Income Ledger shall be established as a subsidiary ledger to
Account 3000, Operating Income (Control), for recording operating
income by account classification (Accounts 3110 through 3690), by
income entity, or such other subdivision desired by the Local Authority,
e«gs by project or by group of projects combined for rent collection
purposes. The Income Ledger may be established as a separate ledger

or as a separate section of the General Ledger. A specimen form of
Income ledger sheet and instructions for its use is in Section 602,1

of this Manual,

(2) If operating income is segregated by contract only, the Local
Authority may establish the separate detailed income accounts (Accounts
3110 through 3690) in the General Ledger in lieu of the control account
(Account 3000). '

6e Accounting for Operating Expenses

as Genorale The operating expense accounts (Accounts in the 4000 group)
are divided into five major functional groups: (1) administrationg (2)
utilities; (3) ordinary maintenance and operation; (4) general; and (5)
nonroutine mainterance, The detailed accounts under each functional group
are for use in classifying expenditures accornding to the character of what
is received in exchange, such as personal services (salaries and wages),
materials, contract costs, insurance, etcs The Local Authority may proe
vide for an additional breakdown of expenditures by use of subdivisions

of the prescribed accounts, but the sub-accounts must be maintained in
such manner that the totals can be readily ccmbined into the preseribed
accounts for uniform reporting purposes,

be Accounting by Organization Unit. In order to provide adequate budge
etary, accounting, and management control of its operations, the local
Authority should establish organization units which will provide a clear
delegation of authority and line of responsibility for the management,
operation, and maintenance of the projects and for budgeting and accounting
for operating expenses, Provision shall be made in the accounting records
to accumulate expenses separately for each organization unit for which a
budget has been prepared and submitted to the PHA on Form PHA=2565,
Expenditure Budget for an Organizaticnal Unit, in accordance with Section
501,11 of this Manual,

(Cont*d)
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ce Accounting by Contract or Other Program, local Authorities which
have two or more contracts with the PHA and Iocal Authorities which have
one or more contracts with the PHA together with projects in other pro-
grams (projects in which the PHA has no financial interest) shall make
provisions in their accounting records to accumulate expenses separately,
by organization unit (if applicable), for each contract or other program.
The PHA requires a separate report of expenses for each organization unit
and for each contract in which it has a financial interest, as well as a
consolidated report of expenses for the total low-rent program of the
Iocal Authority.

de. Distribution of Operating ?genses = Iocal Authorities With a Single
Program Under a Single Contrac

(1) General

(a) The instructions in this paragraph 6d are applicable to
Local Authorities engaged in the operation of projects under a
single contract with the PHA and which have no other program or
enterprises Ilocal Authorities in this category which budget
operating expenditures by organization unit shall accumulate -
operating expenses by account classification, separately for
each organization unit, Local Authorities which do not budget
soperating expenditures by organization unit, however, may record
operating expenses by account classification only. In any event,
items of extraordinary maintenance expense (Account 4610) must
be accumulated by job (see paragraph 6d(17) below). Special
instructions relating to the separate recording of expenses of a
Non-Permanently Financed Project and the segregation of utilities
expenses in certain cases are set forth in paragraphs 7 and 8
below,

(b) If the local Authority deems it necessary or desirable,
operating expenses may be segregated by project or by any come
bination of projects in the same organization unit. Instructions
for the distribution of operating expenses by organization unit
are in the paragraphs that follow.

(2) Salaries = Accounts 4110 and 4120, The salaries of administrative
personnel should be charged to the organization unit tc which such
employees are assigned,

(3) legal Expense - Account 4130. legal services are usually con=
sidered a function of the Central Cffice and all charges to this
account may be charged to the Central Office organization unit.

(Conttd)
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(4) Employee Benefit Contributions ~ Account 4140. Employee pension,
rezirement, and health and welfare plans are usually based on a legal
or contractual obligation established by law or by Local Authority
policy and all charges to this account may be charged to the Central
Office organization unit,

(5) Other Administration Expense ~ Account 4190

(a) All items of other administration expense may be considered
an expense of the Central Office organization unit although all
or a portion of certain items of expense can be traced to or be
identified with other organization units, The Local Authority
may, however, elect to charge each item of other administration
expense to the organization unit to which such expense is
directly related,

(b) Since this account includes such a variety of expense items,
the local Authority may find it desirable to subdivide this
account to segregate the various types of expense involved, such
_as stationery and other office supplies; postage; communication
services; messenger services; armored car services; travel; etce
In any event, however, a separate subsaccount shall be maintained
for recording items of Miscellaneous Authority Expense, as de=
fined in Section 503.) of this Mamal, or in Section 2,3 of the
Small Yow=Rent Programs Manual-Cperation, as appropriate, for the
purpose of reporting to the PHA the total cost of Miscellaneous
Authority Expense as a separate item of expense.

(6) Utilities Expense = Accounts in 4300 Croup. The cost of utilities
should be charged to the organization unit for which useds If utili=
ties are furnished through a single meter to two or more projects in
different organization units, the costs may be prorated over all such
projects on some reasonable basis.

(7) labor - Utilities = Account 4410,1

(a) local Authority~owned utility plants which serve projects
in a single organization unit are ordinarily considered a part
of that organization unit. The utility plants which serve proje-
ects in two or more organization units are ordinarily considered
a separate organization unit. In either event, the salaries and
wages earned by employees while engaged in the operation of
utility plants should be charged to the organization unit of
which the utility is a part.

(b) When tenants are billed for excess consunption of water,
electricity, gas, etce on a metered basis, the salaries and wages
earned by employees for the time engaged in the reading of check
meters should be charged to the organization unit which includes
the project or projects for which the meters are read,

(Conttd)
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(8) labor = Maintenance ard Cperntion = Acecunt 4410.2, Ordinarily,
the charges to tlds account, represent Lthe salaries and wages of pere
sonnel assigned to the loenl futhority's resular maintenance staff,
including personnel employed on a part~iime basis to supplement the
regular staff during seasonal or other peak periodss’ However, if any
maintenance employees are agsigned other dnties, such as the operation
of Local Authority-cimed utility plants, the performance of an extraore
dinary maintenance job, the reconstruction or restoration of damaged
property, or work in connecticn with a property betterment or addition,
the salaries earned by such employees while so engaged shall not be
charged to this account, but shall be charged to the appropr:l.ate
account provided for such purposes (see definitions of Accounts 4410.1,
4610, 4620, 7540, and 7560 in Form PHA-2600). The salaries and wages
of maintenance employces charged to Account 4410,2 shall be charged to
the organization unit to which such employees are assigned or detailed.

(9) Materials = Account 4420. The charges to this account represent
the cost of materials, suppiies, and expendable equipment, including
items of equipment of a capital nature (such as water heaters, motors,
bathroom equipment, etc. but not nonexpendable equipment) which are
normally considered real properiy when attached or installed in a
fixed position, used in connection with the ordinary maintenance and
operation of the projectss The cost of materials should be charged
to the organization unit for which vsed.

(10) Contract Costs « Account. 4430, The charges to this account repe
resent. contract costs incurred in connection with the oxiinary maintee
nance and operation of the prejects and should be charged to the
organization unit which would ordinarily perform the work if it were
done by local Authority personnele

(11) Insurance = Account 4510, The expired portion of insurance and
fidelity bond premiums chargeable to this account may be charged to
the Central Office organization unit.

(12) Payments in Lieu of Taxes = Account 4520, Payments in lieu of
taxes may be charged to the organization unit to which such payments
are applicable or to the Central Office organization unit.

(13) Terminal Leave Payments ~ Account 4530. All terminal leave
payments may be charged to the Central Office organization unit,

(14) Collection losses « Account 4570s Collection losses should be
charged to the organizstion unit to which such losses are applicable,

(15) Interest on Administrative znd Surdry Notes = Account 4580,
Interest on administrative and sundry notes should be charged to the
Central Office organization unit,.

(Cont*d)
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(16)

Other General Expense = Account 4590, The charges to this

account may be charged to the organization unit to which such charges
are directly related, or all charges to this account may be charged
to the Central Office organization unit,

(17)

(18)

Extraordinary Maintenance - Account 4610

(a) The charges to this account represent the cost of labor,

materials, and contract work directly related to an extraor-
dinary maintenance job. The definition of this account
provides for subdividing the account to segregate costs for
(1). labor, (2) materials, and (3) contract costs,

(b) A "job number® should be assigned to each extraordinary
maintenance job and scparate cost records shall be maintained
for each such jobe The cost of each extraordinary maintenance
Job should be considered an expense of the organization unit
responsible for the performance of such worke See Sections
60642 and 606.3 for procedures for the separate reporting of
extraordinary maintenance costs for each job and each organi=
zation unit,

Casualty losses = Noncapitalized = Account 4620

(a) The charges to this account represent the cost of labor,
materials, and contract work directly related to the restoration
of damaged property to the extent provided in the definition of
the account. The definition of the account also provides for
subdividing the account to segregate the cost of (1) labor, (2)
materials, and (3) contract costs.

(b) The cost chargeable to this account should be charged to
the organization wnit which performs the restoration job; if
the entire job is performed under contract, the contract costs
should be charged to the organization unit normally responsible
for such worke In order to facilitate settlement of insurance
claims, the local Authority may find it desirable to maintain
a separate cost record for each job,

(c) The proceeds from insurers or others shall be credited to
the organization unit to which the costs are charged.

e Distribution of Operating Expenses = local Authorities With Multiple

Programs

(1)

General

(a) The instructions in this paragraph 6e are applicable to
Local Authorities enciged in the operation of projects under

™ O @ B o W @ G W WG G B W B T S WD ® B M S W I B A S e S % s B >
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two or more contracts with the PHA and to Lecal Authorities
engaged in the operalion of projects under one or more contracts
with the PHA together with projects in other programs (projects
in which the PHA hos no finmancial interest)s ILocal Authorities
in this category which budget operating expenditures by orgapi-
zation unit shall accumunlate operating expenses, by account
classificati-n, separately for each organization unit and for
each contract or other progran included in the organization
unite Tocal Authorities which do pot budget operating expendi=-
tures by organization unit shall accumulate operating expenses,
by account classification, separately for each contract and/or
other programs. In either event, items of extraordinary maine=
tenancs expense (Account 4610) must be accounted for by job
(see paragraph 6e(17) below)s Special instructions relating
to the separate accumulation of expenses of a Non~Permanently
Financed Project and the segregation of utilities expense in
certain cases are sot forth in paragraphs 7 and 8 below.

(b) If the local Authority deems it necessary or desirable,
operating expenses may be segregated by project or by any come
bination of projects in the same organization unit and under
the same contract, but financial and budgetary reporting proe
cedures require the reporting of operating expenses only by
organization unit and by contract. Instructions relating to
the accunmlation of operating oxpenses by organization unit
and by contract or program are in the paragraphs that follow.
References hereoinafter made to the accurmlation of expenses
of an organization unit by “contract or program" shall mean °
those organization units which. include projects under two or
more contracts with the PHA or organization unitz which ine
clude projects under one or more contracts with the PHA
together with projects in other programs (projects in which
the PHA has no financial interest), as applicable.

(2) Salaries = Account 4110 and 4120. The salaries of administra-
tive personnel shall be charged to the organization unit to which
such employees are assigned and shall be distributed to the appli-
cable contracts or programse. The salaries of administrative
personnel assigned duties related exclusively to a single contract
or program shall be allocated directly to such contract or programe
The salaries of personnel assigned duties related to more than one
contract or program shall be prorated over such contracts or pro-
grams on the basis of some reasonable estimate of effort involveds

(3) lepgal Bxpense = Account 4130, Legal services are usually cone
sidered a function of the Central Office and all legal expenses may
be charged to the Central Office organization unit, and shall be
distributed to the contract or program for which such services are
rendered, Fees, retainers, and other items of legal expense which
(Cont'd)
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can be identified with a specific eontract or program shall be

charged to such contract or program, btut iteas of lepal expense
which are related to more than one contract or program shall be
prorated over the contracts or programs to which applicable on

some reasonable basis.

(&) Employee Bencfit Contribmtions - Account 140, BEmployee pension,
retirement, and health and welfare plans are vusually based on a legal
or contractual obligation established by law or by Iocal Authority
policy and all charges to this account may be charged to the Central
Office organization unit and shall be distributed to contract or
progran in the same ratio that salarier and wages are charged to such
contract or program.

(5) Other Administration Expense = Account 4190

(a) ALl items of other administration expense may be considered
an expense of the Central Office organization unit although all
or a portlon of certain items of expense can be traced to or
jdentified with other organization unitss The Local Authority
may, however, elect to charge cach item of other administration
expense to the organization unit to which such expense is
directly related, Regardless of the organization unit to which
other administration expense is charged, the amount charged to
each organization unit shall be distributed to tho contracts or
programs served by such organization unite The method of dise
tribution may vary according to the nature of the expense
involved. There are certain items of expense (such as stationery
and. other office supplies, postage, communication services,
rental of office space, etc.) which are usually applicable to,
and must be prorated over, all contracts or programsg; other items
of expense (such as fiscal agent fees, collection agent fees,
etc,) may be related to a specifie contract or program and shall
be charged directly to such contract or program.

(b) Since this account includes such a variety of expense items,
the local Authority may find it desirable to subdivide it to
segregate the various types of expense involved, such as sta-
tionery and other office supplies; postage; travel; commmication
services; messenger services; armored car services; ete, In any
event, a separate sub-account shall be maintained for recording
items of Miscellaneous Authority Expense, as defined in Section
503,1 of this Manual, or Section 2,3 of the Small Low=Rent
Programs Manual-Operation, as appropriate, for the purpose of
reporting to the PHA the total cost of Miscellaneous Authority
Expense as a separate item of expense.

(Cont'q)
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(6) Utilities Expense - Accounts in 4300 Group. The cost of utilities
should charged to the organization unit for which used. When an
organization unit includes projects under different contracts with the
PHA or projects in other programs, utilities costs shall be distributed
to contract or program on the basls of utilities used by the projects
in each such contract or p _ram. If utilities are furnished through
. & single meter to projects in different contracts or progrems, the costs
may be prorated over the contracts or programs on some reasonable basis.

(7) labor = Utilities ~ Account 4410.1

(a) Iocal Authority-owned utility plants which serve projects
in a sinpgle organization unit will ordinarlly be considered a
part of that organization untts Tho utility plants which sorve
projocts in two or moro organization units will ordinarily be
considored a soparatn organization unit. In either ovont, the
salaries and wagos carncd hy cmployees while engaged in the
opcration of utility plants shall be charged to the organiza-
tion unit of which tho utility plant is a part. The total
charges to this account for each organization unit shall be
distributed to the contracts or programs served by the organie
zation unit. The distribution must be based upon a reasonable
ectimate of tho services furnlshed. '

(b) When tenants are billed for axcess consumpiion of vater,
electricity, gas, otce on a metered basis, the salaries and wages
earncd by cmployces for the time engaged in the reading of check
meters shall be charged to this account and to the organization
unit which includes tho projoct or projects for which tho meters
aro rend. The cost of reading check meters for each organization
unit shall be distributed to the contracts or programs served by
such organization uwnilt,

(8) 1labor - Maintenance and Overation = Account u0,2

(a) Ordinarily, tho charges to this account, represent the
salnarios and wages of personnel assigned to the Iocal Authority's
regular malntenanco staff, including porsonncl employed on a
part-tinmo basis to supplement its repular staff during scasonal
or othor pcak perlods. lHowever, if any maintenance employcos
are assipgned other duties, such as the operation of Local
Authority~owicd utility plants, the porformance of an extraore
dinary maintenanece job, ithe rcconstruction or restoration of
damaged property, or work in conncction with a property bettere
ment or addition, the salaries and wapes carned by such cmployees
while so enpaped shall not be charped to this account, but shall
be charped to tho appropriate account provided for such purposeo
(sec definitions of Accounts #410.1, 4610, 4620, 7540, and 7560
in Form DJIA-2500).

(Conttd)
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(9)

(b) The salaries and wages of maintenance employees should be
charged “o the organization unit to which such employees are
assigned or detailed, If the organization unit includes (or
serves) projects under different contracts with the PHA o
projects in other progrz=s, the charges to this acecunt for
such organization unit ¢ i1l also be distributed to the appli=
cable contracts or programs served by the unite The charges
for "direct" labor shall be charged directly to the contract or
program for which the work is performed; the charges for
*indirect® labor may be prorated over the contracts or programs
served by such organization unit to the extent provided belowe

(¢) If an organization unit includes (or serves) projects under
more than one contract and/or program, maintenance labor cost
originating in the organization unit shall be classified as
"direct® and "indirect.®™ ®Direct" labor cost consists of that
part of maintenance labor cost which can be directly and economie
cally identified with a specific contract or programe *"Indirect® -
labor cost consists of that part of maintenance labor cost which
it is not possible or practical to identify with a specific cone
tract or program. The basic distinction between "direct* and
*indirect” labor cost does not necessarily depend upon the

nature of the work done. Whether labor is "direct® or "indirect®
is a matter of expediency and practicality. For example, if a
maintenance employee performs the kind of work which can be
identified with a specific contract or program, and if he works
on individual jobs long enough to make that identification
practical, the cost of his services shall be considered “direct®
labor cost and shall be charged to the contract or program for
which the work is done. However, unless both of the immediately
foregoing conditions are met, the cost of his services shall be
considered "indirect” labor cost and may be prorated on some
reasonable basis over the contracts and other programs which

the organization unit serves, For example, when an employee is
assigned to answer tenant complaints at two or more projects .
which are under two or more contracts with the PHA or at projects
in other programs, the time spent at each job will usually be so
brief that it will be difficult to determine the number of hours
of work performed for each contract or program with any reliable
degree of accuracy; in such cases, the total time the employee

is engaged in answering tenant complaints may be considered as
*indirect® labor. -

Materials = Account 4420

(a) The charges to this account represent the cost of materials,
supplies, and expendable equipment, including items of equipment
of a capital nature (such as water heaters, motors, bathroom

equipment, etc. but not items of nonexpendable equipment) which

(Cont*'d)
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are normally considered real property when attached or installed
in a fixed position, used in connection with the ordinary maine
tenance and operation of the projects. The charges to this
account should be charged to the organization unit for which
the materials are used, '

(b) The cost of materials used by an organization unit shall
be distributed to the contract or program for which such mate=
rials are useds Exceptions to this rule will be in the case of
miscellaneous small items of materials which cannot be identi-
fied economically with a specific contract or program with any
reliable degree of accuracy; in such cases, the cost of such
materials may be prorated over all contracts or programs served
by the organization unit on some reasonable basis.

(10) Contract Costs = Account 4430, The charges to this account
represent contract costs incurred in connection with the ordinary
maintenance and operation of the projects and should be charged to
the organization unit which would ordinarily perform the work if it
were done by local Authority personnel. The charges to this account
for the organization unit shall be distributed to the contract or
program for which the work is performed, However, if the work pere
formed under a single performance contract is directly related to two
or more contracts or programs, the cost may be prorated over the
applicable contracts or programs on some reasonable basis.

(13) Insurance = Account 4510, The expired portion of insurance
and fide bond premiums chargeabls to this account may be charged
to the Central Office organization unit and shall be distributed to
the contracts or programs for which the coverage is applicable.

(12) Payments in Lieu of Taxes = Account 4520, Payments in lieu of
taxes may be charged to the organization unit to which such payments
are applicable or to the Central Office organization unit. If the
organization unit includes projects under different contracts with

the PHA, payments in lieu of taxes for such organization unit shall
be segregated by contract. :

(13) Terminal leave Payments = Account 4530. All terminal leave
payments may be charged to the Central Office organization unit. The
termminal leave payments pald to each employee shall be distributed
to each contract or program in the same ratio that the total salary
paid to such employee for the preceding twelve months (or for total
period of employment, whichever is less) was distributed to such
contract or program. However, no charge may be made to a terminated
contract for terminal leave payments made to an employee.

(Cont.*d)
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(14) Collection losses = Account 4570. Collection losses should be
charged to the organization unit to which such losses are applicable
and shall be segregated by contract or program.

(15) Interest on Administrative and Sundry Notes - Account 4580,
Interest on administrative and sundry notes should be charged to the
Central Office organization unit and distributed to the contract or
program for which such administrative and/or sundry notes are applicable.

(16) Other General Expense =~ Account 4590, The charges to this account
should be charged to the Central Office organization unit, Any part

of the charges to this account which is readily identifiable by con-
tract or program shall be charged to such contract or programe. However,
that part of the charges which is not readily identifiable by contract
or program may be prorated over one or more contracts or programs on
the basis of applicability to each contract or programe

(17) Extraordinary Maintenance - Account 4610

-(a) The charges to this account represent the cost of labor,
materials, and contract work directly related to an extraor=-
dinary maintenance job. The definition of this account pro-
vides for subdividing the account to segregate costs for (1)
labor, (2) materials, and (3) contract costs,

(b) A "job number” should be assigned to each extraordinary
maintenance job and separate cost records shall be maintained
for each such jobe A single extraordinary maintenance jodb
should not include work for more than one contract or program
unless the nature of the work is such that the costs cannot
be readily segregated by contract or programe If an extraore
maintenance job does include work directly related to more
than one contract or program, the total cost of such job shall
be prorated over the related contracts or programs on some
reasonable basis.

(c) See Section 606.2 and 606.3 for procedures for the separate
reporting of extraordinary maintenance costs for each job and
each organization unit.

(18) Casualty losses - Noncapitalized - Account 4620

(a) The charges to this account represent the cost of labor,
materials, and contract work directly related to the restorae
tion of damaged property to the extent provided in the defini-
tion of the account. The definition of this account provides
for subdividing the account to segregate the cost of (1) labor,
(2) materials, and (3) contract costs.

(Cont*d)
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(b) The costs chargeable to this account sball be charged to
the organization unit which performs the restoration job; if
the entire job is perfoimed under contract, the contract costs
shall be charged to the organizatica unit normally responsible
for such worke If the organization unit includes {or serves)
projects under different contracts with the PHA or projects in
other programs, the restoration cost charged to such organiza=
tion unit shall be segregated as to contract or program to
which such costs are applicable. In order to facilitate
settlement of insurance claims, the local Authority may find
it desirable to maintain a separate cost record for each

jObo

(c) The proceeds from insurers or others credited to this
account shall be credited to the organization unit (and to the
contract or program) to which the costs are charged.

f. Expense ledger. An Expense Ledger shall be established as a sub-
sidiary ledger to Account 4000, Operating Expense (Control), for recording
operating expense by account classification (Accounts 4110 through 4620),
organization unit, and by contract or program as required by paragraphs 6d
and 6e above or such other subdivision as may be required by paragraphs 7
and 8 below. Specimen forms of Expense ledger sheets and instructions for
their use are in Section 602,1 of this Manual.

7. Accounting for Operating Receipts and Expenditures of Non-Permanent.ly
Financed Projects. Section 418 of the Anmual Contributions Contract
entitled "Anmual Contributions for Projects Not Permanently Financed

 Project shall be applied to the repayment, with interest, of monies
borrowed for the development of the project. In order to provide data
for the determination of residual receipts of each Non~-Permanently
Financed Project, all operating receipts and expenditures with respect
to each such project shall be segregated and reported separately, The
segregation and reporting of operating receipts and expenditures, by
project, for Non-Permanently Financed Projects under a consolidated
form of Annual Contributions is not required since residual receipts of
such projects are available for the reduction of the Accruing Annual
Contribution for all projects under that form of contracte.

8+ Special Instructions for Accounting for Rental Income and Utilities Expense.
If the Local Authority has two or more Cooperation Agreements the terms of

which differ as to the computation and/or payment of payments in lieu of

taxes or has two or more Cooperation Agreements with different taxing

Jurisdictions, the Local Authority shall make provisions for the recording

of rental income (Accounts 3110, 3120, and 3190) and utilities expense

(accounts in the 4300 group and Account 4410,1) by project or by group of

projects which are under the same contract with the PHA and under the same
. Cooperation Agreement so as to provide information for the comput?tion of
' ' Cont'd)
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payments in lieu of taxes for the projects under each Cooperation Agreement.
For example, if the projects under a single contract with the PHA or under
a single "income entity* (see paragraph 5 abure) are under different
Cooperation Agreements, rental income shall be segregated by project or

. group of projects under the same Cooperation Agreemente Also, if the
projects under a single organization unit (see paragraph 6 above) are
under different Cooperation Agreements, utilities expense shall be segre=
gated by project or group of projects which are under the same contract
with the PHA and under the same Cooperation Agreement.

9. Accounting for Other Income and Expense Not Affecting Residual Receipts.
The accounts in the 5000 group (Accounts 5210 through 5 are general
ledger accounts provided for the purpose of recording items of income and
expense which do not affect residual receipts of the projects. These are
contract accounts and are not considered a part of the operations of any
jndividual project or organization unit and the transactions recorded
therein need not be identified as to project or organization unit. The
use of these accounts are explained fully in the definitions of accounts
(see Form PHA-2600).

10. _Accounting for Prior Year Adjustments

a. General. Prior year adjustment accounts are provided for the purpose
of (1) recording the adjustment of transactions recorded in a prior fiscal
year, and (2) the recording of transactions which should have been re=
corded in a prior fiscal year. Prior year adjustments fall into two
categories; those which affect residual receipts and those which do not
affect residual receipts (see Form PHA=2600 for definitions of Accounts
6010 _and 6020). FExcept for adjustments affecting dwelling rental or utili-
ties expenses, the use of these accounts may be limited to those adjustment
transactions which, in the judgment of the lLocal Authority, would distort
current year operating statements or might result in budget overruns if
recorded in the current year income or expense accountse. All adjustments
affecting prior years® dwelling rental or prior years' utilities expense
shall be recorded in Account 6010 and not in current year income or expense
accountse.

b. Recording Prior Year Ad;gsfments

(1) Account 6010, Prior Year Adjustments - Affecting Residual Receipts,
is provided for recording adjustment transactions which affect any of
the operating income and expense accounts (Accounts in the 3000 and
4000 group) of a prior fiscal yeare. Adjustment transactions may be
charged or credited, as applicable, to the organization unit to which
such adjustments are applicable, or the Iocal Authority may charge or
credit all adjustment transactions to the Central Office organization
unite In any event, all adjustment transactions shall be charged or
credited, as applicable, to the contract to which the adjustment transe
action is related. '.
(Cont*d)
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(2) Account 6020, Prior Year tdjustments = Not Affecting Recidual
Receipts, is provided for recerding adjustmont transactions which
affect any of the cther income and ewpenze accounts (accounts in
the 5000 group) of a prior fiscal yeare. This acccunt shall be main-
tained by contract and the transactions recorded therein need not
be identified by project or organization unit.

(3) Adjustments affecting Accounts 6110, 6120, 7010, or any of the
accounts in the 7100 or 7500 group of accounts shall not be recorded
as a prior year adjustment, but shall be treated as current year
transactions,

(4) Adjustments affecting any of the income and expense accounts of
the Initial Operating Period shall not be recorded as a prior year
adjustment, but shall be recorded in Account. 1425, Initial Operating
Deficite

¢e Adjustments by PHA Fiscal Branch, Certain adjustments may be made by
the PHA Fiscal Branch upon review of the Local Authority's financial '
statements for the fiscal year, and the amount of the Accruing Annual
Contribution will be adjusted accordingly. Such adjustments shall be re-
corded in the applicable surplus accounts (2800 group) and in the related
asset and liability accounts, regardless of the amount involved, The PHA
will provide the accounting entries to record these adjustments upon come
pletion of the review of the financial statements,

de Adjustments by PHA Field Auditorse The PHA onesite audit of the local
Authority records, performcd af'ter the close of the fiscal year, will

often be completed before the PHA Fiscal Branch has completed its review

of the financins) statements and payment of the Accruing Anmual Contribution.
In such cases, the adjustments subsequently furnished by the PHA Fiscal
Branch, if any, shall be compared with the adjustments that may have been
furnished by the Field Auditors in order to avoid the duplication of entries.

11, Accounting for Gain or loss From Disposition of Property. Accounts 6110
and 6120 are general ledger accounts provided for the purpose of recording
the gain or loss arising from the disposition of real property and none
expendable equipment (see Form PHA-2600 for definitions of these accounts).
These are contract accounts and are not considered a part of the operations
of any individual project or organization unit and the transactions re-
corded therein need not be identified as to project or organization unite.
Accounting instructions relating to the recording of transactions for the
disposition of property are in Sections 618,

12, Accounting for Other Operating Receipts and Expenditures. The accounts in
the 7100 and 7500 groups are provided for recording receipts for the repay-
ment of off-site utilities and expenditures for property, respectively.
Accounting instructions for the recording of receipts for repayment of
offesite utilities are in Scction 617.1; instructions for the recording of
expenditures for property -are in Secctions 618, (Cont*d)
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13 Other Accounting Transactions. There are various accounting transactions
relating to the Operations Period for which detailed procedures are proe
vided in other Sections of this Manvale The following is a summary of
such other transactions with references to the applicable Sections of the

- Manual containing the related ¢ ‘ounting procedures:

607 Accounting for Transactions With Tenants

608  Accounting for Procurement. and Construction Contracts
609 Accounting for Performance Deposits and Bid Guaranties
610 Recording Accounts Payable and Accrued Liabilities
611  Accounting for Travel Expenses

612 Accounting for Petty Cash and Change Fund

613 Accounting for Cash Overages and Shortages

614  Accounting for Insurance Premiums

615 Accounting for Investments

616 Accounting for Payments in Lieu of Taxes

617 Accounting for Payments for Off-Site Utilities

618 Accounting for Property

619 Accounting for Operating. Reserve

621 Accounting for Financing Transactions

622 Accounting for Fiscal Agent Transactions

623 Accounting for Administration Contracts

624  Accounting for Aceruing Annual Contributions

14, Closing the Books of Account

a. General, Before closing the books of account at the end of the fiscal
year, it should be determined that all transactions, such as accounts
payable for goods and services received, accrued liabilities, deferred
charges, remitted expenses, etc. relating to the fiscal year being closed
out have been recorded in the books of account. It should also be detere
mined that claims against insurers and others for damages and casualty
losses are recorded in accordance with the 1nstructions in Secti.czns 6183
Contt*d
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be Trilal Balances of Subsidiary ledgerss As of the end of each fiscal
year, trial balances shall be prepared of the income and expense ledgers
and the totals shall be rcconciled with the respective general ledger
control accounts, ie.es Account 3000, Operatins; Income (Control), and
~ Account 4000, Operating Expense (Control)s Also trial balances shall be
P of all other subsidiary ledgers, such as tenants accounts re-
ceivable ledgers, tenants security deposit ledgers, property ledgers, etc..
_and the totals shall be reconciled with the respective general ledger
control accounts.

¢e (eneral Ledger Trial Balance. After all subsidiary ledgers have been
reconciled with the related general ledger control accounts, a preclosing
trial balance shall be prepared of the general ledger to determine that
the general ledger is in balance. After posting the closing entries
referred to in paragraph lid below, a postwclosing trial balance shall be
prepared to prove that the general ledger is in balance after closing.

d. (@eneral ledger Closing Entries
| ,(1) Journal vouchers shall be prepared to close all income and
expense accounts to Account 2700, Income and Expense Clearing Account,

The entries required to close the income and expense accounts are as
followss

(1) |
*Debits Account 3000, Operating Income (Control)
Credits Account 2700, Income and Expense Clearing Account

To close operating income accounts for fi.scal
year ended .

*(If the detajled operating income accounts are
maintained in the general ledger the debit should
be to those accounts in lieu of Account 3000)

(2)
Debits Account 2700, Income and Expense Clearing Account
*#Credit: Account 4000, Operating Expense {Control)

To close operating expense accounts for fiscal
Yyear ended o

*+(If the detalled operating expense accounts are
maintained in the general ledger the credit should
be to those accounts in lieu of Account 4000)

(Cont*d)
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(3)
Debits Account 5210, Premiums on Notes and Bonds
Debit: Account 5220, Bond Purchase Discount

Debits Account 5230, Interest on Debt Amortization Fund
Investments

Debit: Account 5240, Interest on Payments for Off-Site
Utilities

Credits  Account 2700, Income and Expense Clearing
Account '

To close other income accounts for fiscal
year ended _ .

(&)
Debits Account 2700, Income and Expense Clearing Account

Credit: Account 5610, Interest on Notes and Bonds
Payable

Credits Account 5640, Bond Redemption Premiums

To close other expense accounts for fiscal
year ended_ o

Acoounts 6010, 6020, 6110, and 6120, Surplus Credits and Charges, may
have either a debit or credit balance as of the end of the fiscal
year. Make appropriate entries to close the debit or credit balances
into Account 2700 at the end of the fiscal year.

(2) After posting the closing entries for all income and expense
accounts, a journal voucher shall be prepared to close the net debit
or credit balance in Account 2700 to Account 2810, Unreserved Surplus.

(3) The net debit or credit balance in Account 7010, Provision for
Operating Reserve - Net, shall be closed directly to Account 2810,
Unreserved Surplus, by journal voucher.

(4) A journal voucher shall be prepared to close the credit balances
in Accounts 7110, 7120, and 7130 against the debit balance in Account
7190, - '

(Cont*d)
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(5) Accounts 7520, 7530, 7540, and 7560 shall be closed out against
Account 7590. Any balance remaining in Account 7590 should be a debit
balance equal to the credit balance in Account 7580. The credit bal-
ance in Account 7580 will represent cash in the General Fund derived
from disposition of property and available for (a) replacement of
equipment, (b) reconstruction and restoration of damaged property,

(c) transfer to the Fiscal Agent, or (d) payment to the PHA (see Form
PHA=2600 for definition of Account 7580). ,

15. Financial and Budgetary Reporting. Instructions for the preparation and
subtmission of financial and budgetary reports during the Operations Period
are in Sections 6061, 606.2, and 606.3 of this Manual.

.
- E e W o B O O @ = W T & S S S @ & S S W a & > ® G @ e G e D G > o v & o -

- 2] - HHFA"PHA, Washe DeCe



PHA -
September 1958 1.OW-RENT HOUSING MANUAL 607.1

Accounting for Transactions With Tenants (Ledger Method)
‘ Contents

1, General

2. Pro Rata Rent Schedule

3+ Tenants Accounts Receivable Ledger

bs Tenants Security Deposit Ledger

S« Adjustment Slips

6. Notice of Intent To Vacate

7+ Collections

8. Daily Statement of Operations

9. Analytical Tenant Ledger Control

10. Rent Roll and Analysis of Dwelling Rent Charges
11, Refunds of Security Deposits and Unearned Rent
12, Transfer of Security Deposits to Tenants

Accounts Receivable

13. Collection Losses and Recoveries
1h. Report on Tenants Accounts Receivable

o]
EE EREBwouoommm Lg

: i. Qeneral

a. The Local Authority shall establish and maintein complete and accurate
records for the recording of transactions with tenants. Ordinarily, a sepe-
arate set of tenant accounting records will be required for each project,
but a single set of records may be maintained for two or more projects which
have been combined for rent collection purposes, provided all of the projects
included in such combination are under the same Cooperation Agreement and
under the same contract with the PHA (see Section 605.1 for instructions
relating to the segregation of operating income). A separate set of tenant
accounting records must be maintained for each Non-Permanently Financed
Project which is subject to the provisions of Section 418 of the Annual
Contributions Contract entitled "Annual Contributions for Projects Not
Permanently Financed and Use Thereof" (see Section 605.1).

be This Section contains detailed procedures for the maintenance of tenant
accounting records where the tenant ledger method is used. An alternate
method of accounting for transactions with tenants is set forth in Section
607.2 for use by Local Authorities having a small program. Either method
may be used, but the procedures in Section 607.2 are not recommended for
use by a project (or a group of projects combined for rent collection
purposes) consisting of more than 100 dwelling units,

¢s The specimen forms of tenant accounting records shown as exhibits to
this Section are typical of those most commonly used for systems requiring
manual posting. Various posting machines differ as to size and operation,
and if a machine system is used, the tenant ledger sheets, cash receipts,

(Cont'd)
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3.

and other forms must be adapted to the requirements of the machine used.
The exact format of the records exhibited herein is not mandatory but the

* forms used should be designed to provide the same basic information.

Pro Rata Rent Schedule

a. Qeneral. The accounts of tenants in occupancy shall be charged a full
month's rent as of the, first day of each month. Interim charges or credits
to tenant accounts are required when tenants move into or vacate units on
a date other than the first or last day of a month. Interim rental charges
or credits must be computed in accordance with the terms of the lease. In
order to facilitate the computation of such interim charges and credits, it
is recommended that Pro Rata Rent Schedules be prepared which will show the
interim rental charge or credit with respect to each day of a month at the
various monthly rates in effect. There are two methods of preparing Pro
Rata Rent Schedules. The first method is a Schedule prepared for the actual
number of calendar days in the month which would require three Schedules:
one for 28 days (29 in a Leap Year); one for 30 days and one for 31 days.
The second method is a Schedule prepared for a 30-day month and each month
of the year is considered to consist of 30 days.

b, Exhibit. A specimen form of Pro Rata Rent Schedule, prepared on the
basis of an average 30-day month, is shown as Exhibit 1, The use of this
type of Schedule is illustrated on the reverse side of the Exhibit., The
form of Pro Rata Rent Schedule prepared by the Local Authority should cone-
form with the terms of the lease or Local Authority policy with regard to
the method of computing rental charges and credits for a fractional part
of a month,

Tenants Accounts Receivable Ledger

a. General. A loose-leaf Tenants Accounts Receivable Ledger shall be
maintained by the Local Authority to record all financial transactions with
tenants. A specimen form of Tenants Accounts Receivable Ledger sheet is
shown as Exhibit 2., The ledger sheet should provide space for name and
address of tenant, account number, project number, lease number, monthly
rental rate, and such other information as the Local Authority may desire.

b. Preparation of Ledger Sheets

(1) A ledger sheet should be prepared for each dwelling unit even
though the space may be vacant. It is recommended that basic account
numbers be assigned each dwelling unit and that such numbers remain
constant notwithstanding the number of tenants having occupied the
same unit. A number suffix msay be added to the basic account number
to identify an individual tenant's account; for example, if the vacat~
ing tenant's account number was 1lhl-l, the succeeding tenant's account
number would be 1lll-2, the third occupant 1hl-3, etc.

(Cont'd)
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(2) Separate ledger sheets should also be prepared for spaces or facil-
ities from which nondweliing rental or other income is received. These
accounts should be assigned account numbers in sequence beginning with
a number greater than the highest dwelling unit account number. The
occasional rental of space or facilities may be handled by the central
office rather than recording such transactions through the regular
tenant accounting records.

Postings to Tenants Accounts Receivable Ledger

(1) New Accounts. The heading of the ledger sheets should be completed
from Information contained in the leases as the units are rented. The
pro rata rent, if any, specified in the lease should be verified with
the Pro Rata Rent Schedule (Exhibit 1) and an adjustment slip or other
other record shall be prepared to charge the tenant's account with the
amount of pro rata rent due (see paragraph 5 below for instructions
relating to the use of adjustment slips). In the case of leases which
are effective on the first day of the month, the first month's rent

may be recorded in the manner described in paragraph 3¢(2) below; in
such cases an adjustment slip is not required.

Al

(2) Monthly Rent Charges

(a) As of the first day of each month the account of each tenant
in occupancy should be charged with the monthly rent shown in the
heading of the ledger sheet. In order to post the charges before
the first day of the month, it may be necessary to close the last
day's business early., If this practice is followed, subsequent
transactions for that day must be dated the first of the following
month,

(b) Immediately after posting the monthly rent charges to tenant's
accounts, an adding machine tape shall be prepared of all postings
of dwelling rent. The total of this tape must be in agreement with
or reconciled to the total rent roll as of the first day of the
month as shown in Column 9 of the Rent Roll Control and Analysis of
Dwelling Rent Charges (see Exhibit 9). If postings have been made
to tenants accounts for nondwelling rent, a separate adding machine
tape shall also be prepared for such postings. The total charges
for dwelling and nondwelling rent, as shown on these tapes, shall
be entered in the spaces provided on the Daily Statement of Opera-
tions (see Exhibit 6) and both tapes should be attached to the
Daily Statement of Operations and retained for audit purposes.,

(3) Retroactive Rent Charges. In some cases, the Local Authority may
find it necessary to backcharge a tenant for additional rent when a
reexamination discloses that the tenant failed to report a substantial
increase in income or a specified change in family circumstances (see




HHFA
PHA

607.1 LOW-RENT HOUSING MANUAL September 1958

Section 410.5 of this Manual or Section 3.5 of the Small Low-Rent
Programs Manual - Operation, as appropriate). In such cases, an adjust-
ment slip or other record shall be prepared to record such retroactive
rent charge. A separate ledger sheet may be established for recording
retroactive rent charges if the Local Authority desires to segrégate
such charges from current monthly rental charges.

(L) Other Charges. An adjustment slip or other record shall be used
for recording all other charges to tenant's accounts (see paragraph S
below for instructions relating to the use of adjustment slips).

(5) Cash Receipts. When a combination receipting and posting machine
is used, the posting of cash receipts to the individual tenant's account
will be simultaneous with the validation of the receipt. If a combina-
tion receipting and posting machine is not used, collections from tenants
shall be posted to the individual tenant's account from the Local Author-
ity's copy of the cash receipt. Cash receipts should be posted currently
to the tenants' ledger accounts and the date of entry should be the date
shown on the receipt. After posting, cash receipts should be filed in
numerical sequence in a permanent file. If the Local Authority uses a
combination receipting and posting machine with locked-in controls, a
duplicate receipt is not required.

(6) Unearned Rent., The Notice of Intent To Vacate (see paragraph 6
below) is the basic document for the computation of unearned rent with
respect to tenants who vacate a unit prior to the end of the month for
which rent has been charged. The Notice of Intent To Vacate should be
examined to determine that the terms of the lease have been complied
with, and an adjustment slip or other record shall be prepared to credit
the tenant's account for the amount of pro rata rent computed from the
last day to which rent is to be charged (as shown on the Notice of
Intent To Vacate) to the end of the month for which rent has been
charged. The amount of such credit would be determined from the Pro
Rata Rent Schedule (see paragraph 2 above). If the tenant had not paid
a month's rent in advance the credit adjustment would merely reduce the
amount owed by the tenant; if the tenant had paid a full month's rent
in advance, the credit adjustment would result in a rental refund due
the tenant. The procedure for processing a refund of unearned rent is
set forth in paragraph 11 below.

(7) Rental Adjustments. When a change in a tenant's rent has been
authorized, the adjustment of the tenant's account shall be made on
the basis of a new lease or such other formal instrument as is used
for this purpose. It will not be necessary to prepare a new ledger
sheet in such instances. The old rental appearing in the heading of
the ledger sheet may be lined out and the new rental entered. In
lining out the old rental, it should be done in such a manner as to
leave it legible. The effective date of the change shall also be
noted on the ledger sheet. '
(Cont'd)
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(8) Returned Checks. If a tenant's check is returned unpaid by the
bank is shall be recorded in the Tenants Accounts Receivable Ledger as
provided in paragraph 7g below.

~ ee Trial Balance

(1) End- f£-Month Trial Balance. At the end of each month, after all
transactions for the month have been recorded, a trial balance of the
Tenants Accounts Receivable Ledger should be taken. Tenants' accounts
should be listed individually by account number and account balance.
The net balance of the Tenants Accounts Receivable Ledger shall be in
agreement with the balance in Column (15) of the Analytical Tenant
Ledger Control (see Exhibit 8) and with Account 1122 in the General
Ledger. The trial balance should be dated and filed in a permanent
chronological file.

(2) Interim Trial Balance. Interim trial balances may be taken around
the 15th and 25th of the month and verified as above. This practice
will localize errors to transactions recorded in the last few days of
each month, thus avoiding the necessity of reviewing entries for the
entire month and the attendant delay in preparation and submission of
reports.

f. Inactive or Closed Accounts. The accounts of former tenants showing
either a debit or credit balance shall remain a part of the Tenants Accounts
Receivable Ledger. However, it is recommended that such accounts be segre=-
gated from the accounts of tenants in occupancy. The accounts of former
tenants on which there is no balance should be filed separately, by fiscal
year, pending completion of the audit for such fiscal year; after audit,
they may be transferred to a permanent file.

ge Credit Balances of Tenants Without Known Address

(1) In some cases the Local Authority may not be able to make refund
of the credit balance of a former tenant's account because the where-
abouts of the tenant is not known. If the Local Authority is unable to
locate the tenant within one year, the credit balance of the tenant's
account should be transferred to Account 3690, Other Income. An adjust-
ment slip should be prepared to record such transfer and the tenant's
account should be noted to show that the balance was transferred to
income.

(2) If the tenant should later make claim for refund, the amount re-
funded shall be charged to Account 4590, Other General Expense. To
preclude the possibility of duplicate payment of a refund, the tenant's
original ledger account should be noted to show the number and date of
the check issued for the refund.

(Cont'd)
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Tenants Security Deposit Ledger

a. General. If the Local Authority requires security deposits from tenants,
a Tenants Security Deposit Ledger shall be maintained to account for such
deposits from tenants.

b. Preparation of Ledger Sheets. Where the full amount of the deposit is
collected upon occupancy, and only one entry is the ledger is necessary,

the Tenants Accounts Receivable Ledger may be designed to handle this trans-
action by the addition of a column headed "Security Deposits." If desired,
a separate ledger, similar to the Tenants Accounts Receivable Ledger sheets
(see Exhibit 2) may be maintained in which to record security deposits. If
the deposits are collected on the installment basis, a separate ledger is

~ desirable. If a separate Tenants Security Deposit Ledger is maintained,

each sheet should show the same information with respect to unit, account
number, name of tenant, and the number of the lease as it appears on the
related sheet in the Tenants Accounts Receivable Ledger.

c. Posting Security Deposit. Ledger. The procedures outlined in paragraph
3¢(5) above should be followed with respect to the posting of security
deposit collections.

d. Trial Balance. Where separate columns or spaces in the Tenants Accounts
Receivable Ledger are used for recording security deposits a separate column
should be provided on the trial balance of the Tenants Accounts Receivable
Ledger for the purpose of recording the balances of security deposits of
tenants. If a separate ledger is maintained for recording security deposits
a separate trial balance should be prepared in the same manner as provided
in paragraph 3 for the Tenants Accounts Receivable Ledger. In any event,
the trial balance of the ledger shall be in agreement with Column (18) of
the Analytical Tenant Ledger Control (see Exhibit 8) and with Account 211k
in the General Ledger.

e. Inactive or Closed Accounts. The procedures in paragraph 3 above should
be followed with respect to inactive or closed security deposit accounts.

f. Credit Balances of Tenants Without Known Addresses. The procedures in
paragraph 3 above should be followed with respect to tenants without known
addresses and having a security deposit balance.

Adjustment Slips

a. General. Adjustment slips or similar records shall be used as a post-
ing media for recording all tenant transactions, except recurring monthly
rent and cash collections, to the individual tenants accounts. Such trans-
actions include, but are not limited to, transfer of security deposits to
rent accounts; reinstating accounts previously written off as collection
losses; charges for interim rent; current and retroactive rental adjustments;

(Cont'd)
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charges for excess utility consumption; sales and services; refund of rent
and security deposits; returned checks; credits for unearned rent; etc.
A specimen form of Adjustment Slip is shown as Exhibit 3.

b. Preparation. Adjustments slips should be numbered consecutively, contain

 complete explanatory information relating to the transaction being recorded,

and should be approved by the Executive Director or his designated repre-
sentative.

c. Posting. Adjustment slips must be posted currently to the applicable
tenant's account and summarized daily on the Analysis of Adjustment Slips
(see Exhibit 7) which is usually printed on the reverse side of the Daily
Statement of Operations. The daily totals for each type of transaction,
as shown on the Analysis of Adjustment Slips, must be entered on the Daily
Statement of Operations as provided in paragraph 8 below.

d. Filing. After posting, the adjustment slips should be filed in numerical
sequence in a permanent file.

Notice of Intent To Vacate

a. General. Usually, the lease will require the tenant to give written
notice of his intent to vacate a unit. The Local Authority may find that
a printed form of Notice of Intent To Vacate will facilitate final settle-
ment of the tenant's account and the scheduling of inspection and main-
tenance required before rerenting the unit. A suggested form of Notice.
of Intent To Vacate is shown as Exhibit 4. A portion of this form is to
be filled in and signed by the tenant; the remaining portion is to be
filled in and signed by the Housing lanager. If the tenant moves without
notice, the Housing Manager should prepare a Notice of Intent To Vacate
for the tenant and state therecn that "tenant vacated without notice."

In most cases, the Notice of Intent To Vacate should be prepared in an
original and two copies.

b. Distribution and Filing. The criginal and one copy of the Notice of
Intent To Vacate should be routed to the Maintenance Section for Inspection
of the premises and a determination as to whether or not there are any
damages for which the tenant is responsible under the terms of his lease.
Upon completion of the inspection, the original Notice should be returned
to the Housing Manager with a notation thereon as to the amount of damages
to be charged to the tenant, if any; the copy should be retained by the
Maintenance Section for scheduling clean up, repairs, etc. after the tenant
has moved. The original and second copy of the Notice of Intent To Vacate
should then be completed by the Housing Manager and routed to the appropriate
accounting unit responsible for recording the required adjustments to the
tenant's account and for making refund due the tenant, if any. The original
Notice should be filed with the related lease in the vacated tenants' files
and the second copy should be attached to the voucher check copy as support
for the refund of rent and security deposit.

(Cont'd)
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Collections

a. General. A Cash receipt shall be issued for each collection received
from tenants for rent, security deposits, or other charges at the time the
collection is made. All employees who receive collections shall be covered
by a fidelity bond in an adequate amount. A specimen form of cash receipt
which is commonly used for manual posting is shown as Exhibit 5, All cash
receipts shall be prenumbered at the time of printing, except when combina-
tion receipting and posting machines with locked-in controls are used. Pre-
numbered receipts shall be used in numerical sequence and all copies of
voided receipts must be retained in the Local Authority files for account-
ability purposes.

b. Preparation of Cash Receipts

(1) Manual Use. Cash receipts shall be signed by the person receiving
the collection and the original receipt shall be given to the tenant.

A copy of each receipt shall be retained by the Local Authority for post- -
ing, reconciliation, and auditing purposes. Each employee authorized to
collect rents and security deposits should be assigned a set of receipts
for his or her sole use. Control records should be maintained of all
prenumbered receipt forms purchased, and of those issued to employees
for use.

(2) Machine Use. If combination receipting and posting machines with
locked~in controls are used, the recording of cash receipts to the
individual tenant accounts will be simultaneous with the validation of
the receipt to be given to the tenant. In such cases, duplicate receipts
are not required; however, the total clearance key to all such machines
must be held by a responsible official of the Local Authority other than
the cashier. If the combination receipting and posting machines do not
have locked-in controls, Cash Receipts should be prepared in accordance
with paragraph 7b(1l) above.

ce. Reconciliation of Collections. The cash collections shall be reconciled
daily against the receipts issued or the machine total of cash received.
Cash overages and shortages shall be handled as provided in Section 613.1

of this Manual. .

d. Safeguarding of Collections. It is essential that adequate provision
be made for the safekeeping of collections. Large amounts of cash should
not be allowed to accumulate in the cash drawer, but should be transferred
periodically to the office safe or vault, if available.

e. Deposits. Collections should be deposited daily during the first few
days of the month when collections are heavy. During the remainder of the
month, deposits may be made less frequently but the Local Authority should
not permit the accumulation of large amounts of cash in the office safe or
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vault which might offer a temptation for burglary, robbery, or misappropria-
tion. If possible, a deposit should be made on the last work day of each
month so that all collections for the month will be deposited during the
month. The Local Authority should not under any circumstances make dis-
bursements from collections received for deposit; cash disbursements should
be made by check or from the petty cash fund.

f. Preparation and Filing of Bank Deposit Tickets. Bank deposit tickets
shall show complete details as to currency, coin, and checks deposited. If
a project reports to a central office, the deposit ticket should be prepared
in triplicate; the original will be retained by the bank; the first copy,
receipted by the bank, should be sent direct to the central office by the
bank; and the second copy, receipted by the bank, should be retained at the
project for posting and auditing purposes. When a project does not report
to a central office, the deposit ticket should be prepared in duplicate,
and the receipted copy retained by the project. Deposit tickets may be
filed by attachment to the last Daily Statement of Operations which the
deposit covers. .

g+ Returned Checks

(1) Checks accepted from tenants in payment of rent or security deposits
which are later returned by the bank because of insufficient funds or for
any other reason, shall be charged to the tenant's account and credited
to the bank. Upon receipt of the bank debit memorandum and the unpaid
check, the amount of the returned check shall be recorded in the Cash
Receipts Register as a debit to Account 1122 and a credit to Account 1111
(see instructions in Section 602.1 for maintenance of Cash Receipts
Register). At the same time an adjustment slip or similar record shall
be prepared for recording the amount of the returned check as a charge

to the tenants account in the Tenants Accounts Receivable Ledger.

(2) If the tenant later makes the check good by paying cash, or the
check is redeposited in the bank, or another check is accepted in lieu
thereof, a cash receipt shall be issued and recorded as a credit to
the tenant's account (Account 1122) in the usual manner.

Daily Statement of Operations

a. General. In order to facilitate the maintenance of proper controls, a
Daily Statement of Operations must be prepared to provide a daily summary
analysis of all transactions with tenants. A specimen form of Daily State-
ment of Operations which may be used for manual preparation and posting

is shown as Exhibit 6. A specimen form of Analysis of Adjustment Slips,
which is usually printed on the reverse side of the Daily Statement of
Operations, is shown as Exhibit 7.

b. Preparation and Use

(1) At the close of each day, all adjustment slips should be summarized
on the reverse side of the Daily Statement of Operations (see Analysis
(Cont'd)



HHFA
PHA

607.1 LOW-RENT HOUSING MANUAL September 1958

9.

of Adjustment Slips, Exhibit 7). From this summary, enter the summary
totals in the "Add" or "Deduct" column of the Daily Statement of Opera-
tions on the lines to which the transactions are applicable; enter all
charges to tenants in the "Add" column and all credits to tenants in

the "Deduct" column. The totals for all other transactions posted to
tenant's accounts from sources other than adjustment slips (i.e. charges
for recurring monthly rent and cash collections) should be entered in
the "Total" column on the lines to which such transactions are applicable.
The "Net Total" column should be completed by inserting the amount shown
in the "Total" column plus or minus the adjustments recorded in the "Add"
or "Deduct" columns, respectively. The use of the remaining portion of
the Statement is self-explanatory.

(2) Housing Managers reporting to a central office should furnish that
office with a copy of the Daily Statement of Operations. The Statement
may be used for posting cash receipts in the Cash Receipts Register,

(3) The "Net Total" for each type of transaction shall be recorded
daily in the Analytical Tenant Ledger Control (see Exhibit 8). After
recording, the Daily Statement of Operations should be filed chrono-
logically in a permanent file.

Analytical Tenant Ledger Control

a. General. An Analytical Tenant Ledger Control shall be maintained for
the purpose of accumulating currently, from the Daily Statement of Opera-
tions, a summary analysis of charges and credits to tenants' accounts to
provide daily control of transactions with tenants and summary totals for
monthly postings to the books of account. A specimen Analytical Tenant
Ledger Control sheet is shown as Exhibit 8., Instructions for the main-
tenance of the Analytical Tenant Ledger Control are shown on the reverse
side of the specimen form (see page 2 cf Exhibit 8).

b. Monthly Closing. All columns, with the exception of Columns (1k), (15),
and (18), shall be totaled and proved at the close of each month, The in-
structions shown on page 2 of Exhibit 8 may be used as a guide for proving
the monthly totals.

c. Journalizing the Analytical Tenant Ledger Control

(1) At the close of each month, after the Analytical Tenant Ledger
Control has been totaled and proved, appropriate entries shall be made
to record the totals of all transactions with tenants which have not
been recorded from other sources. The transactions to be recorded
from totals shovmn in the Analytical Tenant Ledger Control are as
follows:

(a) Operating Income. A journal voucher should be prepared to re-
cord total operating income, as shown in Column (6) as follows:

(Cont'd)
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General Ledger:

Debit: Account 1122, Accounts Receivable - Tenants

Credit: Account 3000, Operating Income (Control)
(To record total operating income for month
of as shown in Column (6) of the
Analytical Tenant Ledger Control)

Subsidiary Income Ledger:

Credit: Account 3110, Dwelling Rental
(For total dwelling rental recorded in Column (1))

Credit: Account 3120, Excess Utilities
(For total excess utilities recorded in Column (2))

Credit: Account 3190, Nondwelling Rental
(For total nondwelling rental recorded in
Column (3))

Credit: Account 3690, Other Income
(For total of other income recorded in Column (5))

(b) Transfer of Security Deposits. The total of security deposits
transferred to tenants accounts receivable, as shown in
Column (11), must be recorded in the applicable General Ledger
control accounts as provided in paragraph 12 below.

(c) Collection Losses. The total of tenants' accounts written
off as collection losses, as recorded in Column (12), must
be recorded as provided in paragraprh 13 below.

(2) Postings to the control accounts in the General Ledger for items
recorded in other columns of the Analytical Tenant Ledger Control will
be from other sources, as follows:

Column (7) from the Cash Disbursements Register;

Columns (8), (10), and (16) from the Cash Receipts Register;

Column (17) from the Cash Disbursements Register for refunds.

(transfers of security deposits to tenants accounts receivable
will be recorded as provided in paragraph 12 below. )

10. Rent Roll Control and Analysis of Dwelling Rent Charges

a. General. A Rent Roll Control and Analysis of Dwelling Rent Charges
shall be maintained for the purpose of controlling rental charges to
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tenants! accounts. This record provides a reconciliation of dwelling

rental charges for the month, and a summarization of dwelling rents to

be charged to tenants! accounts as of the first of the next month. A
specimen form of Rent Roll Control and Analysis of Dwelling Rent Charges

is shown as Exhibit 9. Instructions for the maintenance of this record

are shown on the reverse side of the specimen form (see page 2 of Exhibit 9).

b. Preparation and Use. Move-ins, move-outs, transfers, and changes in
rental rates are to be recorded currently from leases, Notices of Intent
To Vacate, or other documents which effect a change in rental charges for
the current month or a change in the potential dwelling rental charges
for the succeeding month., One of the objectives of this record is to
accumulate, during the current month, the rent roll to be charged tenants'
accounts as of the first of the following month. Therefore, leases or
other documents executed during the current month for the rental of units
or for the increase or decrease in monthly rental rates which become effec-
tive as of the first of the next month should be entered on this record
for the current month. Detailed instructions for the maintenance of this
record are shown on page 2 of Exhibit 9.

c. The Rent Roll Control and Analysis of Dwelling Rent Charges should be
filed chronologically in a permanent file.

Refunds of Security Deposits and Unearned Rent

a. Qeneral. When a tenant vacates a unit, a Request for Refund of Security
Deposit and Unearned Rent, or a similar document, should be prepared to

show complete information with respect to the computation of the refund,

if any, due the tenant for security deposit and/or unearned rent after
deduction for any unpaid charges. (See instructions in paragraph 3(c)(6)
above for recording credit adjustment for unearned rent.) A specimen form
of Request for Refund of Security Deposit and Unearned Rent is shown as
Exhibit 10. The use of this form is self-explanatory.

b. Payment. When the Request for Refund of Security Deposit and Unearned
Rent has been prepared properly and signed by the authorized approving
official, a voucher check should be issued for the amount of refund due.
In some cases, .the Local Authority may wish to make refunds from the Petty
Cash Fund; in such cases, a petty cash voucher shall be prepared for the
amount of the refund. The voucher check or petty cash voucher should - be
supported by a copy of the Request for Refund of Security Deposit and
Unearned Rent and Notice of Intent To Vacate.

¢. Recording Refunds to Tenants. Adjustment slips or other records shall
be prepared to record the refund of unearned rent and/or security deposit to
the individual tenants! accounts in the Tenants Accounts Receivable Ledger

- or Tenants Security Deposit Ledger, as applicable. The voucher check issued

(Cont'd)
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for the refund shall be recorded in the Cash Disbursements Register as a
debit to Account 1122, Accounts Receivable - Tenants (for amount of refund
of unearned rent), and Account 211k, Accounts Payable ~ Tenants Security
Deposits (for amount of refund of security deposit), and as a credit to the
appropriate cash account (Account 1111, Cash - General Fund, or Account 111k,
Cash - Security Deposit Fund, as appropriate).

12, Transfer of Security Deposits to Tenants Accounts Receivable

a. General. A security deposit may be transferred to the rent account
upon the request of the tenant at the time of vacating or, without request, .
if the tenant leaves owing the Local Authority rent or other charges.

b. Recording Transfer of Security Deposits. Adjustment slips or other
records shall be prepared to record the transfer of security deposits to
the individual tenants' accounts in the Tenants Accounts Receivable Ledger
and Tenants Security Deposit Ledger. At the close of each month, the total
amount of security deposits transferred during the month, as shown in
Column (11) of the Analytical Tenant Ledger Control (see Exhibit 8), shall
be recorded in the applicable General Ledger Control accounts as followss

(1) If security deposits are deposited in the Local Authority's
General Fund, a journal voucher shall be prepared to record the
transfer of security deposits to tenants' accounts by a debit to
Account 211k, Accounts Payable - Tenants Security Deposits, and
a credit to Account 1122, Accounts Receivable - Tenants.

(2) if security deposits are deposited in a Security Deposit Fund, a
check should be issued on the Security Deposit Fund and deposited
in the General Fund for an amount equal to the total of security
deposits transferred to tenants'! accounts. The check shall be
recorded in the Cash Disbursements Register as a debit to Account
211l, Accounts Payable - Tenants Security Deposits, and as a credit
to Account 111k, Cash - Security Deposit Fund. The deposit of the
check in the General Fund should be recorded in the Cash Receipts
Register as a debit to Account 1111, Cash - General Fund, and as
a credit to Account 1122, Accounts Receivable - Tenants.

13, Collection lLosses and Recoveries

a. Write=0ff of Uncollectible Accounts

(1) The accounts of tenants which are considered uncollectible after
all means of collection have failed may be written off as collection

losses. The write-off of tenants accounts receivable, however, must

be approved by resolution of the Board of Commissioners of the local

Authority or by the official to whom such authority has be delegated

by resolution of the Board of Commissioners (see Section 606.1).

(Conttd)
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(2) The accounts of tenants who have moved from the project should be
reviewed periodically to determine the collectibility or uncollectibil=~
ity of such accounts. An adjustment slip or other record shall be
prepared for the accounts which have been approved for write-off as
collection losses. A single adjustment slip may be used for the write=-
off of any number of accounts when supported by a list showing the
account number, name of tenant, and the amount to be written off. Each
individual tenant's account shall be credited with the amount to be
written off and the adjustment slip shall be entered on the Daily State-
ment of Operations in the usual manner.

(3) At the close of each month, a journal voucher shall be prepared to
debit Account L570, Collection Losses, and to credit Account 1122,
Accounts Receivable - Tenants, for the total of tenants accounts written
off during the month as shown in Column (12) of the Analytical Tenant
Ledger Control (see Exhibit 8).

b. Recording Collections on Accounts Previously Written Off as Collection
Losses. If collections are subsequently made on accounts previously written
off as collection losses, an adjustment slip or other record shall be pre-
pared to charge the tenant's account for the amount collected. The adjust-
ment slip shall be entered in the "add" column of the Daily Statement of
Operations (see Exhibit 6) opposite "collection losses," and thence to
Column (12) of the Analytical Tenant Ledger Control (see Exhibit 8) as a
negative entry. Items of this nature will be incorporated in the monthly
journal voucher as a credit to Collection Losses, Account 4S70. The tenant
shall be given a cash receipt for the amount paid and the collection shall
be processed in the usual manner.

Report on Tenants Accounts Receivable. " A Form PHA-2295, Schedule of Tenants
Accounts Receivable (See Exhibit 11), shall be prepared as of the close of
each calendar quarter. This Schedule shall show the number of accounts
having balances within the groups indicated and the total of the balances
of the individual accounts within each group. A separate Form PHA-2295
shall be prepared for each project or group of projects combined for rent
collection purposes, and the balance shown on the last line of the column
headed "Agregate Amount" shall be in agreement with the balance shown in
the General Ledger for Account 1122, Accounts Receivable - Tenants. The
original of Form PHA-2295, signed by the person preparing the report and
by the officer of the Local Authority who has been delegated authority to
sign financial reports, (see Section 606.1) shall be dispatched in time

to reach the PHA Regional Office not later than the twentieth of the month
following the close of the quarter for which the report is prepared.

- 1,.1 - HHFA"PHA, waSho DQCO
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Specimen Form of Pro Rata Rent Schedule

PRO RATA RENT SCHEDULE - MONTHLY BASIS (30 DAYS)
Errecrsvt Lasy Dav No.or Dave vo HONTHLY RENTAL RATES

03:.:' Oxn::o "cf:::::: " $30,00 . $36.00 $42.00 340.00.

{1) {2) {3) {4) {s) (¢) n
0th | 29th 1 1,00 1.20 140 1.60
29 28 2 2.00 2.40 280 | 3.20
28 27 3 3.00 3.60 h.20 L.80
27 26 h h.00 .80 5.60 6.40
26 25 5 5.00 6,00 7.00 8.00
%5 2l 6 6,00 7.20 8.ko0 9460
2l 23 1 7.00 8.ko 9.80 11.20
23 22 8 8.00 9,60 11,20 12.680
22 21 9 9.00 10,80 12,60 1h.ko
2 20 10 10,00 12,00 1h,00 16,00
20 19 1 11,00 13.20 15.40 17.60
19 18 12 12,00 | 1b.bo 16,80 19.20
18 17 13 13.00 15,60 18,20 20,80
17 16 1l 14,00 16.80 19.60 22,40
16 18 15 15,00 18.00 21,00 2b,00
15 m 16 16.00 '19.20 22,0 25,60
b 13 17 17,00 20,10 23.80 27420
13 12 18 18,00 21.60 25.20 za.éo
12 1 19 19,00 22,80 26,60 30,40
11 10 20 20,00 24,00 28.00 32,00
10 .9 a 21,00 25,20 |- 29.h0 33.60
9 6 . 22 22,00 26,40 30,80 35.20
8 7 23 23.00 27,60 32,20 36.80
7 6 2L 2k400 28,80 33.60 38,40
) S 25 25,00 30,00 35,00 40.00
-4 b 26 26,00 . 31,20 36,40 h1.60
4 3 27 27,00 32.h0 37.80 h3.20
3 2 28 28,00 33.60 39,20 bl 80
2 1 29 29,00 3h.80 10460 16.40
1’ 3 30,00 36.00 42,00 148,00

-1-
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USE OF PRO RATA RENT SCHEDULE

1. When a tenant moves into a unit during the month, read down Column (1)
of the Schedule to the effective date of the lease and across to the
appropriate monthly rent column. For example, assume that a tenant
moves into a unit on March 26 and the lease provides for a monthly
rental of $30, the interim rental charge can be determined by reading
down Column (1) to "26" (effective date of the lease) and across to
Colum (4); the charge will be for five days (Colurm (3)) or $5.00.

2, When a tenant vacates a unit during the month, read down Column (2)
of the Schedule to the last day for which rent will be charged and
across to the appropriate monthly rent column, For example, assume
that a tenant paying a monthly rental of $30 vacates a unit and is
required to pay rent through March 23, the interim rental credit can
be determined by reading down Column (2) to "23" (last day to be charged)
and$across to Column (4); the credit will be for seven days (Colum (3))
or $7.00.
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Specimen Form of Tenants Accounts Receivable Ledger Sheet
For Manual Posting

ANY HOUS ING AUTHORITY ACCOUNT NO
TENANTS LEDGER PROJECT NO.

NUMBER OF ROOMS.

LEASE NUMBER ____________ LEASE EFFECTIVE 19— . NAME

DWELLING RENT § PER __ LEASE EXPIRES 10— . ADDRESS
. BALANCE
DATE . DESCRIPTION REF | DEBIT | |CREDIT
y A oesiT | ] creoit,
./
“\_
i \
- O
o
W
T\
WO
W
W? padd
?‘\‘\ oif". /
03 \\5\
o™ o ,
<
\\\\0“ //
N\t |
\
J’\ |
N/

-l -



Specimen Form of Adjustment Slip

PROJECT NO.

HOUSING AUTHORITY OF ANYTOWN, ANYSTATE

ADJUSTMENT SLIP

NAME OF TENANT

NO.

19 __

TENANT*S ACCOUNT NO.

EXPLANATION:

DesiT

CREDIT

POSTED BY:

APPROVED:

e E e B Gh S M @ G GNP B em B W W w -

gS6T tequaddeg

VHd
VJHH
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Specimen_Form of Notice of Intent To Vacate

-

TO0 BE FILLED IN BY HOUSING MANAGER:

- : NOTICE NO.
NOTICE OF INTENT PROJECT NO. LEASE OR REGiSTRATION 3. UNIT SIZE UNIT NO. ACCOUNT NO.
TO VACATE !
PROJECT NAME - - LCCATION ‘ -
TENANT: Please fill out portion of form between heavy lines.
Date emm e

I, .. , hereby serve notice of my

intent to vacate dwelling No. on the day of - -

Tintend 10 MOvVe 0 *[--_] oo omeneee e

(Number) (Straet) (City) (State)
My reason for moving:
Signed .....
(Tenant)
TO BE FILLED IN BY HOUSING MANAGER:
DATE OF 15T OCCUPANCY N PROJECT DATE ACTUALLY VACATED LAST DAY FOR WHICH RENT S TO BE RENT PAID TO BALANCE (CroSS out one)
CHARGED
(Returned)
(Unpaid) $§-eemecccocama-
REMARKS NOTED 8Y (initial and date)
*Place in brackets above: DISTRIBUTION OF COPIES SIGNATURE OF HOUSING MANAGER

(2)—Moved to other project intendent for Inspection Report.

for work schedule.

(1)—Moved within project ORIGINAL—To0 Maintenance Super- 1st—To Maintenance Superintendent '
|

Return to Housing Mapager for
(3)——Moved off project compiction aod routing to %’

Accounting Section.

roject 2d—To project or LHA Rental Section. [

gs61 dequardsg

Viid
VelH

TVONYW ONISAOH INIU~MOT

1 4TqQTUXY
1° 109
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Specimen Form of Cash Recelpt For Manual Posting

NAME OF PROJECT

(HOUSING AUTHORITY NAME)

CASH RECEIPT-NO.

PROJECT NUMBER

119

TENANT

ACCOUNT NO.

ITEM

AMOUNT

pwelling Rent

gtility Surcharges

| Sales and‘sb:xjcem

Total Due

Amount Paid

Balance Due

Security Deposit Paid

RECEIVED BY:

INDICATE METHOD OF PAYMENT

CASH D CHECK D
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Specimen Form of Daily Statement of Operations

Progect Numaen(s)

Houstne Autvomity oF Anvvowm, AnvsTare

DAILY STATEMENT OF OPERATIONS

Dave
Account OescrirTION Tovat Conntctions Ner
Kunag Aoo deover Torar
CHARGES TO TEMANTS ACCOUMTS RECEIVABLE:
| 3110 __ ] Owveripne Restar
3120 Excese Uroninees
3190 Homowreeene Remvar
3690 Ovnea_Income
JOTAL IRCOME
Resunos 10 _Tenants
Reryaneo Crecxe
TOTAL_CHARGES TO TENANTS ACCOUNTS RECE IVABLE
CREDITS TO TENAKTS ACCOUNTS RECEIVABLEs
Casn_Corptevions '
Taansreng faon Secum vy Derosits
_Coveecrion Lossen .
TOTAL CREDITS TO TENANTS ACCOUNTS RECE IVABLE / 4y
CHARGES TO TENANTS SECURITY DEPOSITSs Q‘:&:::“;,:"r,"\
Rerumos 10 Temanvg . \'p.:’ o:’:c::, x,
Taaxsrees 1o Receivasits \"'43’9:*0?%
TOTAL CHARGES 10 TEMANTS scwnmt_roim \o”'r.' o'f":q:"\v
CAEDITS TO TENANTS SECURITY DEPOSITY: N ""’:’Q"’&:’:'o "
Cagn_Coprecvions \"" "":: *
YOMHS JO TENANTS SECURITY OEPOSITS ° \
Casn Receoey Numatas T y  InCrusinc Yoroeo Numoens ~
Reconoeos Casw Recrirvs Recrsten Pace Numeen
umzrpsmo CASH lmn TENANTS ACCOUNTS RECEIVABLE Anoony

BALARCE = PREVIOHS REPORT

Asp Rectirys = ynis neroat

BALANCE = PREVIOUS REPOAY

Aoo G 4 = TNI8 REPONY

| Deovct Derosets = tme agrony

Dgoucy Catorts = ymis seront

Unotrosiiee Bayauce = sues neeony
Prerante Bvy

Name

Tine

BALANEE - THIS REPOAT

Aernoves By
Hane

Tine

-1-



Specimen Form of Anaiysis of Adjustment Slips

Aoy,

ANALYSIS OF ADJUSTMENT SLIPS

Charges to Tqunts

.

=

ACCOUNTS RECEIVAS

LE

SecunriTy DEPOSITS

e

DuweLLINg EXCESS HONDWELLING | OTHER RerunDS RETURNED TRANSFERS
No. RenvaL UrrLities REKTAL INCOME To Texants Cuecks ReFunns |To A/c Ree.
<
Credits to Tenants Accounts Receivable
N TRANS.F ROM
AdJg. | DwELLING EXCESS NONOWELLSI NG OTHER CovLLECTION Secunity
No. RENTAL Uravities RENTAL I NCOME LossEs DerosiTs
: . '
1
.
S BOrTr Ty = -.'-:?:J'!'_?:..-:.—_:'.. E_.,"_ — =
e rmirac O s

VHd
VJ4HH

9661 Joquagdag

TVANVW DNISAOH INI¥-MOT

L 47QTuXg
1° 109
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1.

2.

3.

L.

5.

INSTRUCTIONS FOR MAINTENANCE OF
ANALYTICAL TENANT LEDGER CONTROL

As of the first day of each month the balance of tenants accounts receivable
and tenants security deposits, as of the close of the previous month,
should be brought forward and entered in Columns 15 and 18, respectively.

The daily charges and credits to tenants accounts, as shown in the "Net
Total" column of the Daily Statement of Operations, should be entered in
the corresponding columns of the Analytical Tenant Ledger Control,

Enter the daily totals of charges and credits to tenants accounts in
Colums (6), (9), and (13) as follows:

Column (6) - Enter total of amounts in Columns (1) through (5).
Column (9) - Enter total of amounts in Columns (6), (7), and (8).
Column (13 ) - Enter total of amounts in Colums (10), (11), and (12).

Enter in Column (1l) the daily net increase (or decrease) in tenants
accounts receivable, representing the difference between the total charges
in Colum (9) and the total credits in Column (13).

The daily balance of tenants accounts receivable to be entered in Column (15)
will be the balance shown in Column (15) for the previous day plus (or
minus) the net increase (or decrease) recorded in Column (L) for the
current day. The balance in Colum (15) shall, at the close of any day, be
in agreement with the trial balance of the Tenants Accounts Receivable
Ledger; the balance in this colum at the close of each month shall be in
agreement with the balance in Account 1122, Accounts Receivable--Tenants,

in the General Ledger.

The daily balance of tenants security deposits to be entered in Column (18)
will be the balance shown in Column (18) for the previous day plus the
amount in Colum (16) and minus the amount in Colum (17) for the current
day. The balance in Column (18) shall, at the close of any day, be in
agreement with the trial balance of the Tenants Security Deposit Ledgers;
the balance in this column at the close of each month shall be in agree-
ment with the balance in Account 211k, Accounts Payable--Tenants Security
Deposits, in the General Ledger. ‘
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Financial Reporting Procedures

1.

General

a. The PHA requires reports from Local Authorities for the following
purposes: (1) for use in reviewing the financial condition and devel~
opment costs incurred during the Development Period; (2) for use in
determining the Accruing Annual Contribution to be paid to the Local
Authority on the Annual Contribution Date; and (3) for use in the com-
parison of operating results with operating budgets submitted by Local

Authorities. This Section prescribes the financial reports to be prepared
and submitted to the PHA during the Development and Operations Periods.

b. Financial reports should disclose all essential financial facts for
the period covered. To accomplish this objective, the Local Authority
should, prior to the preparation of the reports, determine that all
transactions, such as accounts payable for goods and services received,
accrued liabilities, accrued income, deferred charges, remitled expenses,
etc. applicable to the period covered by the reports, have been recorded
in the books of account. In addition, trial balances of the General
Ledgers and all subsidiary ledgers should be prepared and a determination
made that all subsidiary ledgers are in agreement with the applicable
General Ledger control accounts,

Signing Financial Reports 1/

a. All financial reports which are submitted to the PHA shall be signed
by an appropriate officer or officers of the Local Authority who have been
delegated to sign such reports by formal resolution of the Board of
Commissioners of the Local Authority. Local Authorities may find it con-
venient to designate offices instead of officers and to name more than one
office co as to eliminate paper work which would be caused by changes in
or absence of personnel. A suggested form of resolution follows:

"Be it Resolved by the Commissioners of the Housing Authority
of the City of : that the /Executive Director/

/[Comptroller/ [Secretary/ /Treasurer/ [for/ and /[Chairman/ [are]
/[Is/ hereby authorized to execute financial and budgetary

reports for and on behalf of the Housing Authority of the City
of and any report so executed shall constitute

the lawful act of such Authority."

(Contt'd)

Yy

The requirements stated in this paragraph were first stated in a Circular
~ dated August 8, 1956.

NOTE: This Section 606.1 supersedes Sections 606.1;606.2, and 606.3 dated

September 1958. It contains procedures for the preparation of the finan-
cial reports to be submitted as of the end of the first six months of the
fiscal year and as of the end of the fiscal year. '
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b. Local Authorities shall furnish the appropriate Regional Director
with two certified copies of extracts from the minutes of the mecting

of its Commissioners evidencing the authority of the officer or officers
who are designated to execute financial reports.

Distribution of Financial Reports. The original and all copies (if
copies are required) of the financial reports prescribed herein shall be
dispatched in time to reach the PHA Central Office not later than the
twentieth of the month following the close of the peried as of which the
reports are prepared. The reports shall be mailed to:

Comptroller
Public Housing Administration
Washington 25, D. C.

Balance Sheet (Exhibit 1)

a., Time of Preparation. A Balance Sheet, Form PPA-2595, shall be pre-
pared as of the end of each cslendar quarter for each Contract which
includes a project (or projects) vhich has not reached the Operations
Period. After all projects under a Contract reach the Operations Period,

a Balance Sheet shall be preparcd only at the end of each fiscal year.

b. Preparation

(1) Quarterly Balance Sheets. At the close of each calendar quarter,
the Balance Sheet may be prepared from the balances shown on the
General Ledger trisl balance taken as of the end of the quarter.
However, 3f the trial balance shows a balance in any of the nominal
accounts (accounts in the 3000, L4000, 5000, and 6000 groups) or a
balance in Account 7010, the balances of such accounts will not be
closed until the end of the fiscal year but the difference between
the total debit balances and the total credit balances of these
accounts shall be reported on the Balance Sheet in Account 2810,
Unreserved Surplus. The balances of all other accounts shown on the
trial balance, except for the memorandum accounts in the 7100 and
7500 groups, shall be reported on the Balance Sheet. 1If any of the
prescribed accounts have been subdivided, such accounts