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INTRODUCTION

SCOPE

Volume V of the Manual series is the medium by which administra-
tive policies, standards, and procedures applicable to the field service
are promulgated.

Each release in this Volume will be approved before publication by
the Administrator or Assistant Administrator (Administration).

ORGANIZAIION AND NUiABERING

This Volume consists of four books.

Books I and II contain Part 1, General Administrative Practice;
Part 2, Personnel Administration ; Part 3, Budget and Fiscal Controls ;
Part 4, Travel and Transportation; Part 5, Communications; and
Part 6, General Administrative Services.

Books III and IV which are distributed on a separate distribution
list, contain Part 7, Accounting and Fiscal Procedures.

Each Part is divided normally into Chapters and Sections, although
in some instances the Chapter breakdown is omitted.

Sections are numbered in relationship to the rest of the Volume.
Where a three digit number is used (e.g., 4-3-2), the first digit indicates
the Part, the secoud the Chapter, and the thirtl the Section. 'Where 

a
two digit number is used (e.g., 4-2), there is no Chapter breakdown,
the first digit intlicating the Part and the second indicating the Section.

Pages are numbered consecutively within Sections. The date through
which the material has been revised before issuance is shown at the
bottom of each page.

IiAINIENANCE

Revised pages are sent out under cover of a Transmittal l-.retter.
When changes have been made in accordance with the Transmittal
I-.letter instructions, the check list at the back of Book IV should be
initialled. This serves automatically to call attention to missing
releases.

Notices of rescissions of other instructions rvill be publishetl in the
transmittal letters for this Yolume.

Boolts I and,II of Volume V are il,istributed, on a separate il,istribntion
list from Boohs III and, IV. Tlte Transmittal letters for th.ese d,istri-
bution lists will, th,erefore, be separately id,entifi,ed, and, numbered.
Those for Boolts I and, II will, be numbered FS-1, FS-2, FS-S, etc.
Those for Books III and, IV will, be numbered FA-7, FA-2, FA-S, etc.
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Port 7. Accounring ond Fiscol Procedures

Chopter l. Generol

7-t-t

Section I

DESIGNAIION AND BONDING OF AUTHORIZED CERTIFYING
OFFICERS AND CASHIERS

The Administrator has delegated authority to the Assistant Ad-
ministrator (Administration) and the Director, Division of Finance and
Accounts, to designate Authorized Certifying Officers, to request the
Treasury Departrnent to designate recommended employees as Cashiers,
and to reyoke or request the revocation of such designations. The
delegations are published in Volume fI, Sections 5-75-22 antl 5-15-26.

DESIGNATION

Authorized Ccrtifying Officers and Cashiers will be designated on
the recommendation of the Regional Administrator concerued. Such
recommendations shall bc addressed to the Assistant Administrator
(Administration), Attention: Division of Finance and Accounts. For
Authorized Certifying Of6cers, the recommendation shall be accom-
panied by the two Signattre Carils for Certifying Ofi,cer (S.F.210),
signed by the employee and showing the information required by Treas-
ury Departrnent Circular No. 680-Revised, as ameruled. For Cashiers,
the recomrnr-.ndation shall irrclutle thc infornration required by Treasury
Department Circular No. 1030, as arnendecl.

The Divisior.r of Finarrr:e and Accounts will take all action necessary
to secure the designation, will rnake appropriate arrangements with the
applieable Treasury Regional Office, and will advise the HHFA
Regional Office as to confirmation of the designation.

BONDING

No action torvard obtaiuirrg surety bouds for clesignated Authorized
Certifying Ofificers or Cashiers is required on the part of the employee
or the Regional Ofiice. The Division of Fiuance and Accounts has
seculed a position schedule bond in accordance lvith 'l'reasury Depart-
ment Circular No. 969 rr hich inchrdes coverage for Authorized Certi-
fying Ofiicels and Cashiers.

AMENDIAENT, REVOCAIION OR IERMINAT'ON

Whenever the authorization of an Authorized Certifying Officer or
a Cashier should be amended or revoked, or his services have been
terminated by death, resignation, or otherwise, the Regional Office shall
promptly forward a memoraudum to the Division of Finance and

ll/l/62 Poge I



7-t-t Designotion ond Bonding of Authorized

Cerrifying Oftcers ond Coshiers

-A,ccouttt,s stating thc rcirson an(l tlr(r ()ffr)ct,ive tlatr oI t,he clrtrngrl. IIi tltrr
action perlains to tn Authorizcrl (lcrtif.yirrg Offictrr Arril rrrl)resents alu
arneudment involving a changtr in placc of puyrnerrt, tu'o uerv Stgnatu,re
Co,rds lor Ccrtifging Officer, properly signed by the Authorized Certi-
fying Officer concerned, shall be forwarded with the explanatory
memorandum. Action to notify the appropriate Treasury Regional
Office rvill be taken by the Division of Finance and Aeeounts.

Page 2 tt/l/62
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Psil 7. Accounting and Fircol Procedurer
Chopter l. Gencrol

7-l-2

Section 2

DEPOSIT OF COTTECTIONS

This Section prescribes the procedure to be followed by Regional
Offices in depositing collections in Federal Iieserve Banks or Branches
and for the preparation and distribution of related Certifi,cates of
Deposit.

All amounts collected by a Regional Olnce which are proper for
deposit shall be deposited promptly in the nearest Federal Reserve
Bank or Branch for credit to the applicable appropriation or fund
symbol. Collections which cannot be desposited. on the same day as
that on which received shall be kept in a locked safe overnight and
deposited not later than the next business day.

Each deposit shall be accompanietl by S.tr'. 219, Certifi,cate of Deposit,
which shall be prepared in accordance rvith Treasury Department
Circular No. 945-Revised., as supplemented and amended. The appli-
cable Field Fiscal Station code, which has been assigned to each
Regional Office and which is included in the listing below, shall be
shown in Block (1) of the certificate.

Region I, New York, New York 86-01-0201

Region II, Philadelphia, Pennsylvania 86-01-0301

Region III, Atlanta, Georgia 86-01-0601

Region IV, Chicago,Illinois 86-01-0701

Region V, Fort Worth, Texas 86-01-1101

Region VI, San Franeisco, California 86-01-1201

The reverse of the Certifi,cate of Deposit shall identify each amount
collected by project number, if applicable, and name; shall indicate
the nature of the collection such as refund, reimbursement, recovery
of travel advanee, repayment of construction advance, repal.rnent of
Ioan, inspeetion and audit fee, or other item; and shall furnish a break-
down where applicable as between principal and interest.

A full set (five copies) of the Certifi,cate of Deposit shall be pre-
pared for each deposit made. The quadruplicate copy shall be retained
for posting purposes, after which it shall bg !1.4 in support of the
accounting entries. The quintuplicate copy shall be marked. "Reloea-
tion " and retained for use as explained be1ow. The original, duplicate
and triplicate shall be delivereil to the Federal Reserve Bank or Branch
with th-e deposit and that office will (a) forward the original to the

0/9/61 poge I



Deposit of Collection 7-1.2

Treasury Department, Division of Central Accounts, Washington, D.C.,
(b) retain the duplicate, and (c) accomplish the triplicate by dating,
signing and returning this copy to the HHFA Regional Office. Accom-
plished data shown on the triplicate when received, shall be transcribed
to the quadruplicate and the reloeation copy. The accomplished tripli-
cate shall then be used to support the monthly Statement of Trans-
actions. The transcribed relocation copy wiII remain available for use
in connection with the preparation of the emergeney files of indispen-
sable records described in Section 5-5, Volume V.

?oge 2 8/9/61
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Porl 7. Accounting ond Fisrol Proccdures
Chopter l. Gencrql

7-l-,

Section 3

UNIFOR''A SYSTE}I FOR FITING FISCAT
AND ACCOUNTING PROGRAM DOCU'IAENTS

This Section prescribes a uniform system for filing fiscal and account-
ing documents whieh authorize fiscal actions and support the related
aceounting entries required in connection with financial transactions
applicable to program activities. Fiscal Project Files, Fiscal General
Files and Pending Files shall be maintained in the Administrativc
Branch entirely independent of any other files maintained in the Re-
gional Office. Documents heretofore classed as custody doeuments shall
be merged antl filed with other types of documents in the Fiscal Project
Files.

The system is sufficiently flexible to permit the exereise of discretion
in the Regional Office, except with respect to those requirements set
forth herein.

ES'ABI,ISHING AND ftTAINTAINING FISCAI FI1ES

Fircol Proiect Filer

Separate files shall be maintained for each of the programs listed
below, consisting of a folder or folders for each individual project under
the particular program:

(1) Slum Clearance and Urban Renewal. 'Ihese files shall be sub-
divided into separate sections for (a) Urban Renerval-Title I
Projects, (b) Demonstration Grant Projccts, and (c) Com-
munity Renewal Projects.

(2) Urban Planning Assistancc.
(3) College Housing.
(4) Public Facility Loans.
(5) Advances for Public Works Planning.
(6) Fetleral School Construction.
(7) Accelerated Public Works.
(8) Ilousing for the Eltlerly.
(9) Area Redevelopment.

These files will contain the types of documents whichrnay be designated
for microfilming in accordance with Section 5-5, Volume V, Book II.
These files will also contain documents rvhieh are prescribed as posting
media in Volume V, Books III and IV, and in Regional Circulars,
except those documents prescribed below for filing in the Fiscal Geleral

0/2A/69 poge I



7-I-3 Uniform System for FilinE Fiscol ond

Accounting Progrom Documenl:

Files. All documents as referred to above, including memorand.um copies
of basic supporting disbursement documents for those programs und.er
rvhich such copies are provided, along rvith other forms, papers and
related correspondence, shall be filed in the applicable folders in chrono-
logical order, with thc most recent document on top.

Fiscql Generol Files

The posting copies of each of thc docurnents listed below shall be filed
in a separate folder or fold.ers established for that document without
regard to program, project, fund, or other activity:

(1) Form H-219, Intcr Office Transf cr Voucher.
(2) S.F. 219, Certifi,cato of Deposit.
(3) S.F. 1017G, Journal Votccher.
(4) S.F. 1766, Vou,cher antL Sched,u,le of Payments.

The above general types of documents may include transactions affect-
ing more than one project or program as rvell as atlministrative Salaries
and Expenses and related activities and therefore are not susceptible
to filing by individual projcct. Such files shall be maintained by fiscal
years and may be subdivided by months if desired. The documents in
each folder shall be arranged. in numerical sequence.

Pogc 2 6/28/63



Adminirtrotivr Proctico Hondbool-Fdd Scrvicr
Psrt 7. Acounllng ond Frcol ?rocodures

Choptcr l. Grnorol

7-14

sEcTtoN 4

COMPUTATION OF INTEREST

This section sets out a 365 days-per-year method for computing
interest. Under this methotl, the same faetor shall be used for leap
years and, nonleap yea.rs. February shall be considered to have 28
days in leap years. The method is expressed by the formula:

r , Dollar-DaysIuterest:--
Interest Divisor Factor

DOIIAR.DAYS

Dollar-Days are calculated by multiplying eaeh of the varying prin.
cipal balances by the number of days eaeh such balanee remained out-
standing (principal X number of days) tluring the period and addiug
the products of this multiplieation.

Eaarnple:
$5,000 for 11 days: 55,000 Dollar-Days
$7,000 for 14 days: 98,000 Dollar-Days

Total: 153p00 Dollar-Days

NTENES' DIYIIOT FACTOT

The fnterest Divisor Faetor is computed by divitting 365 (the num-
ber of tlays in a yeer) by the epplicable iuterest rate, and correeting
to two decimal places.

Eaonpl,e: The factor for an interest rate of 4/o qruals 365 +- .04 or
9125.00.

A Table of Interest Divisor trractors is shown as Exhibit A.

ITIETE$ ?EilOD

It is importaut that the interest period be coneetly expressed in
any invoice, notice, or correspondence. 'Wherever the terminology
"from" and "through" is used, it shall mean that both the first and
last dates are included in the stated interest period. 'Wherever "from"
and "to" &re used, it shaU mean that the first date is inelutled and
the last date excluded. The interest period and the number of days
for the month of January may be expressetl as "from 1/l th,rough
7/31-Bl days" or "l/l to 2/l--31days."

EXAiIPLE OF INTERESI COi,IPUIATION

Using as an example the case of a loan disbursement of $7,000 @
28/a/o pet a,nnum made on June 4, 1959, with a partial repayment of
3/13/61 Pogc I
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7-t-4 Computotion of lnteresl

$2,000 made on September 4, 1959 ancl full repayment made on March
15, 1960, the following statement and computation would result:

$7,000 for period '6/4/59 to 9/4/59
$5,000 for period 9/4/59 through. S/14/60
$7,000 Y 92: 644,000 Dollar-Days
$5,000 X 192: 960,000 Dollar-Days

Total : 1,604,000 Dollar-Days
865 _+_ lg/ao/6: lg,z1z.i3
(fnterest Divisor Factor)

Applying the formula:

92 da1's)
192 days)

(

(

- Dollar-Davs
Interest - =_::_-t'r'actor

rnterest:1##: $120.8b

EXHIBIT A

TABIE OF INTEREST DIVISOR FACTORS_365 DAY BASIS

lnleresl Role
Fractional
Percentages 2% 3% 4% 5%

18250. 72166.67 9125.
7/76 77696.97 11918.37 8984.62
t/8 77176.47 11680. 8848.48
3/76 16685.71 11450.98 8716.42
7/4 76222.22 77230.77 8588.24
5/76 15783.78 11018.87 8463.77
3/8 15368.42 10814.81 8342.86
7 /t6 14974.36 10618.18 8225.35

7/2 14600. 70428.57 8111.11
9/t6 \4243.90 L0245.61 8000.
5/8 13904.76 10068.97 7891.89

71/16 13581.40 9898.31 7786.67
3,/+ 13272.73 9733.33 7684.2L

73/16 12977.78 9573.77 7584.42
7 /8 12695.65 9419.35 7 487 .18

75/16 72425.53 9269.84 7392.41

The divisor for an interest rate of 2.76% is 13224.64.
Fol an interest rate of 3.01% it is 12126.25.

7300.
720e.89
772t.95
7036.14
6952.38
6870.59
6790.70
6772.6+
6636.36
6561.80
6488.89
6477.58
6347.83
6279.57
6272.77
6147.37

?oge 2 3/13/6t
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sEcTtoN 4

COMPUTAIION OF ACCRUED INTEREST

This section prescribes a lnethod for cornputing the accrual of interest
on loans and advances made under the Agencv's lending programs.
It is a sirnplified method whith is particularl.y effective for machine
computations, especially rvhere a change in the principal balance has
oeeurred during the interest lreriod. Thc method is expressed by the

formula, Interest - 
Dollar-DaYs

Factor

DOITAR.DAYS

Dollar-Days are calculated by multiplying each of the varying prin-
cipal balanees by the nnmber of days each such balance remained out-
standing (principle X number of days) during the period and adding
the products cf this rnultiplication.

Eram'pl.e: .

$5,000 for 11 clays - 55,000 Dollar-Days
$7,000 for 14 clays - 98,000 Dollar-Days

Total : 153,000 Dollar-Days

To arrive at the final interest accrnal figure, thc total of Dollar-Days
is divided b.v the Intererii. Divisor Factor.

INTEREST DIVISOR FACTOR

'Ihe Interest Divistlr Factor is conrputed by dividing 365 (the num-
ber of days iri a .vear) by the applicable iuterest rate, and conecting
to two decimal places. Thc il65 figure is usecl for leap years as well
as non-leap )'ears.

Dra,nple: The factor for an interest ritte of 4/o equals 365--.04 or
9l25.00.

A Table of Interest l)ivisor I'actors is shown as Exhibit A.

INTERESI PERIOD

It is important thirl tlrc iriterest pcriod l-rc correctly expressed iu
any invoice, notiee, or colre$pondence. Wherever the terminology
"froul" and "througlr" is used, it shall rnean tlrat both the first aud
last dates ate iucludetl in the stated iuterest period. Wherever t'from"
and "to" are used, it shall metur that the fir:st date is included and
the last date excludctl. 'lhe intelest peliod and the number of days
for the morrth of Janunry tna.v be expresscd as "from 7/7 throu.gh
1/31-31 days" or "7/l to 2/1-.31 days."
to/4/s6 Pogr I
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CATCUI.ATION OF ACCRUED TNIEREST

Using as an cxample the case of a loan disbursement of $7,000 @
2s/a/o per annum rnade on Junc 1, 1955, rvith a partial repayment of
$2,000 made on Septembt,r 1, 1955 and full repayment made on March
72, 1956, the follouring statemetrt antl computation rvould. result:

$7,000 for period 6/1/55 to 9/1/55
$5,000 for period 9/1/55 throu,gh, 3/17/56
$7,000 X 92 : 644,000 Dollar-Days
$5,000 X 192 : 960,000 Dollar-Days

Total : T$04r00d Dollar-Davs
365 -- 23/+% -: 13,272.7'.\
(Intcrest Divisor Faetor)

( 92 days)
(192 days)

4%

Applying the formula:

, Dollar-DayslntereSt: 

-

-t'actor
r,terest : 1f##3 : $120.85

EXHIBIT A

TABTE OF INTEREST DIVISOR FACTORS_365 DAY BASIS

lnleresl Role

Flactional
Perccntages q e'/. /( 3% 5%

1./16
1/a
3/16
1/+
5/76
3/8
7 /L6
7/2
e/16
5/8

11/16
3/+

13/16
7/8

t5/76

\2166.67
1 1918.37
't1680.

r 1450.98
11230.77
r 1018.87
10814.81

106'18.18

10428.57
10245.61
r 0068.97
e898.it1
o?o9 q,

9573.77
9419.35
9269.84

9125.
8984.62

8848.48
8716.42
8588.24
8463.77
8342.86

8225.35
8111.11

8000.
7891.89
1786.67
7684.21

7581.42
7487,78
7392.47

7300.
7209.88
772t.95
7036.14
6952.38
6870.59
6790.70
6712.64
6636.36
6561.80
6488.89
6417.58
6347.83
6279.57
6212.77
6147.37

18250.
I7696.97
1i176.47
16685.71
76222.22
15783.78
15368.42
14974.36
I 4600.
14243.9t1

1390i1.76

13581.40
1 .f.)7.) ;a

12977.78
12695.6ir
I2"125.5:,|

The divisor for an iutercst rate of 2.76% is 13224.64.
For au interest rate of 3.01cl it is 121 26.25.

Poge 2 to/4/s6
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Seclion 5

DISBURSING DOCUNAENTS_PROCESSING, NUIIABERING, AND FITING

This Section prescribes the procedures to be followed by Regional
Offices in processing, numbering, and filing all types of disbursing
documents.

Basic documents consisting of vouchers, invoices, bills, etc., when
received in a Regional Office, shall be time-stamped in such a manner
that information necessary for examination and payment will not be
obscured. Separate Registers of Incoming Basic Documents shall be
maintained in the fiscal unit of the Administrative Branch in accordance
rvith Exhibit A for basic documents covering transportation charges by
carriers and for those covering all other types of claims and each reg-
ister rvill serve as a control for the assignment of numbers. (See chart
below for the assignment of numbers.) When basic documents are
received in the Administrative Branch they shall be entered promptly
in the applicable Register of Incoming Basic Documents. Subsequent
referral of basic documents to another unit, office or person, for addi-
tional action or information rvhere required prior to payment and final
disposition thereof by payment or otherwise, shall also be entered in
the register.

Basic documents and related S.F. 1166, Vou,chers a,nd, Schedules of
Payments, shall be processed in accordance u'ith the instructions con-
tained in 5 GAO 4000, 6 GAO 6000, and 7 GAO 5000, as appropriate.
\Yith respect to such basic documents which involve cash discounts, the
instructions in Supplement No. 1, Treasury Department, Division of
Disbursement, Circular No. 81, shall also be followed. Disbursements
d.ocunrented by S.F. 1,087, Vou,cher and, Sch'edule of W'ithclrawals and
Credits and GSA Form 789, Statement,Vou,cher and, Scheclule of With-
ilrawals and Credits, where the OA is the office billed, and adjustments
documented by S.F. 7097, Vouch,er anil Sched,ule to Effect Correction
of Errors, shall be processed in accordance with the instructions in 7

GAO 4000, 4200, and 4400, as applicable. (Refer to 7 GAO 7530 for
the disposition of documents by agencies under site audit and to 5 GAO
4060 for the submission of transportation documents to the General
Accounting Office for postaudit.)

The following chart provides instructions with respect to the assign-
ment of serial numbers and the disposition of the accounting and fiscal
copies of basic documents and related Vouchers and, Scheclules of Pay-
ments, Vottchers and, Sched,ulas of Withil,rawals ancl Credits, State-
m,ents, Vouchers and, Sched'nles of Withdrawals and Cred'its, arrrd
Vouchers and, Sched,ules to Effect Corcection of Errors:
7/12/62 Poge I
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Disburremenl Documcnl
l. Bosic Documontr--origino! and

one coPy:

(a) Public Voucher lor
Ironsportolion Charyet
(S.F. III3); Public
Youchq lot ltantpoila-
lion ol Possengen
(S.F. ItTI) ond othcr
rimilor formr.

(b) orher thon tron3Porlo-
tion chorges by corrierr.

Numbering

Seporole teries beginning wirh
'T-1" eoch frcol yaor.

Disposition

After posting, file origincls in rupport of rhe monrhly Stolenent of
Ttdnsacrions (5.t, 224) pending tronsmiltql to lho Generol Accounling
Ofiice. Fila memorondum copies olphobericolly by nome of rorrier.

Sepqrote series beginning wirh "1,
ecch llscol ycor.

After posring, file originols. including originol GSA invoices, in sup-
port of the monthly Stotement of fronsoctions. File memorondvm
copies opplicoble to progrom disbursements in the oppropriale Fiscql
Proiect File (see Section 7-l{). File memorondum copies opplicoble
lo odministrotive expenle disbursemenlr in reference fttes os follows:

Poyroll vouchers: by poy periods.
Trovel reimbursement vouchers: olphobeticolly by name of lroveler.

GSA invoices: in numericol sequence by seriol numbers orsigned
by rhe Regional Ofiice, wirh signed receiving reporls ottoched.
tor portiol shipmonts, ottoch receiving raport lo invoice covering
finol poyment ond cross reference ecch invoice covering previous
poyments lo finol invoice. lf signed receiving reports covering
oll items listed on the invoices ore not on flle, hold invoices in
o "Pending" ftle unril such reporls ore received.

All orher miscellqneous vouchers, invoices, bills, etc.: olphobeticolly
by nome of vendor, conlroclor or olher poyee.

Forword certifted originol ond two copie3 lo the Treosury Regionol
oftce for poymenl. Rotoin one copy for posting ond one copy for
the relocotion files. Upon receipt of poid originol ond one occom-
plished copy, tronscribe pqymenl doto to posting copy ond relocolion
copy. File origincls in support of the monthly Stotement ol trsnsac-
tioas. File posting copies in numericql sequence in support of the
occounling entries in o seporote Fiscol Generol File (see Secrion 7-I€)

C,

r
C

Io

l!. Vouchers ond Schedules of
Pcryments (S.F. tI55):
(o) Tronsportotion chorges

by corriers (originol ond
four copier):

Seporote series beginning
"f-I" esch lbcal yeor.

wirh

z
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.o

o
r

3(o

N
or
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Disbursemenl Documenl

(b) Olher thon lronrpoilo-
tion chorges by corrierr
(originol rnd throe
coPios).

lll. Voucherr ond Scheduler of
Withdrcwols aad Credirs
(S.F. l08l), Stotemenrs,
Youchea and Schedules ol
Withdrawols and Creditc
(GSA Form 789), ond
Yoschea ond Schedules lo
Efiect Coneclion ol Enots
(S.F. 1097). (Originol ond
four copier.)

NOfE: fhesc formr shqll bc
usad only when lhe Fon3oc-
tion off€cts lhe qccounts of
differenl og.ncy occounling
3lotiona.

Numbering

Seporalc serier beginning with "I"
eoch frcol yeor.

Sqms serier as in U(b).

Disposition
moinlqined for lronsportotion poymenls, Dispose of relocction copies
or prescribed in Section 5-5, Volume V. The remoining occomplished
copy sholl be held for ollochment to qnd submission with reloted
origincl boric lron3portotion vouchers when tronsmit"ted monthly to
the General Accounling Offce,

Forword certified originol ond one copy lo the Treosury Regionol
Oftce for pdymenl. Reloin one copy for posting ond one copy for
the relocotion f,ler. Upon receipt of paid originol, tronscriba poyment
dolo to posting copy and rolocotion copy, File originols wirh reloted
originol bosic documents in numericol sequenco in support of the
monthly Stoterren, ol fransacrions. File posting copies in numericql
ssquence in support of the occounting enfries in the Fiscol Generol
File (sae Section 7-I€) mqintoined for other lhon tronsportolion
p.rymcnt3. Dispose of relocqtion copies os prescribed in Section 5-5,
Volurne V.

Forword cerlified originol ond two copies lo the freosury Regionol
Oftice for pqyment. Retoin one copy for posling ond one copy lor
lhe relocolion files. Upon receipl of poid originol, tronscribe pay.
menl dato to potting copy ond relocalion copy. File originols in
supporl of the monthly Stotement ol Transacrions. File posting copies
in support of the occounting ent:ies. Dispose of relocqtion copias os
prescribed in Section 5€, Volume V.
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sEcTloN 5

SIGNATURE CARDS AND ABSTRACIS OF AUTHORITY

To facilitate the exarninatiorr anrl comprehensive audit of fiscal trans-
actions, the Administrative Braneh of eaeh Itegional Office shall main-
tain a file of specimen siplnatutes of officers or employees of the Re-
gional Office who are authorized to approve fiscal clocuments whieh
require the obligation or disbursement of funds or the charging or cred-
iting of employees' personal acconnts. Atltlitionally, the Branch shall
uraintain uniform records of the partieular documents each such officer
or employee rnay approve, pnrsuant to formal delegations or redelega-
tions of authoritl' or designations of functioual responsibility. These
records shall be rnaintained in addition to, atrd lrot it1 lieu of, copies
of the clelegations or redelegations of authority or other authorizing
iusttuments.

Tlris Section prescribes Form H-200.24, Si.rynature Card, ancl Abstract
of Auth,ori,tt/, rvhich shall be userl to obtain spccirneu signatures and to
recrord the authorization data, alld provides irtstrucrtiotts and minimum
starrdards for its use.

FORM H.200.24, SIGNATURE CARD AND ABSTRACT OF AUTHORITY

Fornr H-200.24, Signatttre Card, and. Abstract of Authorify, is gen-
crally self-explanatory. The face of the cartl, Srgrra,ture Card, is de-
signed to sholr the employee's name as it appears in the official records,
his title, the organizational unit for or through n'hich he aets, his
olfrcial alrtographic signature, and the signature and title of the officer
u,ho rritnesses the emplovee's signature. The reverse of the card., Ab-
stract of Au,lltortty, provides space for recordiug each fiscal document
*'hich the emplol'ee is authorized to approve, the delegation or red.ele-
gation of authority or other authorizing instrument from whieh his
authoritl- tlerives, the effective date of the authority, and the revoea-
tiou instrurnerrt anrl effective date if the autholitv is revoked.

STANDARDS FOR IHE USE OF FORIYI H.2OO.24

Form H-200.24 shall be required in implementation of any formal
delegation or redc,legation of authority which involves the approval by
the arrthorizerl enrployee of a docurneut rvhich requires the obligation or
<lisbursernent of funds or the ehargirrg or crediting of employees'per-
sonal acr:ourrts. Examples of this type of authorit-v include, but are not
limited to, authority to approve purchase orders or other forms of ad-
ministrative servicing contract, travel authorizations or requests fol
advances of funcls, contracts or requisitions providing for advances,
Ioaus, or grants of program funds, certificates of rrecessity of official
ioug distance telephone calls, and authorizations for the performance
of overtirne'lvork.

Form H-200.24 shall also be required in impleruentation of any desig-
natiorr of an employee to perform a particular function, in accordance
rvith a Manual or other Central Office instruction or pursuant to such

ll/7/56 pcae r



7-1-6 Signoture Cords and Abstrocts of Aurhority

an instmction, if the functiou includes the altproval of a doctrmetrt
which requires the obligation or tlisbursement of funds or the charging
or crediting of emplol.ees' personal aecounts. Examples of this type
of authority include. but are not limited to, authority to approve travel
expense claims,- tirne and attendance reports, offieial telegrams, and
authorizations for l)aymelrts under program contracts.

At the discretion of the Atlministrative Officer, Form H-200.24 may be
required in support of any approrral or clearanee aetions which are eon-
trolled by polieies or proeedures issued by the Regional Atlministrator.
INII]AIION AND II/IAINIENANCE OF FORi/l H-200.24

The Administrative Branch shall initiate a Form II-200.24, Si,gnature
Caril, and, Abstract of Au,tltoritq, for each employee who is authorized to
approve a fiscal doeument or doeuments, in aceordanee with the pre-
scribed standards. Only one Form H-200.24, Signatu,re Card' shall be
required for each authorized employee.

There shall be recordetl on the reverse of Form H-200.24, Abstract of
Au,thority, the form number or name of eaeh document which the em-
ployee is authorized to approve, the date or serial number of the dele-
gation or redelegation of authority or the number or date of the Central
Office or Regional Offiee instruetion from which the employee's author-
ity derives, and the effective date of the authoritv. If additional spaee is
required, a second Form H-200.24, Abstract of Au,thorifgr, shall be used
to continue the listings and shall be stapled to the basic form.

The employee shall be instrueted to enter his official autographic
signature on the face of the form in the presence of his supervisor or
another officer of the Regional Offiee who will attest to his signature,
and to return the form to the Administrative Branch.

If additional authority is granted to an employee who has executed a
Form H-200.24, Signature Caril, the Administrative Branch shall enter
on the reverse of the form, .4bsfract of Au,th,ority, the deseription of
the additional document or doeuments which the employee is authorized
to approve and the required authorization data.

The attachetl Exhibits A and B illustrate properly executed Forms
H-200.24, Bignatu,re Carcl and, Abstract of Au.thority.

REVOCAIIONS OF AUIHORIIY

Upon notiee that the authorit;r of an employee to approve a ffseal
document or doeuments has been revoked, the Administrative Braneh
shall enter the date of the revocation on the employee's Form E-200.24,
Abstract of Atdh,ority, and return the form tolne active file.

RETENIION OF NONCURRENT FORi,lS H-2OO.24

When the authority of an employee to approve each of the fiscal docu-
ments listed on his tr'orm H-200.24, Abstract of Authoritgr, has been
revoked, the form shall be retained. in the aetive file until'all of the
fiscal.documents approved by the employee have been processed by the
Administrative Branch. Thereafter, ihe-form shall be transferred to a
noncurrent record file and retained. for referenee purposes until com-
Pcge 2 tt/T/s6
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pletion of the internal and General Accounting Office audits of trars-
actious for the last autlit period during rvhich the ernployee 1\'as author-
izecl to approve a fiscal clocument or documents.

Final disposition of Forms II-200.21, Signatw'e Carcl ancl, Abstract
of Au,th,ority, shall be in accordance with the provisions of the govern-
irrg Records Control Sehedule. (See Yolume \r, Section 5-4.)

tt/7/s6 Poge 3
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EXHiBiT A

(Foce)

Fd. ?4
( ro-56) HOISING AM HOME FINANCE AGENCY

SIGIIATURE CARD AIID IEETRACT OF AUTIICRITY

Enp I oyee JoSI A. SMIIE. Adiialstr&tlve Offlce!
(rrp. nr.. r r' tttl..t cltt..t o. ..plot..)

Or8.ni:a!ion.l Unit .[d.hl.nis t!atlve Bruch

S i gna turc

I ccr!ify th.t r si8n.turc abovc i.s that of loycc neocd hcrcoo.

Att.stinS Offic.!

Tir lc

(lovorro)

ltllalSt ot lltroattY

llrr ortlotee
lirtrd bolor.

aorl or rlrr ircr ol rlir ico ir rutiorired t. .pprcra rle locurratr
,grauant ac ah. cii.d.uth.rarr.

oc[.t urctrn tttacrrtt ..ff.rto arfacrrrl

I s.t, ll4:t B.C. f,o. 72. Btr. 2lLl5,,

2 E-rri f,-81;
al tt lL1<6 f,6. lt-21 215l5r.

I a-2t r-lt6 ,o. tl-?z 21515,.

1 S.E. I0i8.Bev. B-156 !Io. rr-21 2lsl9t,
5 Certtty L.D.

ro/u/5lr
6 Sl€n t€lc-

nee. Ve@ Uo. '!8 tolzrl -<b

1 S.F. rri6 Rer. fcno lio. 7i .14111

8

9

t0

Poge 4 tt/7/56

D-- ll._ n^ rt



a

Signolure Cqrds ond Abslrocts of Aurhority 7-1-6

EXI.IiBIT B

(Foce)

(Rcvone)

F2S. A
(10-56) IjOUSING AM HO}(E FINANCE IGENCY

SIGIIATURE CAR(} AIID AEETRACI OF AUITORITY

Eng I oye c lrllllAl.l X, .A!AJ4S, negloBl Dtrector, CtrA

lrrp. ^a.. d^a tttt. ol.ll..i.....rt.t..)

O!8aniz.t

Signaturc

tl .

l/Y^t!,
offlce of Dllecto CFA

'-^, E (o u*,-
I ccrtify rh.t rh. sitnrturc abovc ie thrt of chc cnptoycc nrocd hcrcon

Attcst in6 Officcr

Tirlc

g"lr 4;,fu
/adata! str 6t Lv c ot t r c.r

lttttaSt at lttt0altt
Ite orployoo
lirtod l.lor.

trd or tlo frcr of thio fcr. ia autlrcril.J o rllrorr the locqotr
tcaau.Da t. t[c citcl.ualiotiat.

u[.t lutrctltl arttcltvt motrlo atrtcrttt

I Approw S.?.
t.r- bil Xa- AO 6l2tl<4

2 Ccrtt.fv L.D. ne2- l.loe tro. 9l ?/rrl55
) Sl6D t.ta- I t t ?ltrl55
a

J lpprovc S.t.
lo{r uvEnta

8ea. ldltn. eoll,G
elro g12].116

6 ulder Dlrut!6
contraat6

(pur. 60-12-!.Yol. l) 8l2rls6

7

8

9

l0
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Section 7

CTAIMS BY THE UNITED STATES AGAINST INDIVIDUATS ARISING OUT
OF DAMAGE TO GOVERNMENT PROPERW BY REASON OF NEGTIGENT

OPERATION OF PRIVATELY OWNED VEHICTES

This Seetion prescribes the proeedures to be follorved by Regional
Offices with respect to claims against individuals arising out of dam-
age to Governrnent property by reason of the negligent operation of
privately owned vehicles. In this conneetion, reference should be
made to 4 GAO 5000 and 6500.

'Whenever such a claim involving a debt of $75 or more, or a
balance of $75 or more, is administratively determined to be uneol-
leetible, or an offer in eompromise is involved regardless of the
amount of the debt, the Regional Office shall submit the ca,se to the
Central Office Division of Finance and Accounts, which will initiate
the action necessary to report the claim to the General Aeeounting
Office or, through the Office of General Counsel, to the Department
of Justice, as appropriate.

Each case so submitted shall be supportetl by atl pertinent and
available evidenee, includin,g the names and locations of parties in
interest and those who may have knowledge of the facts; the name
and address of the insurance company, if any; or, if not insured,
evidenee of the debtor's finaneial ability to pay the damage if jutlg-
ment is obtained.

A vehicle damage debt claim of $25 or more, but less than $75,
after collection efforts have been exhausted as prescribetl in 4 GAO
5000, shall also be reported to the Division of Finance ancl Aecounts,
rvhich rvill initiate the action necessary to report the case to the
General Accouuting Office for collection. Each such report shall
contain the information as prescribed in 4 GAO 5000.

4/4/50 Poge I
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Seclion 8

MAITING OF ACCOUNTING AND FISCAT REPORTS

fn order to facilitate the preparation and submission of accounting
and fiscal reports by the Regional Offices and the receipt thereof by the
Central Offiee Division of Finance and Accounts, transmittal check
sheets have been provided. No other type of transmittal memorandum
shall be used for this purpose.

The reports deseribed in the individual fiscal and accounting proce-
dures eontained in this Volume, except those referred to in the last
paragraph, shall be accompanied by the original only of a covering
Transmittal, Checlt Sheet-Reports, Forms H-200.38, E-200.39 or
H-200.40 (see Exhibits A, B and. C, respectively), on whieh shall be
indicated, by eode letters, the reports transmitted for each program or
other activity or reasons why reports are not transmitted. Unless
otherwise indicated on the transmittal check sheets, the original only
of each report shall be mailed. Ea.ch transmittal check sheet shall
be dated and signed by an authorized employee of the Regional Office.
Regional Offices loeated west of the Mississippi River shall transmit
reports and covering transmittal eheck sheets by airmail.

IIAONTHI.Y REPORTS

Form If-200.38 (Exhibit A) lists reports whieh shall be transmitted
not later than the third business day following the close of each month
and Form H-200.39 (Exhibit B) lists reports which shall be trans-
mitted not later than the fifth business day following the close of each
month. Where indicated on the transmittal check sheets, the number of
reports submitted shall be shown.

QUARTERI.Y R.EPORIS

Form If-200.40 (Exhibit C) lists the quarterly reports which shall be
transmitted not later than the seventh business day following the close
of each quarterly period.

OTHER QUARTERTY AND ANNUAI. REPONIS

The quarterly and annual reports required for Group Life fnsurauce
and Retirement activities are not affected by the provisions of this
Section. Such reports shall be trarxmitted in aecordance with the
applicable instructions in Sections 7-3-3 and 7-3-4.
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EXI{IBIT A

7-I{

BOUSINC AI{D BOME FINAI{CE ICE}OY
offtco of tbo AdllDl.trator

DLvlslon ot Pl6oc! aDal AccNtt

E-200.38
(r.063)

8.glon lto, J xonth odqt . Lq

@
(To occopqy raDort. allcd @ thc tbfa b@lDlro d.tr tolldlDg tlo motb rodrrt.)

ltc coilc lotter ln thc bgr ol0o6lta o.ch roport llltcd it.Dqtqa ttc ,guotDgr
'X" lltllc6t.s teport trct8red rDd traDelttea hordltb.
'0" lldtcstc. Do cctlvlty r.cora.d AqlDg th. EoDtb.
tt toillcstcs ao rcDort $qulrcil (rclqtlDg c@9Lt d, 6 lot rDrusblc),
'b" lDaltcatcr telort tleLycil. (On rcvcrro hcreof, atrtr re4.6 tc arby

ad gtvc dat. eb.o aqtolorlotr Dy b. .xlEct d.)

coIr.EcE gousilo tBocMlt
E-200.!r TT8lBcrltt ot .lcoNt lot.l2 Crlb
E-200,15
E-200.60
B-z\t

ltaDlcrlpt oa Accrut lol.l3 Carl: - lldtf,otlo od lqill,t ILat
gtat@.nt ol 0.mra1 lrAgo! Babacot
n t leB C@Ltilclt., Colltnotl@ IAE!cc., lodl hsctrtaa,
rrd lrndlsbqs.il C@lte!t!

PTEIL]C TACILIB LOA,IIg PSGR.AM
( ) E-zoo.tl fraDscrlpt of Acc@t Io1.I2 c.ob
( ) 8-2oo.f, DcDscrttt otA4caDt Lo1.13csrh - IDqpctloDar'aAdttt..
( ) 8€00.60 stetcent ot o.EeraL L.dg.r 8eLnc.r
( ) E-245 tt.t tsn C@ltilcDt., ConBtflctto! AdEacr!, !frd ?t[ctr&!,

ol0 lrlalrbw.il C@ltD.Dtr

IBVGVIIB N'nD - UQUIDATIC' !RGM}T'
( ) E-200.60 stst.loot o! Ooloral Iedgcr laltrcc.

SALAAIE8 IXD B,(PEIOSES
( ) S-aal gonthly Beport o! Obugsttos trJ'Ptog!.D .rd obJeot cL.rltlctld

. (tn dwltc6te)
( ) 8-21.0 St teDent of Canolal lidg.! BalaDca. - grLrl.! lal E(tEOt.a

Atprq)r16t1o8

6UrU

E-200.13 ccre!8l lletebborhooil
(llmbcr ot lcport6

ReD*61 Plaur

E-2@.1,3 trcaslblltty surycys
(Nwber of repolts

-)
E-20O.13

8-2OO,l+0 Ca6b BDil
tleeoraEdla RccolA of Rcl.aa. and

E-68? (tD itupltcsto)
D.t.. ' rom6 E-595 .d

ANEA BEDEVELCIPMEI\T PROONAM
( ) E-20O.60 StateEcat ol C€DcrrI L.dgc! 8alaDc.a

SIDERLI EOUSDTC I,OAII IBOOMM
( ) E-20O.6O state@ot of cenelsl trdg.r BatrDcc!
( ) g-21r5 net tatr C@tto.ltr , L€B Dl.brroEctrtr ad UDdlrburlcd

C@ttocDt!

D.t. subDltted 19- lv
(S18utur. )

!to!E: subDlt 6 x.lox coPy only ot escb Fm E-2oo.6o anal 6D orlglEl oDty gt rll
othc! foEE uDlc€s othenlsc lnilicatetl'
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EXHIBIT B

E-C00.39
(lo-51)

TIRAIG$EITAT CMCX SEEEI! . N&Tg
(lb rcc6lED0r-rctprt! Bllea oE the tlttb hs1et. ary toUol.tlS l[.
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'Oi lDallctcs Do acttvlty t€corto{ AEirg t'bc mtb.ltr tDdlctcr ro rql,6t ioqulrcit (rcaortlag cfiI,lctcil, oE Dot rtDUqbL).
"D' iDdtotos rGDdt dolrycd. (Oa roverac bcrcot, ltata rcaaoo lot
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( ) ef IOU AllotocDt Irdser 8@ry - lloBdltDlet!.tlE St tl

r:ocngcr (86-?tx@81)
( ) eG 1or: Arlotoqnt ridger Ewrv - ProgrE luone ( )( ) er rou AllotE.Bt toitgpr Swry - roEilDlllttEtlE Strr

gqrcorcr ( )

PN6MU 6'A)VIIICEg FOR PI'BLIC UOHG IIAIOETO
( , E4oO.I? ProJqct TBBrcrlDt ([o. o! tq,oltt anlrttha !.t*ftA J( ) E-209.5O 6tat@Dt o, ocBBL LAge! EalsDccr

IE$r Pllnmro AsI'lRIrtrCS mGna{
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-)
( ) E-20o.50 Stat@trt ot ccnoral FBc lalaacce
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fo:!i E-5?5O rD.t E-575O (rn ewu6ro)

lcgElEnAaEo ?ul[tc ToRlc, ?n00M!l
( ) E4oo.6o Stat@Et ot o6lsBl rrdgq!'Dal3racr

ctlrBrlD irID DEPOSI! FUIO ICCOUm'
( ) 8-e00.r3 EtctdEclt ol coDoBl t alSlr D&Iaac.l

IOUSIIO Al[) f,OME rI'{ArcE IOEICI
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ic81o tro. tl6th odco ----- U-
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EXHIBIT C

H-200.10
12-991

UolrSUlC AID EOG FI}IAI{CE lodl{gl ' otltc€ of the AdDlolstrato!

1o Dtvlston of FlBnce sDd Accountsl

mAI6l.[I1TAf, CEECK SE&'T ' R:,P0(TJ

(to acco4uny relDlto Blled oD seventh bustneEa day foll@il.; thc qBrtar crdcd.)

nlalon Ro. Perlod dnded r9_
&e cod€ lotter 1n the bor oplDslte each reDort llsted denotes the tollaln8:

"X" tDd,icates reDort prelEred and trooeltteil hereylth.
"O" lndlcates no activlty recGded dulng the qurterl)' perloal.
"N" lndlcates Do relort requlreil (reprttng c@I,leted, or not atDl,tc.b!,a),
"D" lndlcates report dela)reil. (On reverce hereo!, otate rssoo tor daLJ

and glve date uben sbolsaloD @y be e4rccted.).

CI.EAEINC A}ID DEFOSIT N'ND ACCOI'I{TS
( ) Qulterly Rq)ort ol UnstDLled SulDense Iteea

Rat 0Lv!10 nfiD . LIqUDArIrG PRocRAtts
( ) eurteru Ltstlng of tAnlEo Act propcrtles (rrrqrOUetc)
( ) Isnbe Act Actr.vltles - !t!c8l yeaaActrvrtli-[@g;

SU,D{ CIAARANCE AND URBAN RENE|IAL PNOCSAI{( ) Qurter\. RcDort ol Orlstand.lnt Lcnr aDd Adtnce! Dy
Interest BateE

lateSubclttcd_ 19_ By
(SismlwT

($uNsr,ilr onrcr'rAls olrly, uflrss orErrursc r]rDrcAlED)
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7-1-9

Section 9

TORT CLAINAS AGAINST IHE UNITED STATES

Procedure with respect to the payment of tort claims against the
United States is set forth in 7 GAO 5400.

Obligations for the payment of tort claims shall not be established
in the Regional Office books of account, since such claiurs will be paid
only in the Central Office.

Any such claim received in a Regional Office, together with all sup-
porting memoranda, documents, reports, exhibits, and any other related
material, shall be transmitted promptly to the Division of Finanee and
Accounts. After establishing an obligation in the Central Office books
of account, the Division of Finance and Accounts will forward the
claim and the supporting documents to the Office of General Counsel.

5/tt/52 Poge I
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Section l0

ADJUSTMENT OF UNDERPAY'IAENTS AND OVERPAYMENIS OF INTEREST

IN MINOR AAAOUNTS ON TOANS AND ADVANCES

Occasionally debtors, when repaying their loans or advances in full
under URA antl CFA programs, underpay or overpay in minor amounts
the interest owed by them in connection with such repayments. In the
case of a small underpayment of interest, the cost of rebilling the debtor
for such amount and of explaining the circurnstances gTeatly exeeeds
the amount to be recovered. In the case of a small overpayment of
interest by the debtor, the refunding of the excess interest is costly to
the Government and the minor amount involved has no real significance
to the debtor.

In order to minimize the expense of small adjustments and corre-
spondence relating thereto in any case where a loan or advance has
been or may be repaid in full under URA and CFA programs, the
Comptroller General of the United States, under date of January 30,
1958, authorized the Administrator of this Agency, or his designee, to
allow or require adjustments in the amount of interest on the in-
debtedness of borrowers and others in the event the final payment of
interest is not more than $2.00 greater or less than the proper amount,
when in his opinion, such adjustments are justifietl by reason of error,
inadvertence, or deviation from preseribed procedure. llnder date of
April 23, 1958, the Administrator delegated authority to each Re-
gional Administrator (exeept Region VIf, Puerto Rico) to adjust such
small amounts of interest in the accounts of this Agency and to retlele-
gate (see Section 7-1-6) to one or more employees under his jurisdiction
the authority therein delegated.

The following procedure prescribes the methods of making sueh
adjustments.

ADJUSTMENIS OF OVERPAYMENIS

Upon collection of a final repayment, which includes an overpayment
of interest not more than $2.00 greater than the proper amount, the
amount actually colleeted shall be recorded as follows:

Dr. 101.12 Cash Total amount collected.
Cr. . (applicable asset ae- Amount of principal repayment.

eount)
Cr. 121. . Aeerued Interest Correct amount of interest due.

Reeeivable -(forapplieable asset)
Cr. 201.11 Aeeounts Payable Amount of interest overpayment.

After these entries have been made, and when appropriate, the amount
of interest overpayment established as a payabie shall be adjustecl in
the aceounts on the basis of a Jou,rnal Vourcher prepared in accordance

s/27/s8 pose r
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with Exhibit A, which shall be approved. by the Regional Ad.ministrator,
or his designee, prior to posting in the General Ledger.

ADJUSI'IAENTS OF UNDERPAYII'IENIS

Upon collection of a final repayment which involves an underpayment
of interest not more than $2.00 less than the proper amount, the amount
actually collected will be recorded. in accordance with existing proce-
dure. 'When appropriate, the amount of interest underpayment shall be
written off on the basis of a Journal Voucher prepared in accordanee
with Exhibit B, which shall be approveal by the Regional Administrator,
or his designee, prior to posting in the General Ledger and Subsidiary
Records.

Poge 2 s/27 /ss



Adiustmenl of Underpoymenls ond Overpoyments o, lnlerosl
in ll/linor Amounti on losns ond Advqnces

EXHIBIT A

7-t-t0

&dd hd xo.101?Gturd
ro.e.J R.ddhu No. &)lorE&rbdtrcooD oo..D.&Gbu{ ls J. V. No. ----.

JOTIBNAI VOUCHIA

Drto

201.11

4u.--
$ r.s

Preporod by Apprcvoi by

ob, -i$l9rg-1-491-U.eIre.!-".r-[95--qlEll-o.r-(ro1

tlluNltuN Dffi

$ x.s

To cllBlnstc a llablllty cgtsbllshcd,
beaausa ol a! 1lterert ovet.IEJErnt
lncluded In thc ltEI rcl8Jdcnt of

(atlwnce or Ien) 1n conncctloB
ej.th PloJect No. _ 18
accorilance vltb thc proccduc ret
lorth ln Sectlon 7-I-IO, Volwc V.

Accounts PalEblc

Intclest Earncil - (lo! appLlcsble
aaaet)

P!9&1!4

T@a!,

rcyrI.f,
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in i/linor Amounls on Loons ond Advqnces

EXHIBIT B

7-t-lo

6t&dd hm No. lor?O-&rd
rc.md Rdd@ No, m

,dr.ered by cdo. 06..U.4
orbet, tru J. Y. No. --..--.*---...-.

JOI]ENII YOUCIIEB

Dsts

cIDtt

1111.--

121. --
$ *.u

Apprcved by .*-...-.
(ab.te)

".-E9s.l-oi::Laqrl.*.:.!.r.9.!.9r...(.9.f...q.9.s.-1-sre9).....(TtrL)

ar.frrsntuos r.#l

DtUTEtPlANltlox

) $ x.:ot

Prodon
( s)nbo1 )

To ri.t. off acclued intclcot bccauac
of an lnterest urderpaJment lnvolvcd
1n the final rcDawent of (adunce
or 1@n) in conncctlon rith ProJect
No. ln accoralance rith thc
procEdIi.E? forth tn Sectton ?-L-10,
VoLume V.

DCER

Intcrcat Ealled - (for appllcable as8c

Acclued. Inter.st Recelwble - (for
appttcsbl-e asset)

( RECOEDS

(Indicatc the a?propriate adJustment
to alecrcase the amount of acclueal
lntcleet plev1as1y recordcd. )

forel,
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Section I I

ADDITIONAT WITHHOTDING OF TAX ON WAGES UPON AGREEMENT
BY EMPTOYER AND EMPTOYEE

Bureau of the Budget Cireular No. A-26, Revised, dated May 2, 1960,
provides:

"fn order to utilize pay tables to the extent applicable and other-
wise facilitate payroll and audit work, the following policy shoultl
be adopted when additional withholding of tax is involved.
"1. Except as provid.ed in paragraph 2, the amount of tax presently

withheld plus the additional amount requested to be withheld
each pay period shall eonform to one of the amounts shown in the-
tax witlUotding tables as set forth in Section 3402 of Title 26
of the United States Code. For example, if an employee now has
three exemptions, he may request that an amount be withheld
equivalent to "2", tt1" or tt0" exemptions.

"2. In those eases where withholding is requested. in excess of the
amount provided by the "0" exemption, the amount to be with-
held shall be that which may be agreed upon by the employing
agency and the employee. Such withholding, however, should
be a constant amount for each pay period.. "

If an employee requests a withholding in excess of the amount pro-
vided by the "0" exemption (2. above) it has been determined that
the excess amount of withholding shall be in multiples of $1.00.

5/23/50 Pogc I
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Seclion 12

VATUE OF ACCRUED ANNUAT IEAVE

This section prescribes the method for determining the liability for
the value of annual leave which has accrued. to the credit of employees
of the Regional Offices, and the submission of an annual report to the
Central Office Division of Finance and Accounts to show the aggregate
of such liability at the close of the last fuII pay period in a f.scal year.1

The liability for individual annual leave accounts shall be determined
by multiplying the employee's hourly rate of pay by the number of
hours credited to the employee's annual leave account at the close of
the last fuII pay period in a fiscal year as recorded on S.F. 1130,
Tim,e and Attend,ance Raport. This computation should be made in
the space at the bottom of S.F. 1130. (See Exhibit A.) No adjustment
shall be made for leave used, transferred or paid during the inter-
vening days bet.ween the close of the pay period and the end of the
fiscal year.

An employee's annual salary rate at the close of the last full pay
period of a fiscal year shall be obtained from S.F. 1127, Ind,iu'id,ual
Pay Card, whereas the hourly rate applicable to such annual rate shall
be obtained by reference to the salary table published by the General
Accounting Office in effect at the time.

The annual report to be submitted by each Regional Office shall
show in the aggregate the amouut determined to be the liability for
accrued annual leave as of the date indicated. (See Exhibit B.) An
adding machine tape of individual computations will suffice to provide
the total to be reported. This report shall be transmitted to the Central
Office Division of Finance and Aecounts within thirty days after the
end of the fiscal year.

1 The instructiom cmtained in this Section do not apply to Begion vII.
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EXHIBIT A

coilPENSAronY lfit

d4 ro illmn lhkh iBrcsr.rd e-;i"d-ffiiry-i--
$2.oOx216.$i32.48
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EXHIBIT B

x-96 rr-60,

I'NITED STATES COVERNMENT

Memorandum fiou8ll{c tND noIE FInAllCE.loE{Cr

ro : Ilenry J. Damyer, Dlvlsl.on of Flrance anil DAU:
Accdhta

tloil: ,Reglon_

ruEJr6: value ol Accrued Annul Leave

Llebllity for the Elue of annBl leave shlch has accneil to

the cledlt of erployee8 ol thls Regton aE qt ,rune t L9s

bss been iletemlneil to be $

Dlrector,
AdminlBtratlve Branch
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Section I3

ACCOUNTABII.IIY FOR UNITED STATES OF AIvIERICA TRANSPORIAIION
REQUESTS

'I'his section prescribes the procedure to be followed in the control
ancl issuance of and the accountability for United, States of America
Transportation Requests, S.F. 1169, in the Regional Offices.

ACCOUNIABIE EIIAPTOYEES

Each officer and employee of the Urrited States Government or other
person having custody of United, Statas of America Transportation
Reqtcests is responsible for their safety and shall be held accountable
for any amount that the Government may be required to pay because
of the improper use of such requests resulting from fault or negligence
of the eustodian.

OBIAINING SIOCK SUPPTIES OF TRANSPORIAIION REQUESTS

The Regional Office shall requisition books of transportation requests
by memorandum ad.dressed to the Central Office Division of Finance
and Accounts at least one v'eek in advance of the need for additional
stock supplies of transportation requests. Requisitions should be limited
to the anticipated requirements for a three-month period.

Upon receipt of a requisition in the Division of Finance and Ac-
counts books of transportation requests wiII be mailed to the Regional
Office accompanied by Form H-206, Receipt for U. S. Goaernment
TransTtortation Requests, in duplicate, indicating thereon the inclusive
nurnbers of the transportation requests furnished (see Exhibit A).
Upon receipt thereof, the Regional Director of Administration, shall
sign the original receipt form and return it promptly to the Division of
Finance and Accounts. The copy of the reeeipt shall be retained as a
temporary record of the transportation requests received in response
to the requisitioning memorandum.

ACCOUNTING FOR STOCK SUPPLIES OF TRANSPORIAIION REQUESIS

Upon reeeipt of a stock supply of transportation requests, a Trans-
portation Request Accou,ntability Becord,, S.F. 1120, shall be established
for each book, showing thereon the inelusive numbers of the transporta-
tion requests eontained in the book (see Exhibit B). The record cards
so established shall serve as a temporary inventory record pending the
issuance of books of transportation requests to travelers or other issuing
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officers. Such record cards shall be filed in numerical ord.er. The books
of prenumbered transportation requests shall be placed in a combina-
tion safe or locked cabinet for safekeeping.

ISSU]NG BOOKS OF IRANSPORIAIION REQUESTS

When a book of transportation requests is issued to a properly author-
ized traveler, the Agency name and the address of the Regional Office
shall be stamped in the " Bill To " space on each transportation request
(S.F. 1169) and memorandum card copy (S.F. 1169a) contained. in the
book. The name of the traveler to whom the book is issued shall be
entered on the inside front cover, opposite the number of the first
transportation request in the book. A receipt on Form H-206 shall be
obtained from the traveler; the date and the name of the traveler
to whom the book is issued shall be inserted. on the related accounta-
bility record card; and the card shall be placed in an alphabetical flle
under the name of the traveler who will be accountable for the individ-
ual transportation requests issued. If books of transportation requests
are issued to employees other than travelers for the issuance of in-
dividual transportation requests to travelers, the same general pro-
cedure shall be followed, except that the related. accountability records
shall be filed in numerical order to facilitate identification of and
accountability for individual transportation requests.

PARIIAIIY USED BOOKS RETURNED FOR REISSUE

When a partially used book of transportation requests is returned
for reissue, the word "Returned," the date returned, and the inclusive
numbers of the unused transportation requests returned shall be entered
on the related aecountability card above the name of the employee to
whom the book was issued. The accountability record shall be placed in
the numerical inventory file in a separate section reserved for records
covering partially used books, and the partially used book of transpor-
tation requests shall be placed in the safe or locked cabinet, segregated
from the full books of transportation requests. Unused transportation
requests so returned shall be acknowledged by removing the applicable
receipt (Form H-206) from the file, completing the lower portion
thereof, and returning the receipt to the traveler.

REISSUANCE OF PARIIAL1Y USED BOOKS

Insofar as possible, partially used books of transportation requests
should be reissued prior to the issuance of full books.

When a partially used book of transportation requests is reissued to
a traveler, the name of the traveler, the date of reissue, and the inclu-
sive numbers of the transportation requests so reissued. shall be entered
in the appropriate spaces on the related accountability record. card and
the card shall be plaeed in the alphabetical file under the name of the
traveler to whom the book is reissued. fn such case also, a receipt
(Form H-206) shall be obtained from the traveler. The name of the
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traveler to whom reissued shall be entered on the inside front cover
of the book opposite the number of the first transportation request so
reissued.

ACCOUNTING FOR, IRANSPORIAIION REOUESTS USED

Upon receipt of a Trauel Voucher, S.F. 1012, together with the mem-
orandum card copies of transportation requests which have been used,
and the originals and memorandum card copies of transportation re-
quests which have been voided or cancelled, the numbers and the date
of receipt of the used, voided or cancelled transportation requests shall
be recorded in the appropriate spaces provided on the related account-
ability record eard. If the transportation request is one of those in-
eluded in a book charged to an issuing officer, the name of the traveler
shall be shown, along with the date of receipt, in the space on the
record card opposite the number of the transportation request so used.

When all transportation requests listed on an aceountability reeord
have been accounted for, the word " Completed " shall be written or
stamped across the face of the card, after which it shall be placed in
on alphabetical completed file under the name of the traveler or issu-
ing officer to whom the book was issued. The related receipt (Form
H-206) shall be removed from the file and destroyed.

Memorandum card copies (S.F. 1169a) of all transportation requests
properly accounted for and the originals and memorand.um card copies
of transportation requests voided, spoiled or cancelled, shall be main-
tained in numerical ord.er for reference purposes.

INTERNAI. CONTROTS

The Regional Director of Administration, shall be responsible for
maintaining the stock inventory of unused transportation requests un-
der his direct control. To the extent possible, the responsibility for
maintaining and recording proper aecountability for the use or can-
cellation of individual transportation requests issued to travelers,
should. be placed in an employee other than the one who has been
assigned to maintain the stock inventory of unused transportation
requests.

IOSI OR SIOIEN IRANSPORTAIION REOUESTS

Procedures relating to transportation requests reported by a traveler
or other accountable employee as lost or stolen, and those Iost or mis-
placed by a carrier, are covered in 5 GAO 2057. Instructions to trav-
elers as to their responsibility for reporting such lost or stolen trans-
portation requests are included in Form H-249 (9-60), Procurement
of Official Passenger Transportation Seraices on Uniteil States of
America Transportation Requests, a copy of which has been made
or should be made available to each traveler in the Regional Office.

The traveler who reports a lost or stolen transportation request will
not be relieved of responsibility on the related aeeountability record

2/14/63 Pogo 3
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card until written evidence is received that he has complied with the
instructions contained in paragraph 30 of Form H-249. Upon receipt
of sueh evidence, the word "lost" or "stolen", as applicable, and the
date on which reported. lost or stolen shall be written on the related
accountability record in the space opposite the number of the transpor-
tation request involved. The supporting evidence shall be attaehed to
the reeord. card.

Subsequently recovered. transportation requests whieh have been pre-
viously reported lost or stolen, whether in blank, or partially or com-
pletely fiIled out, shall be marked " Cancelled " by the issuing officer.
The word "Cancelled" and the date of such cancellation shall be writ-
ten on the related accountability record card opposite the number of
the transportation requests previously reported lost or stolen. Such
transportation requests shall be filed with those requests for which
accountability has been completed.
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Section I4

TIfrIE REPORTED IN TRAVET STATUS AND MITEAGE REPORTED WIIH
RESPECT TO USE OF GOVERNIIIENT OWNED OR RENTED AUIOTIOBIIES

This section prescribes the proced.ure to be followed by Regional
Offiees with respect to verifying time in travel status reported on
employees' Traael Vouchers, S.F. 1012, and mileage reported by em-
ployees on their Traael, Vouchers applicable to travel performed by
means of Government-owned or rented automobiles. As used in this
procedure, a Governmeat-owned or rented automobile shall mean a
vehicle obtained from a General Services Administration motor pool
facility, whether it be a General Services Administration motor pool
vehicle, or a vehicle furnished by the General Services Administration
from a commercial rental agency and trip ticket shall mean GSA Florm
372, Dailg Motor Vehicl,e I'rip Ticket, or the rental agency document
indicating terms and conditions of the rental agreement.

IIitE REPORTED IN TRAYEL STATUS

Time anil Attend,ance Reports, S.F. 1130, shall reflect the leave status
of employees during periods of official travel. Instructions for main-
taining the Time anil, Attend,ance Reports of employees in travel status
are contained in the Timekeeper's Handbook, Page 9 antl Exhibit D.

Time reported in travel status on the Timn anil, Attend,once Beport
and that reported on the TrauelVouoher shall be cross-checked and any
differences resolved with the officer(s) approving such forms.

,TIII,EAOE REPORIED WITH REIPECT IO USE OF GOVERNiAENT.OWNED OR NENTED

AUtOmOErtE3

Speedometer readiugs shown on each Trauel Youch,er covering ex-
penses incurred during travel by Government-owned or rented auto-
mobiles shall be checked against the mileage shown on the applicable
official road maps and that shown on the trip ticket submittcd with the
voucher. Any differences betrveen the mileage shown on the documents
referred to herein shall be resolved with the employee and./or the officer
who approves the voucher.
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'l'he Federal Employees Health Benefits Act of 1959 (P.L. 86-382,
73 Stat.708), as amended, provides for the enrollment of eligible em-
ployees in an approved health benefits plan and for the withhottling of
deduetions from the salaries of such employees. The Act also provides
for Agency contributions payable from the appropriation or fund. from
rvhich such employees' salaries are paid. Such withholdings and con-
tributions are required to be paid into the Employees Health Benefits
Fund established under the Act,, and the Civil Service Commission is
authorized to administer the Fund and to pr.escribe and issue regula-
tions necessary to carry out the provisions of the Aot.

Administrstive Proctire Hsndbook-Field Service
Port 7. Accounting ond Fiscql Procedures
Choprer l. Gencrol

7-t-t5

Section I5

FEDERAI EMPLOYEES HEATTH BENEFITS PROGRA,VI

CSC REGUI.AIIONS

Procedures providing for registering employees, preparing and sub-
mitting specified reports, reconciling records and reports, adjusting
errors, and determining the amount of employee withholdings and
agency contributions, and the reporting and remitting thereof, are
issued by the U. S. Civil Service Commission in Supplement 890-1 of the
I'ederal Personnel Manual. 'fhose instruetions are supplemented herein
to provide for the preparation of a control register developed. for Agency
use in compliance rvith 6 GAO 5040, for additional reconciliation re-
quirements and for recording employee deductions and Agency
contributions.

HEATTH BENEIITS CONIROT REGISTER

Form H-200.57, Control llegistcr-filecleral Employees Health Bene-
lits Program, shall be prepared for each payroll period (see Exhibit A).
Columns (5) and (6), Payroll Block Transfer, of this form are not
applicable to Regions which maintain only one payroll block. fuforma-
tion required to complete the Health Benefits portion (Enrollment Code
No. and Total Withholdings and Agency Contributions) of Form S.F.
2812, Report of Withhold,ings ancl Contribu,tions-Hcalth Benefits,
Group Life Insu,rancc and CiuiL Scruice Retirentaral, shall be obtained
from the Control Register.

RECONCITTAI'ONS

In addition to the reconciliation requirements set forth in FPM Sup-
plement 890-1, the total amount of deductions and the total number of
enrollees as shorvu on the Control Register shall be reconciled with the

ll/5/64 Poge I
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related totals obtained from the Ind,iuid,ual, Pay Cards, S.F. 1127, at thc
close of each pay period.

To facilitate the payroll section reconciliation of enrollees with the
carriers, a listing of each S.F. 2809, Hcalth Bencfits Registration Form,
and S.F. 2870, Notice of Change in Hcalth. Benelits Dnrollm,ent, may be
rnade on the reverse side of the file copy of the related S.F. 2811, Trans-
ntittal ancl Sumru,arg Report to Carrier.

RECORD]NG WIIHHOLDINGS AND CONTRIBUTIONS

Deductions from employees' compensatiou for health benefits and
adjustments thereof and health benefits enrollment information shall
be recorded. on the Inclia'id,u,al Pay Carcls in the spaces provided for
this purpose. Agency contributions to the Health Benefits Fund, to-
gether with other Agency contributions for Retirement, Group Life
Insurance and FICA, as shown on each S.F. 1166, Voucher and, Bclted-
ul,e of Pagments (for scheduling a payroll see 6 GAO 6020) shall be
charged to Object Class 12, Personnel Benefits, on the Subsidiary
Record (Distribution by Object Class Aecounts) maintained under the
Salaries and Expenses appropriation (see Section 7-20-76).
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Section I6

DISTRIBUTION OF SALARY CHECKS AND SAVINGS BONDS

Salary checks and U. S. Savings Bonds shall be distributed to em-
ployees in accordance with the instructions set forth on Treasury Form
R.O. 232, the form used by the Treasury Department to delegate au-
thority to designated agents for distributing checks and bonds. Also see
6 GAO 3030.60, 3030.70, and 5080.40. Those instructions are supple-
mented herein to provide for the use of Form H-200.64, Request for
Disposition of Salarg Checlt and, Baaings Bond, (Exhibit A), by
designated agents when distributing checks and bonds in accordance
rvith employees'requests (see Section 3-1-6, Volume V).

Form H-200.64 is designed for use as a written request for eheck
and./or bond disposition on a temporary or occasional basis and as a
request to mail checks on a permanent or continuing basis. The form
also serves as a mailing add.ress insert for use in Treasury Departmeut
check mailing envelopes in connection with temporary disposition by
mail. (Mailing address inserts are for use when mailing checks only or
when mailing checks and bonds together I however, if the address on the
bond is appropriate, the check and bond may be mailed in a bond
envelope, in which case a mailing insert would not be needed.. I-:ikewise,
inserts are not needed when mailing bonds only, unless the mailing
address is different from the address shown in the bond inscription.)
Section 3-1-6 provides for the submission of both eopies of the com-
pleted form to the Administrative Division.

DISPOSITION_IEMPORARY REQUESTS

\Ylren checks and./or bonds are to be mailed, the eheck and/or bond.
number and mailing date shall be recorded, as applicable, on Form
II-200.64. (Where payroll and bond subscriber lists are readily available
to the designated agent for reference, the requirement that check and
bond numbers be shown is not mandatory.) The original form shall be
retained for the files and the copy shall accompany the check ancl/or
bond. Paid information shall not be shown on requests to hold checks
and/o,- bonds.

DISTRIBUTION_PERIIilANENI REQUESIS

Each pay period, mailing inserts (Exhibit B), for use in Treasury
Department cheek mailing envelopes, may be prepared manually or by

t2/l/54 I



7.7-15 Disrriburion of Solory Checks qnd Sovingt Bonds

reproduction equipment, such as addressograph, if such equipment is
available. Also, a listing of such inserts shall be provided to record the
check number and date mailed, or such information may be recorded on
the office copy of the inserts. ('Where pa,yroll Iists are readily available
to the designated agent for referenee, the requirement that check num-
bers be shown is not mandatory.)
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Sectlon 17

PRIORITY OF APPLYING PARTIAI. PAY'$ENTS

The general rute with respect to applying partial payments shell be
that whenever a partial payment is received, the a.mount of the payment
shall be applietl first to the interest due and any balance remairdng
shall then be applied against the principal amount outstanding, except
as otherwise provided in program proced.ures or in those instances
where a mortgage instrument or other similar d.ocument provides a
difrerent priority. Exe*ptions to this rule will be permittetl only if
authorized by proper authority.
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Administrstive Proctice Hondbook-Field Service
Port 7, Accounting ond Fiscol Procedures

Chopter 10, Slum Cleoronce ond Urbon Renewol Progrom

7-r0.1

Section I

!NTRODUCTION

The Regional Office fiscal and accounting requirements for the SIum
Clearance and Urban Renewal Program as authorized by Title I of the
Housing Act of 1949, as amended, are prescribed in this chapter. Pro-
gram policies and procedures are contained in Volume VII antl in
other releases.

Generally accepted cornmercial principles of accounting have been
employed in the system which provides for decentralized accounts on
the branch office basis. Control accounts with each Regional Office are
maintained in thc Central Office Divisiou of Finauce and Accounts and
contra-controlling accourrts are rnnintained orr the Regional Office books.

The procedure includes slrecific instructions for processing and re-
cording prograrn transactiorrs. The Rcgional Advance Allocation Con-
trol, the General I.,cdger accounts and the Subsidiary Advance, Loan
and Grant Records shall be establislted and maintained irr accordance
with the detailed instruetions contained herein. Cash receipts and
disbursements journals ]tave not been provided, since it appears that the
number of transactions to be handled monthly by each Regional Oftiee
will not warrant the use of sueh books of original entry.

9/25/6r Poge I



I

Administrotive Proctice Hondbook-Field Service

Porl 7. Accounring ond Fiscol Proceduras
Chopter lO. Slum Cleoronce qnd Urbqn Renewol Progrom

7-to-2

Section 2

PROJECT RESERVATIONS AND AIIOCATIONS

The Division of Finance and Accounts has established and maintains
overall control records of allocations for advances and loans and of reser-
vations and allocations of grant funds. These records control the individ-
ual reservation and allocation records maintained in the Regional Offices.
In addition thereto, the Division of Finance and Aecounts maintains
control records by States to insure that the statutory limitations for
each State relative to the reservation ancl allocation of grant funcls are
not exceeded.

A confomred eopy of eaeh executed Contract, Contract Amendment,
and Waiver, executed by each Regional Office shall be forwarded to the
Division of Finance and Accounts, for control record purposes, as soon
as possible following the execution thereof, along with an appropriate
transmittal memorandum, so that the Division of Finance antl Accounts
will have prompt advice in those cases rvhere contracts arc in lesser
amounts than the related allocations.

9/25/51 Pcge I
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Section 3

TRANSACTIONS BETWEEN OFFICES

All transaetions between Regional Offices and the Division of Finance
and Accounts shall be documented in eaeh instance by a Form I[-219,
Inter Office Transf er Vowcher, prepared in duplicate by the originating
office. Except as indicated in the second paragraph of Section 7-70-4,
the original only shall be forwarded to the receiving office for posting
purposes. The issuilg office shall post in its accounts on the basis of
the retained copy. Inter Office Iransfer Vowchers shall be prepared
and forwarded in sufficient time to permit entry in the aceounts of
the receiving office on or before the end of the month in which trans-
actions occur. Such documents prepared. by Regional Offices shall be
addressed to the Division of Finance and Accounts. Regional Offices
west of the Mississippi River shall forward the d.ocuments by airmail.

t2/to/62 Pogc I
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Section 4

FUNDS

The following symbol and title have been assigned by the Treasury
Department to the revolving fund. for the Slum Clearanee and Urban
Renewal Program and are also to be used in connection with the Com-
munity Renewal Program:

Symbol fitle

86X4034 lirban Rener,val Fund, Office of Administrator,
Housing and Home Finance Ageney

On the ffrst business day of each month, Regional Offices shall esti-
mate disbursing requirements for advances and loans during the ensu-
ing 45-day period. If the estimate indicates that the eash balance of
available funds requires replenishment, a Form H-219, Inter Office
Transf er Voucher, shall be prepared. in duplicate by the Regional Office
in accordance with Exhibit A, complete rvith voucher number and date
issued. The duplicate shall be forwarded to the Division of Finanee and
Aecounts on the same date as that shown in the Date fssued block. The
Regional Office shall post the transfer in its accounts on the basis of
the retained original, rvhich shall be considered as accomplished..

However, if the cash balanee available for lending disbursements as
of the beginning of a month exceeds the estimated disbursement require-
ments for the ensuing 45-day period because of repayments or over-
estimates of cash requirements, aL Inter Office Transf er Voucher shall
be prepared in accordance with Exhibit B to return the excess to the
Division of Finance and Accounts.

The amount of lending fund disbursing authority, as provided above,
will normally be sufficient for disbursements of loans and advances in
the ensuing 45-day period. Ilowever, if during that period it is neees-
sary to make unusually large disbursements, transfers of cash balances
for lending fund disbursing authority may, if necessary, be requested
on a project basis by the preparation, in triplicate, of an Inter Offi,ce
Transfer You,cher and the transmittal of the original and duplicate
thereof to the Division of Finance and Accounts five business days in
advance of the disbursement date. (See Exhibit C.) The triplicate shall
be retained. pending the return of the completed original which when
received. shall serve as the posting copy.

Transfers of disbursement authority to Regional Offiees for the pur-
pose of making progress and major completion project capital grant

12/10/62 Poge I



7-t0-4 Funds

disbursements or relocation grant disbursements to Irocal Public Agen-
cies will be made entirely on a project basis. Upon approval by the
fIrban Renewal Commissioner, or his designee, of the amount of a
proposed grant disbursement, as shown on the teletype dispatched to
the Regional Office, the Division of Finanee and Accounts will transfer
the approved amount by Inter Office Tro,nsJ'er Von'cher. (See Exhibit
D.) Such a transfer will always be made on a gross basis (in the amount
approved by the Urban Renewal Commissioner, or his designee).

Transfers of disbursement authority to Regional Offices for the pur-
pose of making progress and flnal community renewal grant disburse-
ments and final project capital grant and relocation grant disburse-
ments to Lrocal Public Agencies or Public Bodies u'ill also be made
entirely on a project basis. If disbursing authority is not available, the
Director, Division of Finance and Accounts, will so advise by teletype.
Upon tleterminatiou that disbursement authority is available, a teletype
from the Director, Division of Finance and Accounts, will be dispatched
to the Regional Director of Urban Renerval advising that the amount
of the grant payment has been prevalidated and the Division of Finance
and Accounts will transfer the approved amount by Inter Office Trans-
fer Voucher. (See Exhibit D.) Such transfer shall be in the amount
prevalidated as requested by the Regional Director. (The transfer shall
be requested in the amount of the gross grant paymeut.)

If for any reason the amount of the cash balanee transferred to a
Regional Office for grants exceeds the gross amount required in con-
neetion with the related requisition, the Regional Office shall prepare
atr Inter Office Transfer Vouncher in aceordance with Exhibit E to
return such excess to the Division of Finanee and Aecounts.

Pogc 2 t2/to/52
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EXHIBIT A

floustxc llrD lrollF: FIIIAI{CE AcEIrcY

IIITER OFFICE TRAISFER VOUCHER

ttra3. tattilt to

AprLl 1, I9r9

(h.urd bv R.otoEl offl..'l

Irffrtl^n A? P.o{^dl dt?l^..d D.ri6D finbr\ ADrl1

oETAtt 0r TRlisFEn 0i UsilrG 0r aTTlorE0 o0curErls

SLT'H CIAANATCE ATD URBAII REIIEi{AL P86RA}(
86xlo3t+

Io t!eD6le! requlrcd l.rr.l1!g lunds lor th. purpose ol Eklbg ad%nce 6Dd

LGD dlsburseentB thr@gb l,Dy lr, L959, as tollda:

BEtlrtcd ill8bureEDt. throwh ltay 15, 1919 $r0O, ooo.oo

Ca6h bqlance lD Acc@nt 101.12 a6 ot tirarch 31, 1959 I@.0oo.0O

ADdDt to be transrerr.d, $\0o.0oo.0o

t 01.12

(see
Sac

33r. rl
TraDsctloD tro
lon'f-10-5?)

$Loo,0oo.0o

1,

t taalTttt ! tatttaat
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EXHIBIT B

IIoLrslNG SD lr)Wl rItlXCE AliUlCY

IIITER OFTICE TRANSTER VOUCHER
lDri.I 1. 1959

DETIIL Of TRTilSFER OR TISI G OF AITTCIED DOCUHEXTS

SLU}I CLEIR.U{CE IXD I'RBA: RElrE}4L PROOR.I}I
86r.tot!

To .elurn to th. Central Olfice landing fuds in excess of the

cstirated disbuEehcnt requl.enents th.ough l:ay 15, 1959, as

folloss:

Cesh belance in lccount 101.12 as of llrch 31r 1,959

Estln.t4d dl3buseDents through l4ry 19, 1959

liout of l6ndirg fuds retuned

8200,000.00

150.0OO.OO

I 50.000.00

3)t.5r 101,12

( See
Sec

!lo.
? -to-57)

$50,000.00

F?rt ()-51)
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EXHIBIT C

HOUSINO ND HOME FINANCE AGENCY

INTER OFTICE TRAIISFER VOUCHER

n

DETAIL Of ]RAIISFER OR TISIIIIG OF ATTACHEO DOCUI.IEIITS

SLUII CLEIXINCE lllD URB.AII RENEWAI PROCR.II'I

86xlo3L

To tresfer required 1€ndin6 fqds for the purpose of hakij€ a

to (Nee ol Local Publl,c AgencJ) ,

Project No. ln the aout oI $!001000.00.

*In ometion uith respect io ihese 1t€ns shal,l be supptied by

the Centrel office Divlsion of FtuEce and Accouts, at1 othet

ln omation by the Regional oft1ce.

101.12

(see

]]]..5L

No,
't-ro-57)

$hoo,0O0,O

ts219

9/25/61



7-104 Fundr

EXHIBIT D

F2tt

IIOIJSIN6 AND HOME FIXAilCE AOEI{CI

IXTER OFFICE TNANSfER VOUCHER
Ahrrl 1t( 1A<g

DtTltt 0t TnArsfEt 0n LtsTilrc 0f aTTAcilEo Docuxtrrs

JLU}T CLSAOJ}CD AND URIJAI' I!}:TJ}IAL }IO',RA}I
(or colrHtDilB R-dNii/L PROORAJ,i)

B6nI0lL

The enount of S 100,000.00 is i,ransferred for the purpose gf

(Nan. of local FuLllc lf,encynaking a Frant disLurserent to

or Pub).lc Body) tor i,roiect No. _. (S"e

telet)te dated .)

3ll.-- 101.r.1 * 10or 0,ro.0c IOl.IL t-11.51

(5r'e lon ljo.
iec i- 1 -rt-51)

9/25/51
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Fundr 7-104

EXHIBIT E

( 3-it)

,IOUSINO ITD IIOIIE FITIAXCE AGEilCY
0rrrc! oa rra rrrlrrarrrror

IIITER OTFICE IRA'{SFER VOUCHER

Ir^r!. rorcrtl ro.

,.pri I 19

(Iacation of Aegional Offlce and Resion ltMber) lDril l9

DETAT! 0F TnliSrER 0R HSTTiG 0F ATIlClrEo ooCUnorTS

SLUM CLllRll'CE AUD LnBAt: illloljAl tivii.A,,i
(or ColDllJNlTY RENEML PRr0,?A.r)

b61103l.

?o return to lh.) Central Office Crant feds in eicess of the @ount

necessary for dlgburserent to (Nae ol Local Puuli.c Aflency or

Public Sody), lor t'roJect No.

3)t.5r

(See

10f.ilr

l:o.
7-]..a-5'l)

$10r000.00

T,

9/25/61

I

I



Administrotive Proctice Hondbook-Field Service

Parl 7. Accounting ond Fiscql Procedurer
Chopter 10, Slum Cleqronce ond Urbsn Renewol Progrom

7-rG5

Section 5

DISBURSEIIAENTS

Disbursements for advances, loans, project capital grants, relocation
grants, or community renewal grants must be supported by fully ex-
ecuted contracts between the Government and the Local Public Agency
or Public Body as applicable. A disbursement shall not be made unless
the pertinent contract is on file in the Regional Offrce and the appro-
priate cash account balance is sufficient to cover the transaction. The
requirements for these disbursements are summarized as follows:

(1) The original and memorandum copies of each completed basic
document; such as, Form H-6123, Eeqnisition f or Adaance PaA-
rnent; Form H-656, Requisition for Project Iemporary Loan
Payment; Form H-692, Requisition f or Capital Grant Pagment;
or Form H-6420, Requisition for Communitg Renewal Program
Grant Payment approved. by the authorized Regional official,
together with supporting d.ocuments; such as, Form H-6208,
Certification of Cash, Neeils, or other similar form; Proxect Tem-
porarA Loan Note executed by Local Public Agency; Form H-693,
Justifi,cation of Requisition for Project Capital Grant Progress
Pagment; Form H-6204, Certificate of Completi.on and, of Gross
and, Net Project Cost; ar.d. Form H-6440, Certifi,cate of Com-
pletion and, Final Cost (Cornmunitg Renewal Program) will be
received in the Administrative Bransh.

(2) The basic documents and attachments, if any, shall be examined
in the Administrative Branch against the related contract to
ascertain if all requirements are fulfilled and whether the dis-
bursement is proper. It shall be determined r (a) that the amount
of the undisbursed commitment as shown on the applicable sub-
sidiary record card is not less than the proposed disbursement;
(b) that all the terms and conditions of the contract have been
rnet; (c) that all required approvals by authorized legal and
administrative personnel have been indicated; and (d) that the
transaction is proper and correct in every respect.

(3) Requisitions for final grant payments shall not be processed. for
payment until all audit findings have been cleared. Under
current program procedure a Form H-6204, or a Form H-6440,
will not be approved by the HHFA until all audit findings have
been cleared.

(4) After determining that the disbursement is in order, a S.F. 1166,
Vouclter and, Sched,ule of Payntents, shall be prepared and.

12/5/51 Poge I



7-I0.5 Disbursements

submittecl to the Treasury Regional Offi.ce requesting that a
check be clrawn and delivered in accortlance with the instructions
thereon. The instructions in Section 7-1-5 with respect to the
processing, numbering and filing of disbursement documents
(basic documents and Vouchers and, Bched,ules of Payments)
shall be followed except that the posting copies of such d.ocuments
shall be filed in accordance with Section 7-1-3. Exhibits A, B
and C illustrate typical Vouchers and, Sched,ules of Pagm,ents
and Exhibits E, G, I and K illustrate Vou,clrers and, Sch,ed,ules
of Paym,ents where setoffs are involved (see instructions below
relative to Collection by Setoff Against Amounts Requisitioned
for Disbursement).

The undisbursecl balanee of the contract commitment after deducting
the amount of the requisition being processed. shall be shown on the
reverse of the memorandum copy of the basic documents as follows:

Undisbursed Balanee
per

Disbursements of advances, loans and grants shall be recorded in the
general ledger in accordance with Transaction Nos. 5 through 4,_g!
applicable. (See Section 7-70-57.) fnstructions for posting the Project
Ad,uance Recoril, the Project Temporary Loan Record,, the Project
Capital Grant Recorcl, the Rclocation Grqnt R,ccord, and. Lhe Com,-
nr,u.nity Renawal Grant RecoriL, arc oontained in Sections 7-10-19,
7 -10-20, 7 -70-23, 7 -10-2+, antl 7-10-25.

Collection by Setofi Agoinst Amounts Requisitioned for Disbursemenl

The following items shall be collected by the Administrative Branch
by setoff against amounts requisitioned for disbursement by the l-.rocal
Public Ageney:

(1) The inspection fee stipulated in a Contract for Advance shall
be colleeted by setoff by rvithholding the amount of the inspee-
tion fee from the initial clisbursement of planning advance funds
to the Local Public Ageney.

(2) The inspection fee stipulated in a Loan and. Grant Contract
for a project initially financed by direct Federal temporary loan
disbursements shall be collected by setoff by withholtling the
amount of the fee from the initial disbursement of temporary
loan funds to the Local Public Agency.

(3) The outstanding principal balance of advances made to a I-,ocal
Public Agency for surveys and plans, plus accrued interest, of
a project initially ffnanced by direct Federal temporary loan
disbursements shall be collected by setoff by withholding the
amount due therefor from the initial disbursement mad.e to the
Local Public Agency under the temporary loan contract.

Poge 2 12/5/61



Disbursements 7-10-5

(a) The outstanding principal balance of Federal temporary loans
made to a Local Public Agency for undertaking a project, plus
accrued interest, shall be collected by setoff by withholding the
amount due from the initial, and, if necessary, from subsequent
disburscments of project eapital grant funds. With respect to
a disbursement of relocation capital grant funds, the principal
only of any outstanding temporary loan shall be collected by
setoff. Postponement of collection by setoff may be indicated
where curuent procedures permit other than setoff action.

(5) The outstanding principal balance of an advance made to a
Local Public Ageney for a Feasibility Survey, plus accrued
interest, shall be eollected by setoff from the initial disbursement
made to the Local Public Agency under a temporary loan con-
traet if such disbursement represents the first funds available
to the Local Public Agency for the undertaking of the first urban
renewal project in the Feasibility Survey area.

(6) The outstanding principal balance of an advance made to a l-:ocal
Public Agency for the preparation of a General Neighborhood
Renewal Plan, plus accrued interest, shall be collected by setoff
from the initial disbursement made to the Local Public Agency
under a tcmporary loan eontract if sueh disbursement represents
the first funds available to the l-.roeal Public Ageney for the
undertaking of the first urban rcncrval projcct in the General
Neighborhood Renerval Plan a,rcu.

'['lte amourrts to be collcctctl by sctoff rvill bc sho'rvn ort Ccrtifications
of Caslr Needs, Corrtracrts anrl othcr clocumcnts. S.F. 1096, Schcclu,l,e of
Vouchcr Dciluctions, shall be prepared in each case for Regional Office
accounting purposcs only, itemizing the amounts cleducted from the
related rcquisition. This form is to be utilized as a convenient form for
the purposc indicated and shall not bc submitted to the Treasury B,e-
gional Office. Ilowcver, a copy of each S.F. 1096 prepared for account-
ing purposcs shall be furnished to the Central Office Audit Division.
Transaction Nos. 8 through 11 (Section 7-70-57) indieate the general
leclger entries for eollection by setoff. Exhibits D, F, H and J show
the manner in lvhich S.F. 1096 shall be prepared for the several
situations.

No collections shall be made through setoff from funtls requisitioned
under a Contract for Advance or from funds requisitioned on account
of the Project Temporary Loan under a I-roan and Grant Contract
which exceed the amount included in any sueh requisition as disclosed
by the pertinent Certiffeations of Cash Needs, or justifieations and
supporting documents, for the payment of the item proposed to be so
eolleeted: provided that this limitation shall not bar, with the approval
of the Regional Director of Urban Renewal, the collection by setoff
of additional sums on aecount of the same item, which are small in
relation to the amount due and which are clearly due the Government
antl otherrvise payable to it from the requisitioneil funtls.

For the ffnal disposition of a Project Temporary Loan Note which

9/25/61 Poge 3



7nG5

has been paid in full due to a collection of the outstanding loan by
setoff, see Section 7-70-72.

Legend on Proiecl femporory Loon Note

The legend shall be executed by an authorized employee in the Ad-
ministrative Branch and the date the check was mailecl to the Local
Public Agency shall be shown in the botly of the legend.

Poge 4 9/25/5r
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Disbursemonls

EXHIBIT A

VOUCHER AXD SCHEOUTE ()T IAYITTIS

EOUSI]IO ATD EolM I'IMIICE AOENCY
*d, .l-

D. O. Votel*t No. 

-

Bu. Sehrdv,tt No. 

-

PAID 8Y

7.10.5

offlcc of the AdElnlgtrator 85-or-(a)

(Locatton of Fexlonsl Offlce) (a)
(5YrB^rc^xolnr)

86x!o3l+ - g ffi

sc-104

Pn..r.na .o.ltho,ity vc.a.d in m., I 6.tilt rh., th.
it.a. titt.d ha..in .tu .ot..ct .Ad p.op.r for p.t6.na
l.06 ah..ppro?.i.aion(r) d..ir...d.

(bo {^u.b6rddnrrb.o6s)

PAYET. ArD rf rEaAsAiY. IDDRS. TNVOTCExO
oRorHrR rrilrfrqrox

}I@c ol Loc61 Publlc AgeDcy
Addre6g
Pro.rect lgo.
coniract lto.l (ariwoce)

(Shfi lntercst rate unaler the contract
agpllcable to tb18 dlsbuoeDclt oD
copy retalned for pootlng purpoaea.)

(8) Apprqprtate tlca8uy RcgloBl Ottlce
syEboI.

$w

GRAND TOTAI

9/25/61



7.1G5 Disbursements

EXHIBIT B

YOUCHER AXD SCHEOUI.E OT TTYITTI3
f,sd t 4-

.......89U. 9M..ll!-D.. !. qiE 
. Frr{AncE. rcr!!.!,.. _

lDr.r.trrxi q r3r^4itr'.ir)

Otfice ot tbc Adlr.DlBtrator 86-01-(a)

(Locattoo ot RcEloEl Orflce) (a)

86x1.03[ - $ ffi

D. O. V*ht No. 

-

Bt. ScttltL No. 

-

PAIO BY

sc-105

P!t.!.nt ro .uth.,ia, v..td ia n., I @.t;t, .h.t ah.
i,.h. lt.ad h...in... corr..t .hd p.oQ. to. p.ra.^l
l,oa i h. .cDtoD. ;.t ioa \.) d..i ah.t.d -

(^utb(rd snar6.066)

PAYaE rNO rrracas^FY
oiofran rDarrrrrclron

nee ol L@al, Publlc AgcDcy
Addreog
ProJcct No.
Contrcct Io.- (1en)

(Sh@ lntcrest rate under thc contract
6pD1lcabl! to tblo dr.abu.e@Dt on
cq)y retalDed ,gr pootlDg pupoeee.)

(a) .npproprlatc fTeosury R.gloEI Olllce
B)dbo1.

$m

GRAND TOTAL $m

9/25/61



Disbursements 7-I0-5

EXHIBIT C

YOUCHER ATD SCHEOUI.E OT IAYIIIIS

-._....89r.r.s4-c-.4lo_.!_0.!c.pII4!q..4p,.ErtL.._(4,ilxr|r oi rrr^.1'sxx.rr)

S,,a r cl-

Olllcc of thc AdDlnl6trstor 86-o1-(.)

(Lootlo! of R.rloEI Oltlce) (g')

Emr6sr.[Y: GrrE 
^xD ^rounr)

€5xl+o3L - g ffi

D. O. Vot*t No. 

-

,AID 8Y

sc.106

?e..e.^a b .taio.ir, rod ln h., I 6r,ilt ,h., ah.
1a.6. li.ad h...in .t. @..*, .^d D.oF. lo. N^.naa.oa th. er.opri.,io^1.) Cdtn.ad.

t Yqao f xrcBiY. Do6. rxvoEErc.
oRoBm tmTfglroff

(t)

t{.e ol (L*cI ltubltc Agency)(publtc Boily)
Addre!.
ProJcct Xo.
cortract io.- (grrnt)

(a) 4pprcrpriate Tr6ey Rc8toal Olrtce
SlBbol,

$w

GRATD Tffl

9/25/51



7-10-5 Disbursemenls

EXHIBIT D

a6dod tu6 No. rm',3&:,t" SCHEDUIE ot VoUCll[R DEDUCTIoilS
9N& N..-.......-.. -------...gd rv., --.-.---------.--

.---.--H9!g-i-!j-9!-1-d-r1-9!ts.--.[.ilr-a.-r].9.e-,.4.-.C-!-ey-- -off1ce of.--qhe. 4.fu-i.r-'1s--tf.?.-t-o1..--.
(D.FdocDt or (n.b!r'mrhO (E@u roif)

Period D. O. Symbol No. .-..

Nee of .

ContracL

Requi sition
( lnl:re"t

Adva.ce
Lnterest
Advance I

Interes'"
2.76'
InspecLion

Check

Th6 rccouDteble o6.er vill deposit the htrl amourt ghown in the column "Amount of Doductio!."

(st6r6 d .pr,q d,)

ayrro! or l.tio[[no^-. 
^xD/oi 

tuNrlo l. ci.il.t

ijrbar SenewaL irrnc!, uffice

Proiect No. ed
( loan;

816J9L99. t4!lq5.49.

itens to subsidiary calds

iof

SC-10I

;215,Ooo,OO

- 52.928.\6
E6Z6?I3E

IJDG'A

Dr.

t5215,ooo.oo
L,565.oo

t6),6)6.51!
l!7 

'926.00),L)7.L6
1,565.o0

Pos+-

for_)
I o.

No.

loan

I Public

nd Audit

io tn:

P0iilll0

Agency
, Housinl; and Hone

$30,926.00
3,3?L.lr8

17,0O0.0o

62.98
1.565.0o

Account

111.16
101.13
101.12
1It..!1
121,lrI

llo. I

tract'
-57 -
,fact
t0-5!

$r21928.\6

9/25/61



Disbursemenls

EXHIBIT E

*r.d.d tbrnr sd, lrdi

voucHER tilD scl{EourE 0r ?rYIlrT'
EOI,SINO AIID Eo.{E TIIAICE ACErcI'-""'"-'" "- id;;ii;;id i;iiti;;l:ifrt-- -

tutoJ-

Offlcc of the AdllnLstrator 86-or.-(a)

(Leatloa of RegtoEl Oltlc!) (a)

86xLo3l. - St62,o?r.5f

D. O. Vudo No. 

-

PAIO BY

sc-r01

lu..!.n, ,o .oat.do t .ad la 6., , a.,il, ah., ,h
la.n. ti.td h...i^ ... @r..oa .nd p..F, ,o. Prya.nal.o6 ,h. .DD6D.l.rio^(.t d.d6.d.

PrtEa. ANO rF ilfCSAFy. rO0R6. rnVOrc€ fiO

{&

ttae o! Local Pubuc Agency
Aildrc!e
CoDtlact Fo. _ (lcr)
ProJ.ct lto.

(r ) ADl,r.Drratc trcasuy RegloEl Otfl.cr
StDbol.

$1&,0?1.rr+

GRANO TOTAL 1152.0?1.5[

9/25/61
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7-rG5 Disbursemenls

EXHIBIT F

,,$,:, ' SCHEDUTE Of YOUCHER DEDUCTIONS

.---..8s!UE-_8$-.Eose.rl!cc,c!..4sgpsL_-_ ---._9tr.1-"s..9.!..!.b,9..4.q+{91!t!_9!9E_--_-..(*Ethcnl46r.bbhmrno {Bun.ooo6rr

Period D, O. Symbol No.

[ec ol
CoDtBct

check

Tbo rccouDt.ble o6cer *ill depeit tte totrl rhouDt !how! in the column heoded "Amount of Deductioo.,,

"""""'-"""-"'ia,iii;;;;i;i;i'iJ;--------'---'
Depolii(s) wilh Tresurer, U. &:

Chek No. ...-..-...-.-., detcd .---.-.------, lot l,---.i C7D No. ......-..-....., drtad

ayriolor 
^rrror.lno\ 

rrdor r(x.to trr crtdilD

sc-1@

ql l,rrbllc ,

D lo. ,, tor
.nd Audtt I

.dhthea

ss
Acc@pt

111.fl
10r..13
ro1.12
4.t.12

Poot ayllrc

s

35xlrc3l UrbrB RrEral l.uil, ofllc€
of AdllDhtEtor, Eillllg EDil Ec
iluucc Ageucy

BGDcy, ProJcct !o. 

-

_ (.itBBce)

rdElcc $30,000.00

INAL I.EDOER PO6rIIG

$3O,o0o.oo
700.00

t3o,?oo,oo $30,70o.0o

-
IDIARY ITDCM POSTIIT}

)rlatc 1t!Da to sub.l.illary caldr

ilDt o,
?m.00

eJ]i6':j66'

Cr.

ec8 t7o0,0o

D!.

$3o,ooo.oo
700.00

$7oo.oo

$?00.00

9/25/51



Disbursements 7-I0.5

EXHIBIT G

YoucltER tilo SCHEDUIE 0t ?AYtttT3

EO'SIM IND EOIG IITATqE ACErcY
(mfirfr d rfr^rr**m)

tutot-

Ofttc. o! tbe AihlDlrtnto 85-or-(a)

(Idtton ol R.rtdt o?flce) (a)

86,(103[ - +29,30o.0o

D, 0. Vo*hr No. 

-

Bt, Scidtlt No. 

-

t totY

sc-100

?u..r.n, ao .qaho.itt r..d in a., I qrail, ah., th
ia.a. ti.ad i...i^ ... c.r..ca .^d Dro*r lo. prya.^a
lb6 th..Dp.cp,i.,bal.') d..i aA.ad.

{r, (^dtud8c6,)
s ui @or{xrnir@dr6's+.$r,

P YErr0 !FffE6iY,loDnB. 
'XvOEa 

iO
oioilEn roilTrruToH

tr!& o, Ie.l PubUc AacDcy
AdilrctB
contract tro. (edunce)
ProJect llo.

(a) .qrproprlatc tTca.uy negloEl Offlce
syubol.

$29,30O.00

GRAND TOTAL $29. i00,00

9/25/61



7-10.5 Disbursements

EXHIBIT H

abd|d ttrrm No. 166'fi:,],;I'" SCHEDULE OF VOUCHER DEDUCTIONS k Xc -.--- ------..-------------

Petiod D, O. Symbol No. -... -

sirbolor lrho'rr^ros rND/or ttlDfo Dr cr2Dtr.o

sc-103

lbre ot Pub11c
Contract

No. 1 ,or

Account

101.12
5lrr..13
lot.1ll
ut,16

The accouDtable o6cea will deposit tbe btal rmouDt s[owtr in the column Lerdcd "Amount of DcduciioD."

Deposit(s) vith Tleosurer, U. S.:

Cbeck No. ------...---., datad --------*-,, lot t.---.; C/D No. ----------.-..-, doted -..-------.-----.----.

Check No. 
--.....--., 

dated -----.......------,,-...,-, for l-*--i C/D No -...-...---.--., datad

86xLo34 UrbaD RenflaL Fud, o!!tc€
ol AdDlnl.trator, E@alng antl E@.
FlBDce ASeBcy

cetrcv. Pro-lect I{o.
_ ( Ien sDtt gr6Et)

relootloDgrsDt $rrO,0OO.0O

tr4&lEpsg-sry
Dr. Cr.

$lro,ooo.oo
4o,ooo.0o

IDIARY I.EDCER POSTIE

Frlate tteE6 to 6ub61d1cry carils

4o.ooo.oo
$ -o-

$!o,ooo.oo
40,ooo.oo

$8o,ooo.oo$8o, ooo.0o

*.,.* rl

$4o,ooo.@

9/2s/51
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Disbursements 7-t0-5

er,ffhaf,o.rl-
6hDh&r o.e6',0.3.

EXHIBIT I

YOUCHEN AND SCHEOUI.E OI PAYMEI{TS
tua l oJ-

D. O. Vov,ls No. 

-

Br. Sdudalz No. 

-

PAIO BY

Pur.e.nt to .!lho.ia, v..td in m., I c..ail, ,h.a ah.
ia.d. li.aod h.r.in .to co.r&a .nd proD.. lo, prd.d,
,roa th..pC,opri.tionl.) do.i ln.,d.

OlrM@06€)

olftce of the AdDlnlstlator 86-o1-(s )

lI-.atJ6h .f Pa,J6e1 dfll.Fl

tAYEa_ rro tF tE6^iy. AooRs_ rfl vorE rc.

Nane of Local Pub1ic Agency
AddreEg
ProJect No.
contract No.- (1@n and grant)

(q) ApllAllate lleaNy RealoEl Oftlce
syBbol.

-o-

GRAND fO'At o

9/25/61
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7-t0.5 Disbursements

SLa tro...--.--...---.---.--------.

EXHIBIT J

"iil],;i,, 
SCHEDULE OF VOUCHER DEDUCTIONS

atrd E@e FlBDce Agency
(&l

oltlce of tbe AdDinl.atratgr

Period D. O. Synbol No.

sc-Ioa

!la6e ol Pub11c
Cont!act

TeEporary
lnteae6t

2.8759

Check

Accoupt

101.12
,ll1.12

Tbe .ccouDtible omcer will deposit tte bhl amount shosD in tLe column bcaded ".Amunt of DeductioD."

---""---- ---iii;;;;i;i;a';ri------
Doposit(s) with Trersurer, U. S.:

Chek No. ..--..--.---.., dtbd -------.---------,--., ,ot a-------.--.; C/D No. -----..-------., dirrd---.-__.._.

taI

f01.11+
r1r.L5
P1.15

Check No. ---.-----.-.., daad

syrrol o, 
^[iorir^no\ ^xD/or 

rtxD to rt Cr.Drr:D

85xlro3L Urb6n Eeneral FuEd, 0f!1c€
o! AdllntEtrator, Eou6lng 6Dil B@(
Fl.DDc. Agency

Plolect No.
(]Gn and greDt)

RAL LEDCSR POSTrllC

lDrAaY I.SDGER Posrrtrc

prlatc lteEB to subsldtary cards

uEt ol

$1J7r1 €903;

roJact

-r8

851,290.63

t-g!%33

$860,00o.0o
$82?,5oo.oo

23,79o.63

eDcy,

Dr.

$ 851,29o.63
860,ooo.oo

$ 850,0o0.0o
827,500.0o

E,?11,2-.63

$s51,29o.631

$85L290.53
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Disbursemenls 7-t0-5

EXHIBIT K

ahtrd.n Io.nr N,r lls;

YOUCHER AilD SCHEOUTE OT ?AYIITI3

EousIrG A.I{D IOUE rrlArCS ACErCT
"----" - ---- i;ip;;:iiiio,,;i.ai"",ilr

Sr.d , .l-

Oltlcc at tbe AdllDlstrator 85-or-(6 )
I *^ '**(Ipottou ol ResloBI off tcc) I (a)

86xlo3b - $0,209.3?

D. O. Vottlwr No. 

--

Bt, &Lctult No. --

PAID 8Y

sc-t@

lo..e.^t ao .u,h..l,t r..ad in ^., I u,ll, ah., ,h.
l .a. ti.ad h.t.i^ ... drGa .ad Dt@. lq N6.aatroa a h..pDt@t i.,ion<.| d.d a^.d.

(r, (^lrffd rqq o!d)

P YEEArO rFXESiY, AODnS. rnVOrcEtO.
oRofrER tffitful0x

t4 (,

l{e ot Lftal, Pubuc Ageocy

Cfitmct llo. (loa anil graot)
PloJcct Fo.

(c) ApproDrlatc freaswy RegloEl Otttcc
SYoboI.

Ailtl!!6s
$4,7o9,37

GRAND TOTAL $8,?o9.37
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Administrstive Prqctice Hqndbook-Field Service

Port 7. Accounting ond Fisccl Procedures

Chcprer I0. Slum Cleqronce ond Urbon Renewol Progrom

7-10-6

Section 5

BttHNGS

Billings to l-.iocal Public Agencies for inspection ana[ audit fees,
outstanding advances for surveys and plans, General Neighborhood
Renerval Plans or Feasibility Surveys and to Public Bodies for refunds
of Community Renewal Grants shall be rendered on Forms H-216,
Inuoice. Form H-216 shall be prepared in an original and four copies
which shall be distributetl as follows:

(1) The original and dupiicate shall be mailetl to the Local Public
Agency or Public Body, as applieable;

(2) The triplicate, after posting to establish the receivable, if
required, shall be placed in the appropriate Fiscal Project File;

(3) The quadruplicate shall be furnished the Regional Director of
Urban Renewal; and

(4) The quintuplicate shall be held in the Pending File until the
collection is received, after which it shall be placetl in the appro-
priate Fiscal Project FiIe as evidence of the collection.

fn any case where the Local Public Agency fails to make payment
within 30 days following the dispatch of a bill, the Administrative
Branch shall notify the Regional Director of Urban Renewal by mem-
orandum so that such further action as deemed appropriate may be
taken promptly to effect collection.

lnspection snd Audit Fees

fnspection and audit fees shall be billed Local Public Agencies by
the Administrative Branch as follows (see Exhibit A) :

(1) The inspection fee stipulated. in a Letter to Proceed shall be
billed upon receipt in the Administrative Branch of the executed
Letter to Proceed.

(2) The inspection fee stipulated in a Contract for Advance for
which funds for the survey and planning expenses have not been
obtained through direct Federal disbursements, shall be billed
upon receipt of advice (Form H-6014, Collection of Gouernment
Inspection Fces and/or Aduances) in the Administrative Brancll
from the Regional Director of Urban Renewal that funds are
available to the Local Public Agency for the surYey and planning
expenses.

9/25/51 Poge I



7-10-5 Eillings

(3) The inspection fee stipulated in a l-.,oan and. Grant Contract
for a project initially flnanced. by a Federally-guaranteed tem-
porary loan from a non-Governmental financial institution shall
be billetl upon receipt in the Administrative Branch of the exe-
cuted temp_orary loan note of the Local Public Agency which
is to be heltl in escrow.

(a) The inspection fee stipulated in a Contract for Capital Grant
only shall be billetl upon receipt in the Administrativc Branch
of the executed Contract for Ca,pital Grant.

(5) The inspectiou fee stipulatcd in a Iroan and Grant Contract for
a project financed from funcls not obtainetl through tlirect Fecl-
eral disbursements or from a Federally-guaranteed temporary
loan from a non-Governmental financial institution shall be
billed upon receipt of advice (Form H-6014), in the Administra-
tive Branch from the Regional Director of Urban Renerval that
funds are available to the I-local Public Ageney for the under-
taking of the project.

(6) When collections of inspection fees through setoff are not made
because the Certification of Cash Needs, or justification ancl
supporting documents did not so includ.e, billing shall be ren-
dered the Local Public Agency for the amount due.

(7) When an amendatory Contract for Loan and Grant provitles
for an increase in the Projeet fnspection Fee, such increase
shall be billed promptly to the I-,ocal Public Agency if the original
inspection fee has previously been billed and/or collected..

The Administrative Branch, upon receipt of an executed Contract
for L:oan and Grant, shall establish a 3x5 card for follow-up purposes,
itlentifying the project, showing the date of such contract and indi-
eating the amount of the project inspection fee or outstanding advance
owing to the Government. In each case where the project inspection
fee or outstanding planning advances are not collected within g0 days
from the date of the Contract for Loan ancl Grant, sueh card shall serve
as a basis for periodic check with the Regional Director of Urban
Renewal. 'When the outstantling amounts due have been billetl or col-
lected, the related follow-up card may be removed from the pending file.
The applicable information may be included on the subsidiary ledger
card. which can then be utilized in the same manner as the 3x5 card.

Entries of billings for inspection and audit fees shall be matle in the
accounts baseil on the accounting copies of Forms II-276 in aecorclance
rvith Transaction IrIo. 18, Section 7-10-57. At the end of eaeh month,
the amount of unpaitl invoices for inspection and audit fees remaining
in the pending ffle shall be verified anal reconciletl with the balance in
the General l-.redger Control Aeeount 73'1..22, Aeeounts Reeeivable-
fnspeetion antl Audit Fees.

Outitqnding Advoncer

Advances for
lected from the

Poge 2

plans and surveys, plus aecruecl interest, shall be col-
first funds becoming available for the undertaking of
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lillings 7-104

the project. Advances for a General Neighborhood Renewal Plan or a
Feasibility Survey, plus accrued interest, shall be collected from the first
funds becoming available to the Local Public Agency for the under-
taking of an urban renewal project in the General Neighborhood
Renewal Plan or the Feasibility Survey area, as applicable. No entries
shall be mad.e in the accounts on the basis of these billings since any
amounts due are already included in the accounts as receivables.

Advances and. accrued interest thereon shall be billed Local Public
Agencies by the Administrative Branch as follows:

(1) The outstanding principal balance of advances, phrs accrued
interest thereon, in the case of a project initially financed by
a Federally-secured loan from a non-Governmental financial
institution, shall be billed upon receipt in the Administrative
Branch of the executed note of the Loeal Public Agency which
is to be held in escrow. (See Exhibit B which illustrates the
form of billing to be sent the Local Public Agency.)

(2) The unobligated balance of advances that remains in the cash
accour.t maintained by the I-rocal Public Agency pursuant to
the advance contract(s) shall be billed upon receipt in the
Administrative Branch of a Form H-6014 from the Regional
Director of Urban Renewal advising that a Loeal Public Agency
has completecl the survey and/or planning activities or that the
project is being converted to the three-fourths capital grant basis
with limited project costs. Such billings will not specify the
amount to be returnetl by the I-.local Public Agency but shall
request that all unexpended funds which are unobligated be re-
mitted. (See Exhibits C and D). In any case where an executed
I-,oan and Grant Contract is received for a project on which no
advice on completion of survey and/or planning activities has
been received, the Administrative Branch shall check with the
Regional Director of Urban Renewal and, if appropriate, initiate
a billing for unobligated advances remaining in the cash account.

(3) The outstanding principal balance of advances plus accrued
interest, in the ease of a project under a Capital Grant Contract
only shall be bitled upon receipt in the Administrative Branch
of the executed Capital Grant Contract. (See Exhibit B.)

(a) The outstanding principal balance of advances, plus accrued.
interest, in the case of a project und.er a Iroan and Grant Con-
traet initially financed from funds not obtained through direct
Federal disbursements or through a Federally-secured. loan from
a non-Governmental financial institution, shall be billed upon
receipt in the Administrative Branch of a Form II-6014 from
the Regional Director of Urban Renewal advising that funds are
available to the Local Public Agency for the undertaking of
the project. (See Exhibit B.)

(5) The unobligated unexpelded ba-la-nce of atlvances that remains' in the cash account maintained by the Local Public Agency
pursuant to the aclvance contract(s) shall be billetl upon receipt

9/25/61 pcge 3



7-10s Billings

in the Administrative Branch of a Form II-6014 from the Re-
gional Director of Urban Renewal advising of the abandonment,
suspension, termination or invalidation of the Title I activities
for which the advances were made to the Local Public Agency.
(See Exhibit E.) Such billings rvill not specify the amount to
be returned. by the I-.local I'ublic Agency but shall request that
all unexpended funds which are unobligated be remitted.

The unobligated unexpended balance of advances that remain in
the cash account maintained by the Local Public Agency shall be
billed upon receipt of a copy of a letter from the Regional Office
to the Liocal Public Agency relative to a Feasibility Survey
which, although completed, will not result in an urban renewal
project. (See Exhibit F.) The letter wiII direct the I-.rocal Public
Agency to dispose of project assets, liquidate all project obliga-
tions antl return the unobligated balance of the advance together
with the proceeds from the sale of project assets.

The outstanding principal balance of advances, plus accrued
interest, in the case of an existing project which is being con-
verted to the thrce-fourths capital grant basis with limited project
costs, shall be billed after the receipt of the unobligated balance
billed in accordance with (2) above or upon receipt of advice that
there is no unobligated balance. Form H-6014 received from the
Regional Director of Urban Renewal advising of the conversion
and requesting such billing will specify the date by which the
advance and interest should be paid. (See Exhibit G.)

The outstanrling principal balance of advances made for the
preparation of a General Neighborhood Renewal Plan or for the
undertaking of a Feasibility Survey, plus accrued interest, shall
be billett upon receipt in the Administrative Branch of a Form
H-6014 from the Regional Director of Urban Renewal advising
that a project in the General Neighborhood Renewal Plan or
Feasibility Survey area, as applicable, has been approvecl under
the three-fourths capital grant basis with limited project costs
and that the Local Public Agency should be billed for the out-
standing advances under the applicable contract. (See Ex-
hibit H.)
Upon receipt and review in the Administrative Branch of the
ffnal audit report eovering advances made to a l-.local Public
Agency and upon receipt from the Regional Director of Urban
Renewal of a decision by an authorized offfcial as to the action to
be taken with respect to the findings contained in the audit re-
port, a 6161)i]ling shall be rendered to the Local Public Agency
for any unobligated unexpended funds not previously remitted
as provided in item (5) above, plus any other amounts d.ue from
the Local Public Agency for disallowed items or adjustments,
proceeds from .sale of _furniturg a"_q equipment, refunds of
insurance premiums, ancl any other disposition proceeds. (See
Exhibit I.) Ordinarily, final audit reports covering planning

9/25/61
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activities will be issued only when it has been determiuetl that
the project will not go forward into the execution stage.

(10) When collections of advances and. interest have not been made
through setoff because a Certification of Cash Needs, or justi-
fication and supporting documents did not so include, billing
shall be rendered the Local Public Agency for the amount due.

On projects under Loan and Grant Contract for more than 90 days
on which no Federal disbursements have been made, no I-.rocal Public
Agency escrow note has been received and no advice has been received
that other funds have been made available for project undertaking,
the Administrative Branch shall check audit reports as to current status
of funds and shall periodically eheck with the Regional Direetor of
Urban Renerval as to the status of the project. (See the instructions
above under the heading fnspection and Audit Fees) with respect to
the follow-up card to be established and to be used as a basis for
periodic check with the Regional f)irector of Urban Renewal.)

Community Renewol Progrom Gronls

Section 303(8) of the standard form of Contract for Community
Renewal Program Grant provid.es that to the extent the aggregate of all
payments made by the Government to the Public Body exceeds the total
amount of grant payable to the Public Body, the Public Body shall
promptly reimburse the Government, basecl on the final audit and
inspection of the Public Body's books and records relating to its costs
and contributed services for the preparation or completion of the
program.

Section 502 of. the standard form of Contract for Community Renewal
Program Grant provides that upon termination of the Government's
obligations under the Contract, the Public Body shall promptly seII, at
fair market value, and credit to the Community Renewal Program
Account the proceeds from the sale of any and. aII materials, equipment,
supplies, and property on hand which were acquired with the aid of
grant funds receiveil under such contract, or, in the alternative, credit
to the Community Renerval Program Account a sum equal to such fair
market value out of funds (other than Grant funds otherwise made
available to it.

Section 503 of the standard form of Contract for Community Renewal
Program Grant provides that upon termination of the Government's
obligations under the Contract, the Public Body shall promptly remit
to the Government the amount of the unexpended balanee, if any, of
grant funds and proceeds referred to in Section 502 of the Contract.

Sectiou 504 of the standard. form of Contract for Community Renewal
Program Grant provides that upon the Government's termination of its
obligations under the Contract pursuant to Section 501 of such Contract
because of negligence or any misfeasance, malfeasance, willful omission,
or other fault on the part of the Public Botly, the Public Body shail be
deemed liable to the Government for the full amount of any payments ou
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aecouut of the grant made to the Public Body pursuant to sueh contract;
antl the Public Body shall immediately refund to the Government or
make appropriate aruangements with the Government for the orderly
refunding of such payments.

Accordingly, billings shail be rendered. to Public Bodies by the Admin-
istrative Branch as follows:

(1) Upon receipt of ad.vice from the Regional Director of Urban
Renewal of the termination or suspension of the Government's
obligations, the Administrative Branch shall bill the Public Body
for the amount of the unobligated unexpended balance of grant
funds that remains in the cash account maintained. by the Public
Body. Such billing will not specify the amount to be returned by
the Public Body. ( See Exhibit J.)

(2) Upon receipt and review in the Administrative Branch of the
final audit report relative to the termination of a contract for
Community Renewal Program Grant and upon receipt from the
Regional Director of Urban Renewal of a decision by an author-
ized official as to the action to be taken with respect to the findings
contained in the audit report, a final billing shall be rendered to
the Public Body for any unobligated unexpended funds not pre-
viously remitted as provided in item (1) above, the proceeds
referred. to in Section 502 of. the Contract, plus any other amounts
which have been determined to be due from the Public Body.
(See Exhibit K.)

(3) Upon receipt and review in the Administrative Branch of the
final audit report relative to a completed Community Renewal
Program and upon receipt from the Regional Director of Urban
Renewal of a decision by an authorized official as to the action to
be taken with respect to the findings eontained in the audit
report, a ffnal billing shall be rendered to the Public Body for
any unobligated unexpended funds, plus any other amount due
from the Public Body for disallowed items or adjustments, and,
if indicated, any grant funds paid to the Public Body which
exceed the total amount payable. (See Exhibit I-r.)

Whenever an invoice has been prepared and transmitted to a Public
Body specifying the amount which the Public Body should remit to
HHFA (items (2) antl (3) above), such amount should. be recorded in
the accounts based on the aecounting copies of Forms H-216 in aecord-
ance with Transaction No. 19, Section 7-10-57. For the postings to be
made to the subsidiary records refer to the instructions in Section
7-70-25.
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EXHIBIT A

{-2 ra
(Fs5)

BOUEII'C IXD TIOIIiE FINA}TCE ACENCY

xo. 

-(Sho addresa of Reglonal ofllce)
lNv0lcE

T

L
N3re aud address ot
Local Publlc AgeDcy

-l

J

AEent to ba IEid tbe Ooverment to! 1t6 Iaq,ectr.oDs

aDd BeDreseDtatlveE at tbc ProJeet S1de, DuaBlt to

SectloD _ of (as apprqDrlEte leter to Contract,

Cootract A[eDihert, I€tter to Proceed or ADeodatory

IEtte! to Proceeil).

I.t. cl.cl Ft.ll. t. th. Xor.lls .!d

Bo.. fl.o!.. 19.!.r.cl .rd .cll to:
Ch.ct.d ..d C.rtlil.d Ccrr.ctr

(tle ard addres8 ot Ragloul Ofllce)

(t.t.., atrlic... c.r, .I trr.t...a,l r..irr.n..)
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EXHIBIT B

F2tl
(F55)

No. 

-

SOUSITC l}{D ITOI{E FINAI{CA AGENCI

(Shos address of Regionel office)
It{v0tcE

.

L
Loca] Public Agency

-l

__l

DESCRIPTIOT

NOTICE OT ANVA.IJCE PAYMENT DUA

qrrent ryatrlties - Iitnctpal

Cuff€nt Int€re9t
Fron 8- !-58 lo ).-27-99 on $10,900.0c lot l'16 dar' @ 2.'16fr
Fron r-27-59 to lr-17-59 on $18,550.00 for 80 days @ 2.?61
Fron L-17-59 to 9-15-60 on $e5,000.00 for 5\6 r.\aye @ 2.?61
Fton 9-25-59 to l- 1-60 on I 6,650.00 for 15? days @ 3.12i9
Froh l- t-50 to 9-15-& on 0 9,0J0,00 for L98 days @ 3.125S

TotaL Curedt lnt€tesl, Due

In addltlon to the &ount of {1I,000 and $l,ir?ir.?0, please include
ilterest on $25,0C0 at the rate of S1.8901r ed irieres! on li9r0)o
at the rate ol $0.77055 per day begjtri!€ Septenber 15, 196O, coirr-
puted to but not lncludlng the date on vtrich the check is nailed.

Advilce mde under Contract No.

S31r,000.00

1,!71i.70

Iql. ch.ct porcbl. to rl. Ho!.I!s q.d

46.. fl!a... ls..cr.oA o.A .dll to:
(Nee 8nd address of Reglonal
office)

CL.cl.d .!d C.rti(i.d Corr.€i:

(t.t... a.plic.t. ..r, .l tr'....'i.I ...iri.n..)

t2/5/51
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EXHIBII C

F2U
(F55)

NOUSIT{C AND IIOI{E FINAIICE ACEI{CI
UXfiHISOqIT{I)IXIfiOfiI

(Shov address ol negtonal oftice)
I t{ v0 I c E

T

L

N&e ed address oi
Lcsl, Publlc -lgency

-l

__J

NoTICE.OF lDvAl,lcE P.AIlmlT pUE

We have beea infomed that you haw @lpleted the actlritles

uder Contract No. _. Con€equent\y, you ae

requested tg retqn to ttri8 AgeDcy aII eo<pended tud, uder

that coatract rhlch a6 uobLigated.

I.t. o[.ct Fydll. to th. Xcc.tlt c.d
f,or. tlnqlo. 19.!ct.O .3d .oll to:

Ct..t.d 6!d C.rrltl.d C.rt.ct:

(Nee sd address of RegioEal
offj.qe)

(r.t.rr a.rlic.t. c.a, .l I^..i.. .irl ...ilr....,
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EXHIBIT D

v2!
(FJ3)

BouEllro lxD Eo{E FI}il}rcE lcBxct
lrm*Mrroi

f,.. 

-(Shou 8ddress of ReEi(,naI officc)
tIv0rcE

T

L

I&e ani eddress of
Local Fublic Agency

_l

-J

NOTICI OF A]]VATCE TAY}"IENT DdE

Since Proiect No. _ for xhich advances ,ere

nade uder Contract IIo. is bejrg conwrted to

the three-foorths cal,ital, gr&t basis eitri lirlted proJect costs,

you ue request€d to nail an, uobligated balance of such advmc€a

to this l€lency no later thatr

I.l. c!.ct Ft.ll. to tl. [.r.l.r q.d

i... fr!.r.. li..cr-o ..4 Fll tc:
(Nene end address of Aegional
C)fflce)

CL..t.d .!d C.rrlal.d C.rr.ct:

(r.t.., tttl...tt .or, .l 1...i.. .rrl r.titr.i..,
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EXHIBIT E

E2,4
(tsr5)

80u6flt0 IID nocE FIxrIlcE A0Etct
ffiq

(Shor address of Re3lonrl Offlce)
I IV0 tCE

f,o. 

-

T

L

Nffi and eddresg of
-l

-J

locel Publlc lgenqy

IIO?ICE OF'IDVINCE P^YMENT DUE

l{e have b€en ldellcd of the abandomnt, suspenslon, temi-

natlon, or lnvalidatlon of actlvltles for rhich advances

Ere nlde ud:r Contract No. _: Consequently,

you are requestcd to retun to this Agency all uexpended

funds mder that contract rhlch 8re unobligated.

I!t. Gl..t tsr.ll. r. rl. f,...1.q..a
E.r. fr..... l9...r.Ol !.d Gll rcr

(N@ aDd addrese of Reglonal
Offtce)

Cl.cl.a ..d C..rltl.a C....cr:

(r.ttr. a.rli.... ..r, .l 1...1.. .i11...1t.....,

9/25/61
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EXHIBIT F

F26
(F55)

BOUSINC TXD BOTE FI}IINCE AOEI{CY

(Shor sddress of Reglonsl offlce)

llrv0tcE

r
L

llM ed addr6ss of

-1

J
Iocal Publlc lgeDcy

NO1ICE OI' IDVANCE PAY}'ENT DIIE

l{E h.E bse! idomd that you haE coqpleted tbe actlvitles

uder Contlact No. Slnce 1t has bee!

detemhed th8t no uban reEral project r11I naterlal.l-ze

aa r result of ih6 srrey, you & requesied t4 retm to

th13 lgency aLI uobllgat€d uoeetded fuds uder t}to con-

trect hcludilg the proceeds fron tbo sa].e of assets acqulred

vtih fiuds adveced uder thls contlact.

Iet. cl.ct Ft.!1. ro tt. Bo!.1!g .ra
nor. lr!c!o. lg.r.t.Ol ..d Ell a.:
(Nee ed addleEs of Reglonal
office)

(r.t.,. a.rlt..t. .oD, .l l.r.i...i.l ...irr.rG.,

9/25/61
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EXHIBIT G

F2U
(&53)

SOUSIXO IXD EOIB FIIrllCE TOEI{CY

reryq
o.,.-2:].L@-

(Sho{ address of Regional Office)
ll{v0tcE

r
L

Nae and sddress of

-1

-J

Local Iublic Atency

No?ICd 0F IDVANCE PtYltENl DUE

Curent Iatuities - PrinciDal

Current Interest

--Ti5i-ET:58 
t'o L-2? -59

Frq L-27-59 Lo )!-L7-59
Frm Jr-l?-59 to 9-L5-@
rrq 9-25-59 to 3- 1-60
Fr@ l- 1-60 to 9-15-60

on
on
on
on
on

$lC,9oo.oo
$18,55o.oo
$25r000.00
$ 6,650.00
$ 9,ooo.oo

tot L:16 days @ 2.761
for 80 days @ 2.76,
fo" 516 days @ 2.7q
tot 157 days @ 3.125*
for I98 d6ys @ 3.125tr

Tota] Curent Inte.est Due

In additlon to tne anomL of $SlrrOOO and $1,I?L.?0, please lnclude
lnterest on $2!1000 at, the rato of $1.8901r anJ inierest on ggrOOO

at the rate ot $0.77055 per dai cmputed to bu! not incl.uding the
date on uhich the check 1s naiLed.

Advances nade for ProJect No. Under ConLract No.
rhich is being converted to urfttr::GffiFino cafltaL grant baslE-.
rith ljrited Froject costs. Remitt€nce to be nailed no Later than

( date)

$l!,ooo,oo

1,!?1.?o

I.r. .l.ct tst.U. to tl. tro!.trl !r{
f,ot. lt!c!6. l9.ror.Ol !.d rqll ro.
(Nme aDd address of Regional
Office)

Cl.ct.i .rd C.ralIr.d C.....r!

ll.t... l.tlac.t. c.rt .l ttt.ic..itI r..i......,

t2/5/51
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EXHIBIT H

F2b
(e5!)

EOUSIXO II{D HOIIE FIXANCE ACENCY
ffiJJry{}TITTffiil

(Shoc addre.s ol Rerional Uflice)
tltv0tcE

o"r. -LI:LL1C

T

L

lls: and aCdress of
Local, Puhlic if.rcy

' OTICO CIF ADV.AI:CE IAYMTNT DUE

Due to the af,proval of t,roject No. on a Lhree-fourLhs
capi.Lal. grenL basis rith lintted pr6jEif63t1-tocated in the
( Feasj.biLj.t) survey) (General t,eigirbo;hood Reneual i Lan) area I or
uhich edvences lere nade to ;ou under Conlrect t:o. r you
are reouested Lo return such advances plus accrued fi6?EEiT;
thls lgencl..

CurrenL ileturi r,ies - I rincinel

CuronL Interest--T;;m-T5ffiG 10-tL-60 on *2o,ooo.oo for 2Z.l dais 6 b.t:2ltr.]n addltion to Lhe anount of $2O'OOO and $575.271 inciude interest
on 520rO0O aL the ratr of 52.5)L2 p€r day betinninc ocLober 11, 1960,
conprted Lo buL not incLulini the date on shicn Lhe check js n;iled.

$?o,ooo.oo

519,2'l

I!t. c[.€l tstoDl. to rL. Xo{.lrt old
f,o.. rl!q!c. ls..ct.Ol c.d .cll to:
(!:are and addregs of Xesioial
Cffice)

C[.ct.d .!d C.rri ll.d Corr.ct:

(t.t.,. A.pli..t. .op, ol t^roi..,rrl ...rrr.i..)

t2/5/61
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Billings 7-to-5

EXHIBIT I

F2U
(er5)

gousll{o 
^lrD 

[orrE Frt{lxcE aoEl{cr

Ic. 

-

D.t. 

-

(Shor address o! Reglonal off1ce)

tilv0rcE

r
L

Nuo ud addrers ol
Ipcal Publlc &ency

-l

_J

NOTICE OT IDVANCE PAfMENT DUE

As tho resu1t of flna1 eudit uder Contrsat No. 

-

thl.s blUlng ls rendered to supplerent b j.l,l,irg 

-,

d.ted _.
Ulexpended fuds rtrlch s6 uobtigated $2L5.0O

Dlsal.Iored travel 1OO.0O

$l!5.00

I.t. cL.cl tsr.U. r. rl. f,...!!t .r{
X... tl.o... lg.tct.Ot .ra Ell t.:
(Nrc &d sddreEs of Roglon ]'
Offlce)

Cl.ct.d ..4 C.rrlll.a C....cr:

(t.t... a.rli..t. ..r, .l l.r.i..,itl ...1rt....,

9/25/61



7-104 Billings

EXHIBIT J

ts2U
(&55)

,OUSITC llID SOXE FIXIXCE AGEXCi
EEMrc

(Show sddress of Regional, office)
tilv0lcE

T

L

Nee eC aCdress
of Public Body

-l

-J

,J,re have been infomed that the activities for Hhich

Comunity ReneBal grant funds rere pald under Con-

tract llo. have been terninated

(or suspended). Consequently, ]ou are reque.ted to

retan to this Agency aII unobLigated unexpended

Srant fEds remaininij j.n tlle cash accout.

I'1. cl.ct tst.ll. tc rL. Xou.irg .ia
Eo.. 11..... ltlr.r.Ol .!a .oll t.:

Ch.cL.a .!d C.rtlll.d Cor..ct:

(Nare and address of Setional Office)

(r.1... npli..r. ..pt., lrt.i.. .ttl ...irt.^..,

9/2s/61



Billings 7-104

EXHIBIT K

Ftta
(&J5)

8Ur6rI0 IID troIE rlxlrrcB loEtct
ilEfit arecg'xrgln(

(Shor 8ddress of Regional Office)
tltv0tcE

{.. 

-

t-

L

-t

-J

Itr accordsnce uith the provlsions of Contract for Comuj.ty

Bemral ProgrM Crant llo. *rich has been temir-

rt d, you @ requesied to retun to this Agency the follor-

lng uouDt Bhich, based on an audit of the accoMtg

Eirtalned by you 1n accord&ce yith lrtlcle IV of the Con-

tract, h8s been det mined to be due thls lgency3

Unobligsted w+ended grant fuds $E

In€Ilgtble Costs (Iist) E

(Proceed! froo sale of Eter1s13, equ1prent, 6uppl1es

and property)(lrcut eqEl, to falr Eket yalue for

nrtcrlels, equiprcnt, Eupplles and property retalned) E

kt. .1..1 Ft.ll. r. rt. i.ur.t ..4 Ct.ct.a ..a C.rtltl.a C.rr..t!
b{ 1t..... ltoot-q .ta xt! r.!
(Nme end address of Rs.llonal Office)

fl,t!r. i.rli..t. ..r, .t t...i..,lll ...itt....,

9/25/61
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7-10-6 Billings

EXHIBIT I

F2U
(F55)

SOUSTIIC ND NO{E FINTNCE ACEXCY

@
(Show address of Re, ional office)

Ir{v0 tcg

T

L

llalie and aJoress
of Public llody

-l

-l

As a resuLt of final ardii of lhe accounts nainLained by

you in accordarce xith Article IV of Con:ract for Comujty

Feneual Pro.ren oranL lio, _, this biui-ng 1s

rendered ln accorda'ce vi!h Sectjon l0l(B) of such ccntract

LjnobLicated Une)Tended frent funds $m

Ineligible Co:Lj __xs
total aflornL due i.his A,rtrncj i&

tor..l..r edr.Ll. lo rl. f,o!.1!q..a
n... tr!o!c. t9...r-OA..a.oll ro:

Ch.ct.a o.a C.rrirr.d C6....rr

(tl6lc and address of lrijional Uffic€)

l^....a tt2tt..t. ...t .l 1.,.t.. .tr^ ...ttt....t

9/25/61



^l
Administrotive Proctice Hondbook-Field Service
Port 7. Accounting ond Fiscol Procedures
Chopter 10. Slum Cleoronce ond Urbon Renewql Progrom

7-10-7

Section 7

cottEcTtoNs

All amounts received by Regional Offices applicable to the Slum
Clearance and Urban Renewal Program or the Community Renewal
Program shall be deposited in the nearest Fed.eral Reserve Bank or
Braneh for credit to the revolving fund account symbol 86X4034 Urban
Renewal Fund, Office of Administrator, Housing and Home Finance
Agency, under the office symbol identifying the Treasury Regional Office
which serves the HHFA Regional Office. For the procedure to be
followed in depositing collections and for the preparation and distribu-
tion of related S.F. 219, Certifi,cate of Deposit, reference should be
made to Section 7-1-2.

Normal collections will covcr repayrnents of advances and temporary
loaus ancl accrued interest thereon, inspection and audit fees and occa-
sional refunds of Commurrity Renewal Grants. For the general ledger
entric's to rccortl such collections refer to Transaction Nos. 14 through
17 and Nos.20 through 22, Seetion 7-70-57. The posting of subsidiary
aecounts shall be made ou the basis of the information on the reverse of
thc Certificate of Dcposif fully identifying the transaction.

Irrspection anrl audit fees, ad.vances, temporary loans, ancl accrued
interest collected by setoff against amounts requisitionetl by Local Public
Agencies (see instructions in Section 7-10-5) do not involve the use
of Certificates of Deposit.

On oecasion a Regional Office will find it necessary, or will be re-
quested, to accept and deposit a cheek covering the repayment of
Federal funds and interest thereon applicable to a projeet in another
Region. Such a eollection shall be reeorded in the General l-,edger in
accordance with Transaction No. 23, Section 7-10-57. After the deposit
has been made, the Regional Office shall prepare a Form H-219, Inter
Office Transf er Voucher (see Exhibit A), to transfer the amount of the
collection to the Division of Finance and Aceounts which will then
prepare and forward an Inter Office Transf er Voucher (see Exhibit B)
to the appropriate Regional Office for which the collection was macle.

For the final disposition of a Project Temporary I-.loan Note which
has been paid in full, see Section 7-10-L2.

9/25/51 Poge I



Collections 7-10-7

EXHIBIT A

F2rt (!iO

IIOUSINO At{D IiOIlE FII{AI{CE ACEIICY

IITER OTfICE TRAIISFER VOUCHER Aprtl 16. 1959

DETAIT OF TRAIISfER OR TISTII'G OF ATTACIIED DOCUIIEXIS

SLT'H CIAlnl}lCE IND URBI'I NEIETIAL TNGM}I
E6r!0lU

?o tramfer !b€ collectlon o, t10Or00O.OO ud. for ProJsct tto.

(Clty lrd St t ln *rlch project 1s locatsd)

representlDg tjre rspa)Dcot of, federsl feds ed ilt€res! tlpreon

resulting tt@ prlYat€ fineclng.

C/D xo. _
gffectlE D.t!
(Ne ud locrtlon of BaDk)

22r.L9 10I.12

No.
7-ro-57)

$10o,00o.0(

lr,

q/25/61



7-to-7 Collections

EXHIBIT B

F2r, (!r0

I'OUSII{G AflD IIOIIE FIIIATICE AGEIICY
otttc! or ltt lDttrttttrtot

I}IIER OFFICE TRAISTER VOUCHER

DETTIT OF TNAISFER OR LISTIIO OF ATTACIIEI) DOCUI'TITS

SU'X CI,E.IRA}{CE IIID IIREAX RENEI{A'. IROORIX
E6rl.03U

?o truEler the coutcq' deposli Edo by tbe

R€916.1 offie mpresentlDg lDteE8t ard prlnclpal dE thls lg€Dsjr

in coBocilo! vltlr tlr follovtngl

ProJect, (Io. sd LcrtloB of ProJeot) llmrmo.Oo

c/D [o. _
Effectlre Dat

(Iso ud locltlon of Buk)

r to b€ corwlst€d by Rsc€lylrlg Otflcc

22t.r9 llr. -- lloor0oo.o 33t.5r

r llt.:.6
I 121.16

(so

1100,00o.00

25'

9/25/61
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Adminirtrotive Prsctice Hondbook-Field Service

Pqrl 7. Accounting ond Fiscol Procedurer

Chopter 10. Slum Cleoronce qnd Urbon Renewol Progrom

7nG8

Section 8

INSPECIION AND AUDII FEES

The amounts of inspection and audit fees specified in Contracts for
Advances and in I-.roan and Grant Contracts shall be collected and en-
tered in the accounts as indicated in Sections 7-10-5 and 7 -10-7 . A Form
H-219, Inter Ofi,ce Transf er Voucher, shall be prepared by each Re-
gional Office at the close of each fiscal year, or as otherwise requested by
the Division of Finance and Accounts, to transfer to the Division of
Finance and Accounts the net amount of inspection and audit fees
collected. (See Exhibit A of this Section and Transaction No. 36, Sec-
tion 7-10-57.) The amount of fnspection and Audit Fees transferred
shall always be the same as the amount of Cash-Inspection and Audit
Fees transferred.

9/25/6t Poge I



7-to-8lnspection and Audit Fees

EXHIBIT A

h

HOUSINC rr{D IIOIE F'IXAI{CE AGEilCI
otttat oa lta aDrtrttlt^tol

I]ITER OFFICE TRAIISFER VOUCHER

trrrr. r0uarar ro.

/t^^qfa^h 
^f 

Dadl^nrl naal^. .nA Dral^6 N--hail

D

oEr tL 0t TRA|SFER 0R LtsTlIG 0F llTlc[Eo ooct]rEtls

sl,tlt ct,ElnlxcD IID tBBtx REilEroL psmRDt
86r!0lL

to trurf3! to tb6 Canttd ort1ce tbo balae tn Ac@ut, 1ol.l,
CElb - InrpoctloB ed Audlt F6er ar ot , 19

N01Er lJhcn appllcabl€, hcludo e reference to tlF

rsnorodu fr@ thG C6atral Offls reqsstlru

tJp trufer,

22t.r2

)3r.5t

( sce
Scct

,r.5t
10r.1.3

f.&ilctlon No.
Lon 7-10-5?)

8m
m

36,

9/25/61



Adminirtrotive Procticc Hqndbook-Field Service

Port 7. Arcounting ond Fircol Procedurer
Choprer IO. Slun Gleoronce ond Urbon Renewol Progrom

7-lo-9

Section 9

INTEREST

fnterest receivable on loans and advances shall be accrued quarterly
for the periods ending on March 31, June 30, September 30 and Decem-
ber 31 of each year and shall be computed in accordance with the in-
struetions contained in Section 7-1-4.

A Journal Voucher, S.F. L017c-Revised, shall be prepared in accord-
ance with Exhibit A as of the close of each quarter for the purpose of
recording accrued interest on advances. Likewise, a Journal Vouch'er
shall be prepared. in accordance with Exhibit B as of the close of each
quarter to record accrued interest on temporary loans. The amounts
accrued on each project advance and loan subsidiary record shall be
Iisted and the entries posted in the manner indicated on Exhibits A
and B.

As stated, interest normally shall be aeerued. quarterly; however, it
will often be necessary to aecrue interest on an individual account in
conneetion with the collection of the account by setoff or by payment
received from the Local Publie Agency, or when the account is in con-
nection with a terminated. project. fnterest always shall be accruecl
to but not including the date on which settlement is made. The date of
settlement by reason of setoff is the date of the net check remitted to the
Local Public Agency, and in the case of a repayment by a I-rocal Public
Agency the settlement date is the date on whieh the remittance is mailed
by the Local Public Agency. On a terminated project, the interest on
the outstanding advance shall be accrued through the date on which the
Urban Renewal Commissioner determines on Form H-6308, Determina-
tion of Uncollectible Aduance, the advance to be uncollectible. Such
accruals shall be posted to the general ledger and subsidiary accounts in
the same manner as quarterly accruals.

For the proeedure and requirements with respect to the adjustment
of underpayments and overpayments of interest in minor amounts on
loans and advanees, reference should be matle to Section 7-1-10.

A Form H-279,Inter Ofi,ce Transf er Voucher, shall be prepared in
accordance with Exhibit C by each Regional Offiee at the close of each
fiscal year to transfer the amount of intrest earned during the year on
both advanees antl temporary loans to the Division of F'inance and
Accounts.

9/25/61 Poge I



lntoresl 7-tGg

EXHIBIT A

rolto

JOURNAI VOUCHER
J. V. No...............-.,.........---.

Dste

r2t ,!1
lllI.fl ffi

Prcpared by.-.,......-.-. Apprcved by
tstd@)

(Tto) (rnt)

I

glu Cleuaucc rDil lrrb.u naual Progru
85x|o1l

@
Accnril IDt.r.st nccalnblr - AiEsc€!

: AtlEaca Raco!1i

,. PrlDclBl l)aw Rrtc AccroI

$

t! lccqa tbc accncal lDt!r.!t rDd
,.Dterclt ccrDcd itutng tho qutrrly
IErloil .Ddcal _, 19_,
oD aalEDcc! uilc urder tha glr
Cloraoca aDd Urba! RGDmI Prog!a!.

(Lllt)

Iot l G;

Toer,

9/25/61
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7-lG9 tnlcrosl

EXHIBIT B

JOURNAL YOUCHER

al.fulhxo.

121.16

frr.15 E

Appreved by .-.-..-.........

la&L)

Prepared by

E

ih ClsrrDcc aDd Urbqtr Rc6al, Progle

ilger

Accneal l!tc!c!t Reclr.[blc - lbq)oEry
Ian..
IEtele8t EarDail - TaEDorary L6nr

f ldp Rccold

LPllpctpil!9Eug@L

t

llb lcc€d tb. accru.al tntqrelt rtd
lDteErt mmaal ilrtDg th. qsrtclly
Erloal .Dd.il . ts . oD
tqEary 16Br Dac udcr th. 8h
Cl6raDcc rDil lrrbr! RauaL Proglu.

85x\o34

(Ll.t)

lot l f*

Toru,

9/25/51
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lnt6rest 7-to-9

EXHIBIT C

HOUSII{C AIID NOXE FIT{AXCE AOEICI
otrlc! ot t!a ltrrrlarrllor

IXTER OFFICE TRAI{SFER YOUCHER

(I6artt6n 6l R.s16El O??ta .il P.'l6n Lhbr\

Waahtnetoh- D- C-

OETIII. OF TNIiSFER OR TISTITG OF ATTTCfiED OOCUHITTS

SIIJ}I CIJIRI]ICE NE}TEHII, PRGR^X

to trutfrr to tho C.ntnl otfi* tbo eut ot lnt€rcrt
rlmd on rdvses ad tceporr4r l,@s drlDg t,bo fllcal
tls aDdad

trsutt3 0fftct
POS' GS IO GEXEPTL LEOGTR

I cr. .rc I .,ou,

Lu.r6 )3L.5L

311.5r

lx
Lu.Lr E

(s.r
ard

l{or. 32
971scctlon 7-1O.

9/25/61



Adminirtrotive Proctice Hqndbook-Field Service

Port 7. Accounting ond Fiscol Procedures
Chopter 10. Slum Cleoronce ond Urbon Renewol Progrom

7-rGr0

Section I0

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Accounts
101.12 Cash, 101.13 Cash-Inspection and Audit Fees, and 101.14
Cash-Capital Grant Funds, by removing therefrom those transactions
which have not been accomplishetl. Such adjustments shall be made
on the basis of journal entries as follows:

(1) Adjustments for cash collections in transit shall be in accord.ance
with Transaction No. 26, Section 7 -10-57, and such adjustments
shall be reversed at the beginning of the following month in
accordance with Transaetion No. 28.

(2) Atljustments for unaccomplished disbursements for advances
and loans shall be made by reversing the original entries mad.e
in the accounts on the basis of the certified disbursement docu-
ments. At the beginning of the following month adjustments
shall be made restoring the original entries. All such atljust-
ments shall be recorded in both the general ledgers and the
appropriate subsidiary records.

(3) Atljustments for unaccomplished disbursements for Relocation
Grants, Project Capital Grants, or Community Renewal Grants
shall be in accord.ance rvith Transaction No. 27, Section 7-10-57,
and such adjustments shall be reversed at the beginning of the
following month in accordanee with Transaction No. 29.

t2/5/61 Pogc I



Administrotive Proctica Hondbook-Field Scrvice

Port 7, Accounting ond Fircal Procedurat
Chapter 10. Stum Cleoroncc ond Urbon Renewal Progrcm

7-I().il

Section I I

PROJECTS FINANCED BY TOANS FRONA NON.GOVERNIIAENIAL
SOURCES AND REFINANCING OF SUCH PROJECTS

The fiscal procedures rvhich are to be follou'ed in connection with the
finaneing or reffnaneing of projects by Federally secured loans from
norl-Governuental sources (Private Financing), or the refinancing of
privately financed projeets by Governmental loans, or by other funds
'n hieh beeome available to the project, are set forth hereunder.

Follow-Up Cord Record

The Administrative Division shall prepare a follow-up card in accord-
ance with Exhibit A for each project which is financed or refinanced
as stated above upon receipt of the following documents. Sueh docu-
ments should be reeeived at least five working days prior to the Private
Financing transaction closing date.

(1) Form H-656, Requisitinn for Project Temporarg Loan Payment.
(2) Form H-6208, Carttficati,on of Cash, Need,s, and attachments.
(3) Form II-3062, Project T'amporarg Loan Note, or comparable

form (to be heltl in escrow).
(4) Form H-3082, Requisition Agreement, or comparable form.
(5) Form H-3084, Letter of Instructi,oms (one conformed copy).
The card. record fiIe shall contain three sections designated (a)

Initial Follow-up Action, (b) Notes Falliug Out of Escrow, and (c)
Private Refinancing or Repayment by the I-.rocal Public Agency. All
cards, after preparation, shall be fiIetl in the Initial Follow-up Action
section of the card record fiIe accortling to the Initial Follow-up Date
indicated thereon upon receipt of advice on Form H-200.11, Preaal,id,a-
tion of Proposed, Project Tamporarg Loan Requisi,tion Und,er Priaate
Financing, that the private finaneing transaction has been completed.
Subsequent to the Initial Follow-Up Action the cartls shall be filed in
one of the other sections of the file, as applicable, based on the final
follow-up dates.

lniriol Follow.Up Action

The Administrative Division 'will be advised on Form II-200.46,
Notice of Method, of Eepayment of Outstand,ing Preliminarg Loans
(Exhibit B), at least five working days prior to the Refinancing Ad-
vertising Date whether :

10/14/63 Pogc I



7-I0-l I Proiecls Finonccd by Loons From Non.Govcrnmanlal
Sourcer cnd Refinoncing of Such Proiecrs

(1) The I-,ocal Publie Agency has initiated action to refinance the
outstanding Preliminary I-.roan by a similar loan.

(2) The Projeet Temporary l-.ioan Note which is being heltl in escrow
will fall out of escrow and should be purchased as provided in
the Requisition Agreement, and
(a) the I-.rocal Public Ageney will not provide any funds to the

Paying Agent, or
(b) provide) to

Temporary
the Project

) (will
Project

from

(3) The Loeal Public Agency has indicated that it will deposit with
the Paying Agent funds sufiieient to pay the principal of and
interest to maturity on the outstanding Preliminary Loan Notes.

Upon receipt of the notice, the method of payment shown thereon
shall be noted under Remarks on the applicable card, which should then
be ffled in the Notes Falling Out of Escrow section or Private Reffnanc-
ing or Repayment by the I-.rocal Public Agency section, as appropriate,
of the card reeord file according to Final Follorv-Up Date.

On the Initial Follow-Up Date all cards for which the above informa-
tion has not been received shall be removed. from the Initial Follow-Up
Action section of the card record file and the appropriate Regional
official shall be contacted to determine the reason why such information
has not been furnished and to request that whatever pertinent informa-
tion is available be promptly furnished to the Administrative Division.
After the necessary information has been received and properly noted
on the cards, the cards shall be filetl as indieated in the previous
paragraph.

Final Follow-Up Acion

Each day the cards fiIed. under that date in the sections of the card
record file designated Notes Falling Out of Eserow and Private Financ-
ing or Repayment by the Local Public Ageney shall be removed from
the card. record file and the following action taken:

(1) If the method of repayment noted on the follorv-up card is as
indicated in item 2(a) of the Form H-200.46, attach the card to
the project ffle and process the Form H-656 for payment in ac-
cordance rvith the proeed.ure prescribed herein under the heading
' 'Disbursement of Funtls to Paying Agents. ''

(2) Contact the Regional Couusel to determine the status of the
refinancing operation if the method of repayment noted. on the
followup card. is as indicatecl in item 1 of the Form H-200.46, or

1 tr'unds provided from the Project Expenditures Account shall lot exceed the interest to
m&turity on the Preliminary Loan Notes

Poge 2 lO/14/53
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Proiects Finonced by Loons Non-Governmenlal

Sources ond Refinoncing of Such Proiects

7-to-l I

to determine what aetion the Local Public Agency has taken to
provide the necessary funds to the Paying Agent if the method
of repayment is as indicated in items 2(b) or 3 of the Form
FI-200.46. After the determination has been made, appropriately
note the card. and attach it to the project fiIe.

(a) If notatiou 1 or 3 is on the card, either: (i) cancel and
return the Escrow Note to the Loeal Public Agency upon
receipt of the telegram from the Paying Agent that sufficient
funds have been received to discharge the outstanding Pre-
liminary I-,loan Notes, or (ii) prepare to proeess the Form
H-656 for payment in accordance with the procedure pre-
scribed herein under the heading "Disbursement of Funds
to Paying Agents," if the telegram from the Paying Agent
is not receivetl by 4:00 p.m. tr,vo days prior to the maturity
date of the outstanding Preliminary I-.ioan Notes. The Di-
rector of Administration shall first make certain that definite
adviee of the reeeipt of the necessary funds has not been
received in the Administrative Division or elsewhere in the
Regional Office. If he determines that such advice has not
been received he shall take immediate steps to ascertain from
the Regional Counsel the reason therefor and if sueh ad.vice
is not received by the close of business two days prior to the
maturity date, and in the absence of assurance that it will
be forthcoming, the Form H-656 shall be processed. for pay-
ment in sufficient time to assure that the required funtls will
be received by the Paying Agent during banking hours on
the maturity date of the Preliminary I-.roan Notes.

(b) If notation 2(b) is on the card, prepare to process the Form
H-656 for payment in accordance r,vith the procedure pre-
seribed. therein under the heading "Disbursement of Funds
to Paying Agents. " The Director of Administration shall
first determine to his satisfaction whether the Ilocal Public
Agency has provided any funds to the Paying Agent ancl
the amount and source of such funds, if any, in order to
d.etermine the amount which is to be d.isbursed. The Form
H-656 shall then be processed for payment in suffieient time
to assure that the required funds will be received by the
Paying Agent during banking hours on the maturity date
of the Preliminary l-.ioan Notes.

(3) With respect to (2) (a) (ii) and (2) (b) above, Regional Offices
which are not in the same city as a Treasury B,egional Offiee shall
mail the S.F. 1166 no later than the close of business two days
prior to the maturity date of the outstantling Preliminary Loan
Notes and shall instruct the Disbursing Officer not to act on such
document until receipt of telephonic or telegraphic advice from
HHFA.

10/14/63 Pose 3



7-IO.l I Projeclc Finonced by Loon: From Non-Governncntol
Sourcer cnd Reftncncing of Such Proiccts

(4) After completion of appropriate aetion, note such action ou the
follow-up card a^rrd place it in the file maintained for the project.

Csncelhtion of Proiect Temporory loon Note

For the final disposition of a Project Temporary Loan Note rvhich has
been held in escrow, see Section 7-70-72.

Disbursemenl of Frrnds lo Pcying Agents

All disbursements of funds to Paying Agents shall be processed in
sufrcient time to assure that the required funds will be received by the
Paying Agent during banking hours (if possible, the morning hours)
on the maturity date of the outstanding Preliminary Iroan Notes.

Requisition Agreement tr'orm H-3082 and all comparable forms of
requisition agreements expressly grant to the Government the privilege
of making payment to the Paying Agent in the exact amourt required
to discharge the outstanding Preliminary Loan Notes. Consequently,
rvhenever a Project Temporary Loan Note is to fall out of escrow, thus
necessitating the processing of the relatetl Form II-656 for payment, the
amount to be disburseil shall be determined. as follows:

(1) If the payment is to be made as a result of the trausaction
described under 2(a) of Form H-200.46, add to the principal
amount of the outstanding Preliminary I-roan Notes the amount
of interest due.

(2) If the payment is to be made as a result of the transaction
described under item 2(b) of Form H-200.46, or as a result of
failures, in whole or in part, of transaetions described under
items 1,2(b), or 3 of Form II-200.46, deduct from the amount
computed. in the same manrrer as in (1) above, the amount of
fund.s, if any, actually provided by the Local Publie Agency.

Whenever the amount disbursed to the Paying Agent is less than the
original face amount of the Escrow Project Temporary l-loan Note, a
legend informative of the fact of the part payment under the B,equisi-
tion Agreement, and. of the reduction of the original faee amount of
such Escro\ry Note, shall be typed on the face of the Note as follows:
PR,INCIPAI] AMOUNT REDUCED TO $- PER REQUISI.
TroN AGREEMENT NO.-.

One of the following actions shall also be taken whenever a Pr.oject
Temporary Loan Note is to fall out of escrow necessitating the proces-
sing of the Form H-656:

(1) 'When the Regional Office processing the Form H-656 and the
Paying Agent who is to receive the proceeds are located in the
same city, process for payment the Form II-656 and. submit a
S.F. 1166, Vou,cher and, Sch,edule of Payments, preparecl iu
accordance with Exhibit C, to the Treasury Regional Office in
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sufficient time so that the check will be delivered to the Paying
Agent on the date anel time specified on the S.F. 1166.

(2) When the Regional Offiee processing the Form H-656 and the
Paying Agent who is to receive the proceeds are not locatecl in
the same city but there is a Treasury Regional Office in the Pay-
ing Ageut's city, process for payment the Form E-656 and sub-
mit a S.F. 1166, prepared in accordance 'w'ith Exhibit D, to the
Treasury Regional Office serving your Regional Offiee in suffieient
time so that the check'rvill be delivered to the Paying Agent on
the clate antl time specified on the S.F. 1166.

(3) In the unusual situation where the Regional Office processing
the Form H-656 and the Paying Agent rvho is to receive the
proceeds are not located in the same city and there is no Treasury
Regional Office in the Paying Agent's city, proeess for payment
the Form H-656 and submit a S.F. 1166, prepared in accordance
rvith Exhibit E, in sufficient time so the eheek will be elelivered
to the Paying Agent on or before the maturity date. Where there
is not sufficient time for the cheek to reach the Paying Agent on
the maturity date, arrangements should be uade with the Treas-
ury Regional Office for a wire transfer of funds to the Paying
Agent through the Federal Reserve System. The Regional Direc-
tor of Administration shall contaet the Treasury Regional Office
servicing his office and determine the necessary procedures and
course of action to be followed relative to wire transfers of funds
through the Federal Reserve System, so that whenever it becomes
llecessary to make such a transfer of funcls the transaetion can
be accomplished rvith the least possible delay.

'fhe purchase of Project Temporary Loan Notes held in escrow in
amounts less than the original faee amount of such notes, in order to
disburse to the Paying Agent the exact amount required to diseharge
the related Preliminary Loan Notes, m&y require as many as three
separate line postings in the following order on Form H-200.70, Project
Temporary Loan Record, depending on the circumstances:

(l) First Line Dntries-reverse any entry in column (20) represent-
ing a prevalidation of an amount resulting from the computation
on the Form H-200.11 on rvhich it rvas indieated that the Escrory
Note, rvhich is norv being purehased in a recluced amount, was
to be cancelled.

(2) Seconcl Line Entries-(a) dctermine from the Regional Director
of Urban Renewal the amount, if any, paid to the old Paying
Agent by the I-,local Public Agency from the Project Temporary
Loan Repayment Fund and enter this amount in column (1G) ;
(b) record in eolumns (11) and (17) the amount of the Federal
disbursement as shorvn on S.F. 1166; (c) record in column (lb)
in parentheses the arnount required to bring the balanee in
column (18) to zero.

lA/14/63 poge 5
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(3) Ihirrl, Line Entrg- record in column (15) the face amount of
the new Escrow Note, if any.

Disbursemenl of Proceeds of Preliminory loon Notes ro HHFA by Poying Agent

When a project which is financed by a Project Temporary Loan
(direct Government financing) is refinanced by a loan obtained from
uon-Governmental sources, the Letter of fnstructions to the Paying
Agent designated in the rew Preliminary Loan Note provides that the
Paying Agent, upon receipt of the proceed.s of the new Preliminary
I:oan Note, is to pay the priucipal of and interest on the Project Tem-
porary Loan Note to the IIHFA-OA. Provision is also made in the
I-retter of Instructions for the Paying Agent to transmit the payment by
depositing a treasurer's, cashier's, or certiffed check payable to HIIFA-
OA in the United States Mails if the Paying Agent is not loeated in
the same city as the HEFA-OA office which is to receive the check.
Hou'ever, the IIHFA may elect to have the check delivered to an
authorized representative by so advising the Paying Agent prior to the
time the chech rvould rormally be mailed.

This Agency is required to pay interest to the Treasury on the amount
of lending funds which have been borrowed. from the Treasury and have
been disbursed by this Agency for the purehase of Project Temporary
I-loan Notes of the Local Public Agencies. In order to keep the interest
costs as low as possible, it is essential that funds in payment of outstand-
ing Project Temporary Loan Notes and the interest thereou be deposited
to the credit of IIIIFA-OA as promptly as possible. Consequently,
whenever a Paying Agent is located in a city in which there is an HHFA
Regional Office the aforementioned election shall be made. Accordingly,
immediately upon receipt of the conformed. copy of the Letter of In-
struetions to the Paying Agent the follorving actions shall be taken:

(1) When the Paying Agent is located. in the sarne city as the HIIFA
Regional Office which is to receive the check, a letter prepared
in accordance rvith Exhibit F shall be clispatched to the Paying
Agent for the nen'Preliminary Loan Notes.

(2) When the Paying Agcnt is located in Nerv York City it rvill not
be necessary to advise the Paying Agent that our representative
will pick up the check since provision therefor is made in the
Letter of Instructions. Ilowever, it rvill be neeessary for the
Regional Offiee to dispatch a memorandum to the Regional
Administrator of the New York Regional Office in accordance
with Exhibit G. A copy of the rnemorandum should be trans-
mitted to the Divisiou of Finanee and Accounts.

(3) When the Paying Agent and the Regional Office 'which is to
receive the check are not located in the same city, but the Pay-
ing Agent is located in the same city as another of the IIHFA
Regional Offices (other than New York City), a letter prepared
in accordance u,ith Exhibit II shall be dispatched to the Paying

Poge 5 10/14/63
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Agent. In additiou thereto, a rnernolanduru prepared in the
form shown in Exhibit I shall be dispatched to the Regional
Administrator of sueh other Regional Offiee, together lvith a copy
of the letter referred to in the preceding sentence. A copy of the
memorandrlm shall be transmitted to the Division of Finance and
Accounts.
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l([lr-tD cltD

(r) trr:
(2) lititrol.:

(3) ttoJ.ct !o:
(l) cootr.ct tto:

(r) ProJoct @or.ry t .! tlot. (8rere) Ior

(5) frcfrdury t-D totcr (_ Scrlcr _) tatsfty D.tc:

(?) n.ilrlctD8 MrrlrlrDs r..' (l:Xr"lllt#.il t1*.:.il ilff :mfil *'
fitri:il"' (rtrbrt c' etctroo u{'r' t't'bo n'ml

(O) rlltrrt loue-oD D."r (fi*3ll:l; 
*t:1tro r6tlDs d.v, ttrtor to tb. i.rlrlctq3

(9) rrur roud-rrP 0.t", (iliibllil i.tiliri*;i"u8 d'v! Drto! to tb' P!'tt'lr"

(10) ncrlir:

to/ t4/53
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EXHIBIT B

E-2oO,16
(ro-63)

ROUSIIIC AND EOI(E FII{ANCE AOENCI
Otflc. of the AdElnlgtrator

Slu Ctearahce and Urban Rehe*al Progrco

NOUCE OF I'IEIUOD OF REPAfI{ENT OF OUISTANDIIC PNELIIT'INARY LOAI'S

ME.IORANDI,II.I

TO : Rcgloml Dlrector ot AdaLnl8tratlon DATE:

fBot{ :

SU&rECT: Outdtandlng PrellblBry L@n Note(6) (_ Serl.G6 _)
(ProJect No. ) (contract No.)

l. fJ The Local Publlc Ageocy ha6 lnlt16ted actlon to reflmrc. tb.
outgtandlng PrellElEry L@n by a olDllsr Lcn.

Z, fJ lte Project 1lEporary Len l{ote uhLcb i.B bctng hcld h eocr@
etll faU dt of ercrfi anA sb@Iil be puchas.d as Irrwldcal
lD th. requleltLoo agreeDent,

fJ 1a1 ltre Local PublLc ASeucy {tl.l not provtdc any fuDtt. to tbo
Payl.g Agent.

fJ $, mu I',ocal Pub1lc Agency (has provldetl) (vlll provtde) to
the Paylng AAeDt $_ fr@ tbe ProJ.ct TeEpolsry
Ler Eelnyuent furfi-;dftF$- tr@ the proJ.ct
Expen;it!urc6 Account.+

3 ru

( Date )

;ffi4;E;iIA;a-TM-iIe proJect Expcndlturea Account 6ha1t not exce.d
tbe lntere€t to mturlty gD tbe plellElEly t6n Notes,

to/14/63
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EXHIBIT C
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YOUCHEN TTD SCHEOUTE OT ?IYITIT3
tur.t-

D. O. Vos;let No. 

-

Br, Scldt/r No. 

-

? to8Y

hr.r.n, b .eatu,a, tuH ln n, , datr, ,h.l ,b
lbn. ti.d h.dn .r. @r.6a .d Drs ,u NM,,M,b eDryt.,i6(.) ddadad.

-E-

Off{.. 
^f 

th. lir{nlrt-r.t^r
@ucrcrfiFfrE

86xl0l! (t[out of Requlsitlon)

a YESOFINRY.mE.t@rc.dMETIffiTlaTfl
a o

Nee ed sddress of Peylng lgent

Prellrln8ry lpm Notes
l{atutng (Dat6)
Pro;ect tt6-llE-

(city uaEEET-

lltls check 1! to be dat€d (E8tulty dlt of
PreIirinary Lou Note s) uIrlii'i6-FdEFqnd
;u_;Effi|FE;?, rne ud ed@!s or
Plyft lpent) by 9!lO !.n. on th.t, dete.
Plete obtrin recelpt fra the payee ed for-ysd lt lo the Houeing ud ll* Simce AgencJ
R€glonrl offlce, Att€ntlons Dtr€ctor, Adlhl-
ltr.tLve Brech, (addr€ss of HHFI Reglonal
offlce preparlng ifiIT3ffi[B),

(a) lpproprletc Treasury Reglorl Offlcq
Synbol.

Requleitlon
leout,

GEAXD ffl

9/25/61
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EXHIBIT D

V(IUCHEN AilO SCHEOUI.E OT ?AYI[TI'

.' - rii*nrnr^i di',i-.d i.i;rr-r

*d t.l-

0flice of thF AdniinisLrator

l.ocaLion of Re, ional (lfli.e
(5YrE 

^io^xounrl

86xL0l! (Amount of Requisition)

D. O. Voulv No. 

-

Bg. SrAu/ul, No. 

-

rAtD 8Y

l!..!.na ao .uahotl,, r..t.d ln 6., I 6.,ilt ,h., ah.ia.d. ,nt.d h...in .r. .or,..a .^d prcp.. lo. Nrd.aalr.^ ,h. .CD.op.i.t ion\.) d..ian.td.

PAYEE, AffD TFNECSAnY. AOORS. tnVOE€ rO.
oRofrER rof,dlrf€^ToH

r:8re an.l address of PaJin,, Apent

PreLj.rinary Loan Notes
Iiaturing ( Dale)
Pro.lect N6-l-!F-....-

This ch:ck ls to be lssued by the (b) Treasuyaprlona] uffice, to be dated (naLuri !y daie of
Prel inihary Loen t,o!es) and 13--t-t-6-5e--?EllGi6l[
E srci-ffie;T-ElO-a,n. on tn.t dare to the
IrusL Dep€rLnent, (nec end a,ld.ess of pelinc
Arent) . PIease ;biffi=Eie-r pr---Ii@-1G-ih;
ald for!3r,1 it to the Housinr snd Hone Finance
AqencJ Re6ionaL offic.r,^ttention: llirector,
AdninistraLive Branch, (add)€ of :t:rFA
?e, i or a I w f f ice pre pa r ii-,7-iEi!-llE-Tl66) .

(a) Apnropriate Treasuy Regional Office
S)mbol.

(b) Cfty in rhich the ?reasur) Reelonal Of.fice
is located uhich will draw and dallver the
check to the Payin!.lflent.

(cit..

Requisi lion
Anro!nt

GRAND TOTAL

9/25/61



Proiects Finonced by loons From Non€overnmenlqt
Sources ond Reflncncing of Such Proiecfr

EXHIBII E

7.t0-I I

YOUCHER AI{O SCHEOUI.E O' ?AYI[TI3

.......E_o.qsIlE..4!C..E9!@ !rl!41{C. .4,c.-E!r_c.L.,_(dP^rrrrir oi EsilalsH*.u)

tuc I .!-

Otllcc of tbe AdDlDlstr.tor

Lo€tloD of RraloBl olltce (a)

86xI03L (Arut ot nequl.ltlo!)

D. O. Vosht No. 

-.

Br. Scldrlt No. 

-

PAID IY

let.!.Rt ao .sahorlt, a..ad in d., I a.,it, ,hra ,h.
la.n. li.ad h.ni^ ... co..ea .nd DnN. lq Dqdn,
I o6 a h. .DD..D. i., ion(., dd an.d.

PIYEE AND rr iICSARY, AoDnS. rfl VOE€ nO
oRofr€R roEnrFgTroi

Requl81tr.on
AEguEt

IbEe anl eAilre66 o! P8ylng AgcDt

PlcllolBly L6D trotes
l.ratulEg (Date )
ProJect l(o. UR

(crtv affiT--

lt1e check ls to be ilatea (Etulty date ol
PreLlEiEry LcD fioteE) aDtl sboulil b6 Ei.led
i@?E@iE Dec.6aary, ro rc6ca
thc ltu6t DqErtDcnt, (uoc sod 6ildres6 ol
Psy1ls Aseut), on or te76IZ@1ffiiiliitan [otea). -

(e) ADproprtstc Pr.c8uy R.BloEL Otttc.
gJabol.

GRANO IO'AL

9/2s/51
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EXHIBIT F

loBl|t OF I TER TO BE DISPA1EEED TO PArIlE ACEIIT IDVI8I1IG EAT OON

REPRESETTATrIIE flIIJ PICK UP CEECX - PAIIIC lEAm AnD R&IOtrlL OFICB
I|EICE IS I0 RECETVE Cf,ECK INE LOCATED IT SAXE CIII

lbrc ot PrytDg AgcDt
Aililrclr ot lfsytDg Ag!!t
Clty lD yhlcb Paytlg AAIDi l! lertcd

Attcatlo!: Bult DqtrtrcDt

GrDtlflnl

SubJrctr
scrleo _)

Rctarercc ls cdc to r l6D tnD$ctloD scbcilulcil ,c clollng o (clortDg

itrt.) udcr Ipttcr ot Ilatnction! tlo tb€ (w ot Local Publlc Agclcy

slil clty lD rhlcb testcd) to y@ ce PaylDg AgeDt tor PrellDlBry IflD

!otc. ( Scrlc! ), Prolect Xo.

1t1. 1. to lotlty ya t[at aD rutborlzed retrcrcBtatlve ol thl,s otllcc all1

accq)t Aal,lvely ol tbe check uhlch l! to br Eda IEJablc to tbe EaElDg aDil

Ec FlDnce AgcDcy-OA, at ytr atltlrcEs at the tlE vheD the cbcqk rilld

a@l\y bc !e6dy t6 ElU,Dg.

Slnceraly yNE,.

RegloEl Ad[LDlstrator

9/25/61
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EXHIBIT G

7-to-l I

!.OR}.I OF }IEMORINDI'H RTQUiJIINJ NEI{ IOR,I( RIOIONAL OFFICd TO PICI( IJP CHECK

10 r ,R€glomlldnlrl8trator- RoJlotr I, llev lork, N. Y.
DATE:

FR0M ! Reglonal A&lrrlltrator
Reglon _,

SiI&IECtl lJFl Prlvato Flmclng los treEactlon

Att€ntlont Dlrectgr, ldllnlttratlE Breqh

Ihe ktt€r of Instructlons frm (nu of Local Publlc Agency ed clty

tr xhich locsted) to the (nee and address of tho Paytng Agent) proYldes

that e authorlzed ropresentatlE of yos offlce 1111 accept ds1lvery of

a check yhlch riLl b€ mdg payable to the llouEing and HoDe Fim@ lgeneJr-

OA ln comctlon Elth the 3a1e of Prellllnay Iru Notes b1r (nmo of llcal

Publlc lgensy) tor ProJect Xo. 

--. 

Put of thls check Hhlch

p€ltalns to Not€ sylbol _ y1lL repre4ot a repajrelt of principsl, o!

aDd thg FBlnder tho payreat of lDterest.

It 1s requested th3! thi| check bs p1ck6d qp s aoon as 1t ia svallable on

(closlng daie) (you ue to ascertaln the eEct tire ud place) 8nd be

depoeltod the t@ day 1n the tr'ederal Reselye Bek, ller Io!k, llee Io!k.

th€ fsds sbould thaD be tr&sfer€d to tlE Contral offlce Dlvlllon of

Flnuca sd Accouts by Int€r off1c6 Tresfer voucher as Fescrlbed h

S€ctlon 7-10-7.

Rogional ldniolstrator

ccr D1r1slon of P1rec6 sd l'ccostt
lbshlrgton, D. C.

9/25/51
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EXHIBIT H

rORM OF I.ETIM !O EE DISFATCED SO PAYIIC AOETT ADVISTIO EAT OUN
REPRESEIITATTVE }E'.L PICK t,P CEECK . PArIIIC ACEFI A]ID 8ECIOlutL Oll.ICE
I{EICE IS M RECETTE CEECK ARE IIOT I,OCAIED IIg lEE SAUE CIry 8UT AI{OIEER
EETA REGIO1IAL OTFISE IS LOCAED IlI SAi'E CIfY AS lEE PArIIC AOEI{T

ll@ of Paylng A8ent
AdilreEs ol Paylng AgeEt
Clty lD vblcb PsylDg Agelt ls Locatea

AtteatloD: Tnst DepartEent

OcDtl@n:

SubJectl naEe of Local Publtc AgeDcy
Prellelary
ProJect No.

Len Notes ( Seriee )

Rcfer€nca lE ude to a 160 tral86ctlon echeduled lor cloolDg on (closlDg

d.te) uniler Letter of lDstructlons fr@ tb6 (EEe of L@sl Publr.e Agency

sDd clty ltr yblch locatea), to you ae Psylbg Agent for Plel1DlBry LsD

Iotes (_ Ser1e6 _), ProJect No.

1t18 18 to Dotlfy yo that an euthorlzed represeDtatlve o! N (E@ of

ou RegloBl offlce located 1n tbe €e cLty aE the PsytDg.Age[t) el].l

accept ilellvery ol the cbeck vhlcb to to be @de pa]able to tbe 8@61n9

aDil E@e FlBnce Agency-oA, at you addleac st the tlEe vheD the check

eoulil Do@Lly be reaily tor Bll1Dg.

Slncelely yry.,

EegloEI Athlnletrator

cct Rcg1on8l Adrlnlgtrator, RcBtoBl Ofllca
Ieatetl ,,D see clty cs tbs PaylEg AgeDt

9/25/61
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EXHIBIT I

7-t0-t I

POful OF MEI.IORANDUI RXQUESTIIiO IX HIIFA NEOIONAL OFTICE OfiER IIiAN REOIO}I I
1! PlCl( UP CHdCt\

Reglonal AdDjrlstrator DA?83
Region _,

FRO}1 r _, Reglooal Adnlnlstrator
RegioD J

SUBJTCTT URI Pllvate Flmclng foe 'llan5actlon

AtGntlon! Dlrector, ldelnlstratiE Brech

There ls attached a copy of a lotter fr@ th16 offlce !o tba (n@ sd

address of Payln6 lgent) sdvlslng thai an suthorlzed ropreseDtstlve of

you offlce rill accept delively o! a check {hlcb 1111 be mde payrble

to the Housing ed Hore Pinatrce ASency-ol ,r ccmectlon rith the sEI6

of Plelirinary Loan Noles by (Me of Local Publlc Agency) for ProJ€ct

11o. Part of l,hls check uhLch pertalns to Note

Slebol _ u111 repres€nt a repaFent of prlnclpal of $_ md

the renslndsr trhe paymetrt of int€rest.

Ii ls request€d that the check bs plcked up aa soon as 1t $ avellabte

on (clos1rE dste) (you ue to aec€rtain the eeci tt,e ed pl,ace) and b€

deposlt€d the oeB day 1r the Pederal Re66rye Bank r€rvirg you olf16.

The fudE 6hou1d then be iresferred to th€ C€ntral Offica Dlylslon of

Firmce and lccouts blr Inter offlce Trsefer VouclBr as pre8crlbed tu

Sectlon ?-10-7.

Reglonal Adr1nlltrator

ccr Dlvisloo of Flnffce ed AccguntS
Walhtngton, D. C.

9/25/51
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Adminirtrotive Proclice Hqndbook-Field Service

Port 7. Accounling ond Firol Procedures
Chopter 10. Slum Clearqnce ond Urbon Renewol Progrom

7-10-12

Section 12

FINAT DISPOSITION OF PROJECT TEMPORARY IOAN NOTES

Poymenl of Proiect femporory loon Note

Whenever a Project Temporary Loan Note has been paid in full,
ineluding interest, it shall be stamped PAID, the date of payment
inserted thereon, and the Director, Administrative Branch, or his
designee, shall affix his signature immediately thereunder. The Note
shall then be returned to the Local Public Agency.

Concellqtion of Prolect Temporary Loqn Note

fn accordance with the provisions of the Letter of Instructions, the
Paying Agent for the outstanding Preliminary Loan Notes is required.
to advise the applieable Regional Administrator by telegram when
sufficient funds have been received to pay the principal of and interest
to maturity on such Notes. Upon receipt of this telegram, the Project
Temporary Loan Note which has been held in escrow shall be marked
Cancelled and be returnecl to the Loeal Public Agency thus diseharging
the obligation of the Government as provided in the pertinent Requisi-
tion Agreement. All other supporting documents (Forms H-656, H-6208
antl II-3082) to each such cancelled note shall be retained in the file
for the project maintained in the Aclministrative Branch until sueh
time as it is permissible to accomplish the orderly destruction of the
entire case record.

9/25/61 Poge I



Administrative Proctice Hondbook-Field Service

Port 7. Accounting and Fiscql Procedures
Chopler 10. Slum Cleoronce ond Urbon Renewol Progrom

7-t0-r5

Section 15

BOOKS AND RECORDS

Regional Offices shall establish and maintain a Regional Advance
Allocation Control, a General Ledger and Subsidiary Ledgers. The
posting media for general ledger entries are identified in Section 7 -10-57 ,
Typical Transactions with Appropriate Entries, and for entries to
subsidiary ledgers and the advance allocation control in the instructions
for the maintenance of such records. (See Section 7-10-16 and Sections
7-10-18 through 7-70-25.) After eaeh document has been posted it shall
be so noted. The notation shall include the posting date and shall be
initialed by the employee rvho posted the transaction. As to contracts
and amendments thereto, the notation in each case shall be made on a
small slip of paper which sha1l be stapled. to the face sheet or the first
page of the document. In the case of all other posting media, the
notation may be matle on the face of the document.

\

9/25/51 Poge I



Adminictrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscql Procedures

Chopter 10. Slum CJeqronca ond Urbon Ronewol Progrom

7-t0.15

Section l5

REGIONAL ADVANCE ATTOCATION CONTROL

The Regional Aduance Allocation Control, Form H-200.47 (Ex-
hibit A), will supplement the control records maintained by the Division
of Finance and Aceounts in order to insure that the overall limitation
relatiye to advance and loan funds will not be exceeded.

Allocotion Limitotion

It has been determined that a beginning balance of limitation of
$5,000,000 for each Region shall be available at the first of each month,
against which allocations of funds for survey and planning advances
for feasibility surveys and for preparation of general neighborhood
renewal plans in that Region may be prevalidated during the month,
unless such limitation is increased or d.ecreased by the Division of
Finance and Accounts. For example, if the limitation is increased. to
$5,500,000, or any amount in excess of the $5,000,000 beginning balance,
in the absence of ad.vice to the contrary the limitation available at the
ffrst of the next month shall revert to the normal $5,000,000. However,
if the limitation is decreased to $4,500,000, a limitation of $4,500,000
shall be available at the ffrst of each month for that Region until further
notice. In the latter case, if the limitation is subsequently increased to
an amount that is not in excess of the $5,000,000 normal limitation, sucb
increased limitation will I:e available at t,he first of each rnonth rurtil
further notice.

Docutnenlolion

AII copies of each Form H-6304, Allocation Ord,er for Suruey and,
Planning, will be submitted to the Administrative Branch prior to
signature by the Regional Admiuistrator. After prevalidation and
recording as provided below, one copy of each Form H-6304 (hereafter
referretl to as proposed Form H-6304) shall be retained in the Admin-
istrative Branch and the remaining copies shall be forwarded. to the
Regional Director of Ilrban Rener,'al for further handling. After
signature by the Regional Administrator, t\\'o conformed copies of
each Form H-6304 (hereafter referred to as conformed Form H-6304)
shall be returned to the Adrninistrative Branch. Oue of these copies
shall be used by the Administrative Branch for recording, after which
it shall be fiIed in the Administrative Branch together with the related
proposed copy of the form. The other conformed copy of each Form
I{-6304 shall be transmitted to the Division of Finance and Accounts,
as indicated below under the heading lIfonth-End Procedure.
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Regionol Advonce Allocotion Control

At the beginning of eaeh month a separate Form II-200.47 shall be
established and maintained in duplieate by the Administrative Branch.
Forms H-200.47 are available in pads so that a carbon sheet may be used
to produce the copy retained by the Administrative Branch as indieated
herein under the heading Month-End Procedures. Transactions shall be
processed and shall be recorded in the Regi,onal Adaance All,ocation
Control in accordance with the following instructions which are num-
bered to correspond with the parenthetical numbers on the exhibit:

(1) Enter the date of prevalidation of each proposetl Form H-6304
which authorizes an original allocation of advance funds or an
increase thereof. If a proposed Form H-6304 provides for a
deerease in the amount of an allocation of funds previously
made, no entry shall be made in this column or in the other
columns of the Regional Ad,uance Allocatinn Control on the basis
of the proposed Form If-630i{. (See item (4) (c) below.) How-
ever, the instructions in itcm (4) (a) below with respect to the
notation Authority Available and the signature of the Director,
Administrative Branch, or his designee, are applicable to pro-
posed Forms H-6304 which decrease previous alloeations.

(2) Enter the date of issue as shown by the eonformed Form II-6304
returned to the Administrative Branch after signature by the
Regional Administrator. In the case of each conformed. X'orm
H-6304 for which a previous prevalidation entry was made, the
issue date shall be entered on the same line on which the pre-
validation entry was made. fn the case of each conformetl Form
II-6304 authorizing a decrease in a previous allocation, the
issue date shall be entered on the next blanh line sinee other
postings are required (see item (4) (c) below). ff an issue date
is npt shown in column (2) opposite the related prevalidation
date, an incomplete Forrn H-6304 is indicated rvhich may require
follow-up action at the end of the month.

(3) Enter the project number as shown on each proposed or con-
formed Form H-6304 or cite the posting document.

(4) (a) Enter the amount of an original allocation of.advance funds
and increases thereof as shown ou line (7), column (b) of
each proposed Form H-6304, if sueh entry will not result in
exceeding the Regional limitation. A notation Authority
Available which shall be signed and dated by the Director,
Administrative Brauch, or his designee, shall be inserted
ori tlre first blank line of Form H-6016, Allocation Ord,er
Recom,mendations ancl, Endorsements, attaehed to the origi-
nal of the Form H-6304. A sirnilar signed notation shall be
shown on the retained copy of the proposed Form H-6304.
Such retained copy shall also be stamped Posted, shall show
the posting date and. shall be initialed by the employee who
posted the transaction.

7/29/53
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(b) If the entry of an original allocation of advance funds or
increases thereof as shown by a proposed Form H-6304 will
result in exceeding the limitation for the Region, no entries
therefor shall be made in the Regional Advance Allocation
Control. A teletype shall be dispatched to the Division of
Finance and Accounts requesting additional allocation au-
thority. Upon receipt of ad.vice that the limitation has been
increased, the amount of such increase shall be entered in
column (5) and added to the previous balance in column (6).
The proposed Form H-6304 shall then be recorded and pre-
validated as provid.ed. in (4) (a) above. If the Division of
Finance and Accounts advises that adtlitional authority is
not available, all copies of the Form H-6304 shall be returned
to the Regional Director of Urban Renewal by memoranclum
advising that allocation authority is not available. A copy
of such advice shall be retained in the Administrative
Branch, together with the ad.viee from the Division of
Finance and Accounts.

(c) Enter in parentheses a decrease in a previous allocation of
funds from line (7), column (b) of each conformed Forrl
H-6304. After posting, such copy shall be stamped Posted.,
shall show the posting date and shall be initialed by the
employee who posted the transaction.

(5) At the beginning of each month, enter the amount of the limita-
tion for that month in this column. (See the material under the
heading Allocation Limitation.) Decreases in the amount of the
limitation shall be entered in this column in parentheses, and
increases shall be entered without parentheses.

(6) Entries in column (5) without parentheses and entries in
column (4) with parentheses increase the previous balance in
this column. Entries in column (4) without parentheses and
entries in column (5) with parentheses decrease the previous
balance in this column.

Monrh-End Procedure

On the first working day of each month, each prevalidated Form
H-6304 for which no issue date is shown in the Regional Advance Alloca-
tion Control for the previous month will require follow-up action. Con-
formed Forms H-6304 shall be obtained for all approvals by the Regional
Administrator through the last day of the preceding month. Sueh con-
formed copies shall be processed as described above. After the con-
formed copies have been processed, any entries in the Regional Advance
Allocation Control for which the issue date still is not shown shall be
reversed. Columns (4) and (5) shall then be totalled. If all entries and
computations are correct, the total of column (5) minus the total of
column (4) will equal the last amount (balance) shown in column (6).
The Regional Ad.vance Allocation Control for the preceding month shall
then be discontinued and no further entries shall be made therein.
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No later than the close of business on the first working day of each
month and after all entries have been made and reconciled as provided
in the preceding paragraph, the original of Form H-200.47, together
with conformed copies of Forms H-6304 approved during the month,
shall be submitted to the Division of Finance and Accounts. Such
material shall be airmailed by Regional Offices located west of the
Mississippi River. The carbon copy of Form H-200.47 shall be retained
in the files of the Administrative Branch.

On the first working day of each month, each Form H-6304 which was
prevalidated and posted in the Regional Advance Allocation Control
in the preceding month and the entry therefor was reversed. in accord-
ance with the foregoing instructions because the Form H-6304 was not
approved by the Regional Administrator through the last day of the
month, shall be posted in the same manner as prevalidations in the
Regional Advance Allocation Control established for the current month.
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EXHIBIT A
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Seclion 17

GENERAT TEDGER

General ledger accounts shall be established and maintained. on
S.F. 1014-Revised in accordance with the Chart and Description of
General I-,edger Accounts contained. in Sections 7-10-55 and 7-10-56,
respectively, except for Account 101.12 Cash, which shall be maintained
on Form H-200.48, Combination Account 101.12 Cash, Report.

The Combination Account 701.12 Cash, and, Report shall be main-
tained. separately for each month in duplicate (see Exhibit A which
contains a number of illustrative entries). The duplicate shall be filed
with the other general ledger accounts and the original submitted to the
Division of Finance and. Accounts on the third business day following
the close of each month.

The following instructions are numbered to correspond rvith the
numbered items on the exhibit:

(1) Show ending date of month for which form is being mairrtained.
(2) Shorv number of the Region maintaining the form.

(3) Shorv date of entry.
(a) Cite posting document or brief description of the transaction.

(5) Enter increases in cash balance as shown by Ccrtifi,cates of
Deposit, S.F. 219, Inter Ofi,ce Transf er Vou,chers, Form H-219,
and by Schedu,les of Vou,c'h,er Dedu,ctions, S.F. 1096, attached to
Vouclters and, Schecl,ules of Paym,ezzfs, S.F. 1166.

(6) Enter decreases in eash balance as shor'vn lty Vouchers anil
Sched,u,les of Pagments, Inter Office Transf er Vou,chers and by
Schedu,les of Voucher Ded,uctions attached to Vou,c'lters and
Schedules of Payments.

(7) Amounts entered in column (5) increase the previous balance
shown in this column and amounts entered in column (6)
decrease the previous balance.

(8) Show relatetl project number.

(9) Show appropriate note symbol;such as, A, B-1, B-2, ete., from
the subsidiary ledger card.

(10) For disbursements reflected in column (11), enter the date on
u,hich chech is drawn by the Treasury Regional Office as shown
on tl're accomplishecl Vouch,er ancl Sch,cclttle of Pa,g1m,ents.
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For collections by setoff reflected in columns (12) and (13),
enter the date on which the check related to the setoff trans-
action is drawn by the Treasury Regional Office as shown on
the accomplished Vouclter aniL Sched,ule of Pagments or if no
check is drawn, enter the date the Voucher anil Bclr,ed,ule of
Pagments and. Schecl,ule of Voucher Ded,uctio?rs were prepared.
For collections other than by setoff reflected. in columns (12)
and (13), enter the date on which the Certificate of Deposit is
receipted in the lower right-hand corner (accomplished by the
Federal Reserve Bank or Branch).
For other debits and credits reflected in column (14), enter the
date of issuance of the Inter Ofi,ce Transf er Voucher as pre-
pared by the Central Office or Regional Office.

(11) Enter advance and loan disbursements as shown by Yonchers
and, Sched,ules of Pagments, and by Sched,ules of Voucher
Ded,uctions attached to Vouchers and, Sched'ules of Payments.

(12) Enter advance and loan repayments as shown by Certificates
of Deposit and by Schedu,les of Voucher Ded,uctions attaehed. to
Vouchers and, Bchedules of Payments.

(13) Enter interest collections as shown by Certif,cates of Deposi,t
and by Sched,ules of Voucher Dechtctions attashed to Youchers
and, Sch,ed,ules of Pagments.

In ease a check is picked up and deposited by another Regional
Office on the basis of a request from the Regional Office where
the aceount is maintained, the amount of interest can be deter-
mined by the collecting and depositing Regional Offiee by sub-
tracting the amount of repayment of principal as stated in the
memorandum (Exhibits G and. I of Seetion 7-10-11) received
from the accounting Regional Office, from the total amount of
the check.

(14) Enter increases (tlebits) in cash balance resulting from trans-
fers from the Central Office and decreases (cretlits) in paren-
theses as shown by Inter Ofice Transf er Vouchers.

(15) Enter on this line in column (7), the amount of cash balance
in Account 101.12 as of the beginning of the month.

(16) At the end of each month after all entries for the month have
been recorded, foot columns (5), (6), (11), (12), (13) antl
(14) and enter each total in the respective column on this line.
In totalling column (14), items in parentheses are deduet items.
Bring down on this line in column (7) the amount of cash
balance in Account 101.12 as of the end. of the month. If all
entries are correct, the beginning balance plus the total of
column (5) minus the total of column (6) will equal the closing
balance. Also the differenee between the total of column (5)
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and the total of column (6) will equal the difference between
the total of column (11) and the sum of the totals of columns
(12), (13) anil (14).

(17) Enter the date of submission to the Division of Finance antl
Accounts.

(18) The Director, Administrative Branch, or his designee, shall
certify on this line.
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Section 18

SUBSIDIARY RECORDS-GENERAI

Separate subsidiary ledgers, as required, shall be maintained for:
(1) advances for project surveys and plans, general neighborhood
renewal plans and feasibility surveys; (2) project temporary loans;
(3) project capital grants and relocation grants; and (4) community
renewal grants.

Subsidiary Record cards shall be posted currently from Projact
Reseruations of Capital, Grant ?unds, Form H-695, Allocati,on Orilers,
Form H-687, Allocation Orilers f or Suraeg and, Planning, Form H-6304,
Allocation Orders-Comruunitg Renewal Program, executed contracts
and amendments and waivers thereto, Vouchers anil Sched,ules of Pag-
ments, S.F. 1166 and supporting documents, Certificates of Deposit,
S.F. 219, Inter Ofi,ce Transfer You,chers, Form H-219, Preualidation
of Proposeil Pro ject Temporary Loan Requ'isition uncler Priuate Financ-
ing,Form H-200.11, JournalVouchers, S.F. No. 1017G, etc.

The effective dates of disbursements shall be the dates on which
checks are drawn by the Regional Disbursing Officer of the Treasury
Department. This means that the effective date is the date of the check
in each case which shall correspond to the date the check is mailed to
the I-.rocal Public Agency or Public Botly.

The effective dates of collections shall be the dates on which checks
are mailed. by I-.local Public Agencies or Public Bodies in payment of
their accounts, or the postmarks on the envelopes in which the checks
are mailed, without regard to the date on which the check was received
in the Regional Office. Such envelopes shall be retained and attached
to the posting eopies of related. Certifi,cates of Deposit as documentary
evidence of the effective dates. Extreme care should be exercised. that
effective dates are always accurately recorded in the manner indicated
to insure that interest aceruals are properly made.

Each individual record card established shall show the plan, survey,
program, or project number, name, address and contract number(s).
Ordinarily, only one sheet, which shall be designated as No. 1, will be
required for each record card. Additional sheets for a particular record,
if necessary, shall be numbered.z, 3, etc. The section for remarks has
been provided for the inclusion of any additional information or
references,
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Section l9

SUBSIDIARY RECORDS-PROJECT ADVANCE RECORD

The Project Advance Record, the General Neighborhood Renewal
Plan Advance Record, and the Feasibility Survey Advance Record shall
be established in each case upon receipt of an original allocation order
bearing the approval of the Urban Renewal Commissioner or the Re-
gional Administrator, as applicable. In establishing a record eard for
a General Neighborhood Renewal Plan or for a Feasibility Survey,
Form H-200.8, Project Ad,uance Record,, shall be used and adapted by
the substitution of the words General Neighborhootl Renewal PIan
Advance Record or Feasibility Survey Advance Record, as applicable,
in the heading and the word Plan or Survey, as applicable, for the word
Project in the upper right-hand corner of the card.

The information to be recorded. on each Project Ad,uance Record, card
maintained for a project, plan or survey shall be in accordance with
the following explanatory remarks which correspond to the parentheti-
cal numbers on Exhibit A of this section (also, if appropriate, reference
should be mad.e to the material in Sections 7-10-31 and 7-10-32) :

(1) Show date of entry.
(2) Enter the release d.ates of allocation orders (see instructions

in Section 7-10-30) or the effective dates of contracts, contract
amendments, contract waiyers, disbursements, collections, etc.

(3) Cite posting documents or brief description of transaction.
(4) Enter the amount of the original allocation for advance and

increases thereof as shown by approved allocation orders.
fn connection with the transfer between Old I-,aw projects
covered by the same Contract for Advance, enter in this column
on the Project Aduance Recoril of the transferee project the
amount transferred as sho\ryn by the memorandum signed by
the Regional Administrator or his designee.

(5) Enter the amounts of decreases in allocations for advances as
shown by approved allocation orders. fn connection with the
transfer between Old Law projects covered by the same Contract
for Advance, enter in this column on the Project Aduance
Record, of the transferor project the amount transferred as
shown by the memorand.um signed by the Regional Adminis-
trator, or his designee.
ff an amendatory alloeation order decreases the advance net
allocation to an amount less than the contract amount, the
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project record card shall be appropriately noted, until such time
as the amendatory contract is received, to preclude a disburse-
ment of funds which would result in gross disbursements in
excess of the amount of the retluced net allocation.
In adtlition to the above, if an amendatory allocation order
calls for a decrease in the aclvance net allocation to an amount
Iess than the gross amount disbursed to the Local Public Agency
by the Federal Government under the related contract, the
Administrative Branch shall advise the Regional Director of
Urban Renewal by memorantlum (with a copy to the Division
of Finance antl Accounts) fully itlentifying the discrepancy ancl
requesting him to initiate corrective action. Such request
shall be noted on the related project record card and shall be
appropriately followed up by the Atlministrative Branch until
correction is accomplished. Until the discrepancy is corrected
by an amenclatory allocation order, and. an amendatory con-
tract, if required, is received. in conformity with such allocation
order, no entries shall be made on the related project record
card.

Entries in column (4) increase the previous balanee shown in
this column and entries in eolumn (5) decrease the previous
balance.

Enter the amount of a Contract for Advancc and increases
thereof as shown by the executed. contract ancl amenclments
thereto. In connection with the transfer between Old Law
projects covered. by the same Contract for Advance, enter in
this column on the Project Ad,aance Record, of the transferee
project the amount transferred as shown by the memorandum
signed by the Regional Atlministrator, or his designee.

Enter the amounts of decreases in a Contract for Advance as
shown by executed contract amendments and by approved
allocation orders on terminated projects. fn connection with the
transfer betrveen Old Law projects covered by the same Contract
for Advance, enter in this column on the Project Aduance
Record, of the transferor project the amount transferred as
shown by the memorandum signed by the Regional Adminis-
trator, or his designee.

Entries in column (7) increase the previous balance shown in
this column and entries in eolumn (8) decrease the previous
balance.

The use of columns (10), (11) and (12) is no longer necessary.

Enter the amounts of advances tlisbursed as shown by Vouchers
and, Sch.edules of Pagmemf, S.F. 1166.

Enter the amounts of aclvances collectetl as shown by Certificates
of Deposit, S.F. 2l-9, and collected by setoff as shorvn by
Bched,rdes of Vonch.cr Dedu,ctions, S.F. 1096.
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(15) Entries in column (13) inerease the previous balance in this
column and entries in column (14) decrease the previous
balance.

(16) Entries in column (7) increase the previous balance in this
column and entries in columns (8) and (13) decrease the
previous balance.

The reverse of the Project Ad,uance Record, is dividetl into four
identical sections. Each section shall be used for recording the disburse-
ments and repayments of advances and interest transactions that are
applicable to the same interest rate. The interest rate and. the factor
for interest computation shall be shorvn in the space provided under
the designation Interest Transactions.

(1a) Show date of entry.
(2a) Leave blank unless diffcrerrt frorn entry date.

(3a) Cite posting d.ocument or brief clescription of transaction.
(4a) Enter the amounts of advances disbursed as shorvn by

Vouchers and Schedules of Pag1ments.

(5a) Enter the amounts of ad.vanees collected as shown by Certifi,-
cates of Deposit and the amounts of advances collected by
setoff as shown by Sch,edu,les of Voncher Ded,u,ctions.

Whenever the unobligated balanee of advanees remaining in
the cash account of a Local Public Agency maintained pur-
suant to an advance contract is returned to the Regional
Of6ce, the amount so returned shall be applied as a repayment
of the most recent disbursement, then the next most recent
disbursement, etc., made to the Local Public Ageney. The
entire amount shall be applied against the principal only and.
not against the outstanding interest acerual.

(6a) Entries in column (4a) increase the previous balance in this
column and entries in column (5a) decrease the previous
balanee.

(7a) Enter the beginning date of the interest period. (See Section
7-1-4.)

(8a) Enter the final date of the interest period. (See Section 7-L-4.)
(9a) Enter the number of days in thc interest period in aecordance

with Section 7-1-4.

(10a) Calculate the interest accrual as provided in Section 7-1-4
and enter the amount in this column.

(11a) Enter amounts of interest collected as shorvn by Certifi,cates
of Deposit and collected by setoff as shown by Sched,ules of
Voucher Deductions.

(12a) Entries in column (10a) increase the previous balance in this
column and entries in column (11a) tlecrease the previous
balance.
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EXHIBIT A
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Section 20

SUBSIDIARY RECORDS-PROJECT TETiIPORARY IOAN RECORD

The Project Tem,porarg Loan ReconJ, Form H-200.10, shall be estab-
lishe4 upon receipt in the Regional Office of an original allocation order
bearing the approval of the Urban Renewal Commissioner.

The iuformation to be recorded on each Project Tem,porary Loon
Record, eard. maintained for a project shall be in accordance with the
following explanatory remarks which eorrespond to the parenthetical
numbers on Exhibit A (also, if appropriate, reference should be macle
to the material in Section 7-10-11 antl 7-10-32) :

(1) Show date of entry.

(2) Enter the release dates of allocation orders (see instructions
in Section 7-10-30) or the effective dates of contracts, contract
amendments, contract waivers, disbursements, eollections, etc.

(3) Cite posting document or brief deseription of transaction.

(4) Enter the amounts of the original alloeation and increases
thereof as shown by approved allocation ord.ers.

(5) Enter the amounts of deereases in allocations as shown by
approved allocation orders or as shown by a Journal Voucher,
S.F. 1017G, which eancels the available contract commitment.
ff an amendatory allocation order decreases the loan net alloca-
tion to an amonnt less than the contract amount, the project
record card shall be appropriately noted., until such time as the
amendatory contract is received, to preclude a disbursement by
the Federal Government or a prevalidation of a Form H-200.11
Preaalid,ation of Proposed, Project Temporary Loan Eequlisitian
Und,er Priaate ninoncing, in an amount greater than the Avail-
able Contract Commitment that would be available under the
amendatory allocation order.

Also, if an amendatory allocation order provides for a deerease
in the loan alloeation and the amount of the deerease exceeds the
available contract commitment, the amendatory allocation order
shall not be reeorded in the Project Temporary Ioan Record;
and the Administrative Division shall advise the Regional Direc-
tor of Urban Renewal by memorandum (rvith a copy to the
Division of Finanee and Accounts), fully identifying the dis-
crepancy and requesting him to initiate corrective action.
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Such request shall be noted on the related project record card
and shall be appropriately followed up by the Administrative
Division until correction is accomplishetl. Until the discrepaney
is coruected. by an amendatory allocation ord.er and a[ amend-
atory contract, if required, is reeeived. in conformity with such
alloeation order, no entries shall be made on the related projeet
record card.

(6) Entries in column (4) increase the previous balance shou'n in
this eolumn and entries in column (5) decrease the previots
balance.

(7) Enter the amount of temporary loan and increases thereof as
shown by executecl Loan and Grant Contract and amendments
thereto.

(8) Enter the amounts of decreases or cancellations as shorvu in
exeeuted Loan and Grant Contract amendments or as showr
by a Journal Voucher which cancels the available eontraet
commitment.

(9) Enter in peucil the amount of the proposed transfer of funds
as shown on the retainetl copy of Form If-6205, Request for
Consent to Transf er Fund,s, upon determination by the Fiscal
Unit that the amount of such transfer does not exeeed the
Available Contract Commitment (see itern (b) belorv). If the
Available Contract Commitment is less than the proposed trans-
fer, no entry shall be made antl the Request for Consent to
Transfer Funcls shall be returned without prevalidation (see
item (c) below). The Fiscal Unit shall maintain a follow-up to
iusure the prompt return of the signed original rvhich when
reeeived shall be used as the basis for the substitutiou of a
permanent entry for the pencil entry. (The 'word 'Waiver in
column (9) of Form H-200.10 shall be lined out and the column
shall be footnoted at the bottom of the form so as to indicate that
entries therein represent transfers of funds from the Project
Temporary Loan Repayrnent Fund to the Project Expenditures
Aecount.)
(a) The original and five eopies of each Requ,est for Conscttt to

Transf er Funds will be submittetl by the Il,egional Director
of Urban Renewal to the Administrative Division prior to
signature by the Regional Administrator.

(b) If the amount of the proposed transfer of fu.nds does not
exceed tlie Available Contract Commitmeut, the original
and tlvo eopies of the Request shall be stamped Prevalidaterl
Per Date One
of the prevalidated copies shall be retained for posting
purposes aud the original and the remaining copies shall
be forwarded to the Regional Counsel.

(c) If the Available Contract Commitment is less than the
amount of the proposed. transfer of funtls, the or:iginal and
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two copies of the Request shall be so noted and no posting
shall be made. One copy shall be retained for the Fiscal
Project Files and the original and the remaining copies
shall be returned to the Regional Director of Urban
Renewal.

(d) After the permanent entry has been made, the retained
copy shall be conformed to the original Request and for-
warded to the Division of F inance and Accounts.

Entries in column (7) increase the previous balanee shown in
this column and entries in columns (8) antl (9) decrease the
previous balance.

Enter the amounts of temporary loan disbursements as shown
by Vouchers and, Sched,ules of Payments, S.F. 1166, or where
setoffs are involved as shown by Sc'lted,ules of Voucher Detlu,c-
fioms, S.F. 1096.

Enter the amounts of temporary loans collected as shown by
Certificates of Dcposit, S.F. 219, and amounts of temporary
loans colleeted by setoff as shown by Scltedules of Vou,cher De-
d,u,ctions. (Collections by setoff are, in effect, from the project
repayment account.)

Enter the amounts of temporary loans collected as the result of
private finaneing as shown by Certificates of Deposit. The prin-
cipal amount collected shall be verified with Item B of the
related Form H-200.11 (see Exhibit B) antl Item B thereof
noted with the Certificate of Deposif number and the amount
of the collection.

Entries in column (11) increase the previous balanee in this
column and entries in columns (12) antl (13) decrease the
previous balanee.

Enter the sums of Items F and B of Form H-200.11 upon
determination that the private financing or refinancing has been
completed. The amount of repayment of Federal financing
when involved in a particular transaction must be included in
the amount entered in this column to offset the effect of the
increase of availability by reason of reflecting the repayment
in column (13). Where no such repayment is involved, the
entry in column (15) is always the amount shown as Item F of
Form H-200.11. After this entry has been made, the total of
column (15) minus the sum of the totals of columns (16) antl
(17) must always equal the face amount of the current escrow
notes being held.

If the Follow-up Card, based on information contained in
Form H-200.46, Notice of Meth,oil, of Repagment of Outstand,-
ing Preliminarg Loans, has been noted that funds from sources
other than from preliminary or temporary loans will be de-
posited by the I-.rocal Public Agency with the Paying Agent,

Poge 3
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errter in parentheses the amount of estimated interest includetl
in the escrow note to be cancelled following receipt of the tele-
gram from the Paying Agent advising that sufficient funds have
been received to pay the principal of ancl the interest to maturity
on the outstanding preliminary loan notes.l

(16) Enter repayments from the project repayment account as
shown by Item C-2, Form H-200.11, upon determination that
the private financing or refinancing has been completed.
If the Follow-up Card has been noted as indicated in the seeoncl
paragraph of Item (15) above, enter in this column the principal
amount of private financing repaid, following reeeipt of the
telegram from the Paying Agent.l

(17) Enter repayments as the result of Feileral finaneing when notes
heltl in escrow fall out of escrow.

(18) Entries in column (15) without parentheses increase the prev-
ious balance in this column and entries in eolumns (16) antt
(17) without parentheses ancl in column (15) in parentheses
decrease the previous balance.

(19) Entries in eolumns (7), (13) antl (17) without parentheses and
entries in parentheses in columns (15) and (20) increase the
previous balance in this eolumn and entries without parentheses
in columns (8), (9), (11), (15) antl (20) decrease the previous
balance. This column is not affected by entries in eolumns (12)
and (16).

(20) Enter the net decrease in the Available Contract Commitment
(Item F, Form H-200.11, when shown without parentheses)
upon determination by the Fiscal Unit that the Available Con-
traet Commitment is not less than the amount required beeause
of the financing or refinancing (see item (b) below). If the
Available Contraet Commitment is not suffieient, no entry shall
be macle antl the Form H-200.11 shall be returned. l,ithout pre-
validation (see item (c) below). Also if the amount of Item F,
Form H-200.11, is shown in parentheses, no cntry shall be matle
in this column at the time of prcvalitlation. Upon determina-
tion that the proposed financing or refinancing has been com-
pleted, or has been eaneelled, any entry with respeet to sueh
financing or refinancing previously made in this column shall
be reversed by recording an entry in parentheses for the same
amount.

(a) An original and two eopies of Form H-200.11 will be
submitted to the Administrative Branch (Fiscal Unit) for
prevalidation before any advertising for bids for the pur-
chase of notes is undertaken.

1 The principal amount of the preliminary note(s) being paid c8n be obtaineil from the Requisi-
tioD Agreement in connection with tho escrow note being cancelletl. The estimoteal interest in.
cluded in the escrow note being cancelletl can be obtainetl by deiluctiag tho prir.cipal amount of
the preliminary loan note(s) being paitl from the amount oI the escrow note being cancelleil.
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(b) If the Available Contract Commitment is sufricient to cover
the additional amount required because of the financing or
refinancing, the original and the two eopies of Form
H-200.11 shall be signed and dated by the Director, Admin-
istrative Branch, in the Prevalidated block of the form,
the original and one copy forwarded to the Fiscal Manage-
ment Officer, and one copy retained for recording purposes.

(c) If the Available Contract Commitment is not sufficient to
cover the financing or reffnancing, aII copies of Form
II-200.11 shall be so noted. The original and one copy shall
be forwarded to the Fiscal Management Offieer and the
other copy retained for the files of the Fiscal Unit.

(tl) The Administrative Branch (Fiscal Unit) shall maintain
a follow-up so that the required entries are made promptly
following determination that the financing or refinancing
has been completed. or has been cancelletl. The original of
Form H-200.11, noted to indicate completion or cancella-
tion, will be transmitted by the Fiseal Management Officer
to the Aclministrative Branch for recording as stated above.

As in the case of the Project Adaance Recoril, the reverse of the
Project Temporary Loan, Recoril is tlividetl into four identical sections.
Each section shall be used for recording disbursements and. repayments
of temporary loan and interest transactions that are applicable to the
same interest rate. The interest rate and the factor for interest compu-
tation shall be shorvn in the space provided under the designation
Interest Transactions. Only those transactions which pertain to F ederal
financing, as shown on the face of the form, shall be recorded on the
reverse of the Pro ject T emporarg Loan Record,.

(1a) Show date of entry.
(2a) Leave blank unless different from entry date.

(3a) Cite posting document or brief description of transaction.

(4a) Enter the amounts of temporary loan disbursements as shown
by Vou,chers anil Schedules of Pa11ment.

(5a) Enter the amounts of temporary loan collected as shown by
Certificates of Deposit and collected by setoff as shown by
Sched,ules of V oucher D ed,uctions.

(6a) Entries in column (4a) increase the previous balance in this
column and entries in column (5a) decrease the previous
balance.

(7a) Enter the beginning date of the interest period. (See Seetion
7-7-4.)

(8a) Enter the final date of the interest period. (See Section 7-14.)
(9a) Enter the number of days in the interest period in accortlanee

u,ith Section 7-1-4.
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(10a) Calculate the interest accrual as provided in Section 7-l-4 and
enter the amount in this column.

(11a) Enter amounts of interest collected as shown by Certificates of
Deposit and collected by setoff as shown by Sched,u,les of
Voucher DerJuctions.

(12a) Entries in column (10a) increase the previous balance in this
column and entries in column (11a) decrease the previous
balance.
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Administrotive Proctice Hondbook-Field Servicc
Port 7, Accounting ond Fiscol Procedures

Chopter 10. Slum Cleoronce ond Urbon Renewql Progrom

7-70-21

Section 2I

SUBSIDIARY RECORDS_IDENTIFICATION OF DISBURSEMENTS AND
REPAYIVIENTS RECORDED ON PROJECT ADVANCE RECORD AND

PROJECT TE'IAPORARY I.OAN RECORD WITH TREASURY NOTES

Interest on each note given to Treasury under the SIum Clearance and
Urban Renewal Program accrues on HHFA borrowings under the note
on the unrepaid principal amounts disbursed to I-,local Public Agencies
pursuant to advance and loan contracts from the date of d.isbursement to
the Local Public Agency to the date of repayment to HHFA. In order
that the Division of Finance and Accounts may compute the interest to
be paid to Treasury under each note, each disbursement and each repay-
ment shall be identified on the subsidiary record card with the specific
note given to Treasury and shall be reported on Form H-200.48, Com-
bination Accou,nt 101.12 Cash, and, Report. (See Section 7-10-17.)

The identifications Notes A, B-1, B-2, B-3, B-4 and B-5 have already
been inserted (antl therefore no further action is necessary) on each
subsidiary ledger cafi. (Project Acluancc Rccoril,, Form H-200.8 or
Project Temporary Loan Rccord. Form H-200.10) as follorvs:

(1) Note A in the space after the title of each subsicliary ledger card
rvhich on December 31, 1958, refleeted an available contract eom-
mitment balance, an outstanding advance or loan (either Federal
or Private) or a pending private financing transaction. (See
Exhibit A.)

(2) Note B-1 after the word Principal in the upper left hand section
on the reverse of each subsidiary ledger card which refleetetl a
eontract commitment pursuant to a contraet which was executed
during the six-month period ended June 30, 1959 (see Exhibit B).

(3) Note B-2 after the worcl Principal in the first open section on
the reverse of each subsidiary ledger card (see Exhibit B) which
reflected.:

(a) a contract commitment pursuant to a eontraet which was
exeeuted during the six-month period ended Deeember 31,
1959;

(b) an allocation order signeil during the calendar year ended
December 31, 1959, which hatl not reached. contract on that
date; or

(c) an amenilatory allocation order signed during the calendar
year ended Deeember 31, 1959 authorizing the amendment of
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a contract executed during that calendar year, but for which
the amendatory contract had not been executed as of Decem-
ber 31, 1959.

(4) Note B-3 after the word. Principal in the first open section on the
reverse of each subsidiary ledger card (see Exhibit C) which
reflected an allocation order for an advance or loan, or amenda-
tory alloeation order for an increase in aclvance or loan, signed
during the six-month periotl ended June 30, 1960. If an allocation
order or amendatory allocation order was signed during the six-
month period ended Deeember 31, 1960, the identification Note
B-4 was inserted in the next open block. (See Exhibit C.) If an
allocation order or amendatory allocation oraler was signed during
the six-month period ended June 30, 1961, the identification Note
B-5 was inserted in the next open block.

The identifications Notes 8-6, B-7, B-8, etc., shall be inserted as in (4)
above whenever an allocation order or amendatory allocation order is
signed in the six-month periods ending December 31, 1961, June 30,
1962, December 31, 7962, etc., respectively.

The instructiorn above beginning with item (4) tlo not apply if an
amendatory allocation order authorizes the amendment of a contract
rvhich was executed prior to January 1, 1959. Such amendatory alloca-
tion ord.ers are always identified with Note A instead of the note identi-
fication applicable to the six-month period in rvhich the allocation order
is signed.

ff an allocation order is carreelled before going to contract, or if
t,he eontract is caneelled before any disbursements have been made
under the contract, the note identification previously entered on the
reverse of the subsidiary ledger card shall be lined out.
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Section 22

SUBSIDIARY RECORDS-IDENTIFICAIION BY INIEREST RATE OF AMOUNTS
RECORDED ON PROJECT IEMPORARY TOAN RECORD

Each amount entered on a Form H-200.10, Project Temporarg Loan
Record,, in columns (4), (5), (7), (8), (9), (11), (12), (13), (15),
(16) and (17) shall be identified by interest rate by inserting the
applicable interest rate immediately before the amount. If an amount on
a Form H-200.10 pertains to more than one interest rate, each portion
of the amount shall be identified with the interest rate applicable thereto.
After the initial identification, amounts rvhen entered in the above-listed
columns slrall be identified by interest rates.

The following explanatory remarks'rvill assist in thc identification of
amounts shor'r,n on the Form H-200.10 by interest rates:

(a) The interest rate applicable to an amount entered in column (4)
rvill be the same as the interest rate in the contract or contract
amendrncllt authorized by the allocation order. If the contract
or contract amendment has not been executed as of the report
date, the interest rate applicable to an allocation order executed
subsequent to September 22, 1959, is the interest rate for the
six-month period during which the allocation order is approved.

(b) Decreases in allocations, as indicated in column (5), shall be
applied first to the most recent allocation increase, then to the
next most recent allocation increase, ete., until the full amount
has been identified by interest rate.

(c) The irrterest rate applicable to an amount in column (7) can be
determined from the contract or amendment thereto on which
the entry is basetl.

(d) An arnount entered in column (8) shall be considered as reduc-
ing first the most recent contract increase, then the next most
recent contract increase, etc., until the full amount has been
identified by interest rate unless the amendment speeifies the
interest rate.

(e) An amount entered in column (9), representing an approved.
Transfer of Funds from the Project Temporary I-,loan Repayment
Fund to the Project Expenditures Account, shall be applied ffrst
to the recluction of the most rccent contract increase, then to the
next most recent contract increase, ete., until the full amount has
been identified by interest rate.
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(f ) An amount erltered. in colurnn (11) cau be identifiecl by interest
rate by rcferring to both the clate and arnount on the reverse of
Form H-200.10 rvhere disbursements are shown separately by
interest rate. Disbursements are considered to be made on a first-
in first-out basis; that is, the amount of a disbursement first
reduces the original contract amount, then the first amendatory
contract increase, ete., until the full amount of the disbursement
has been applied.

(S) A" amount entered iu column (12) can be identified by interest
rate by referring to both the date an{ amount on the reverse of
Form FI-200.10. (Such repayments do not restore contract
availability.)

(h) An amount entered in column (13) can be identiffed by interest
rate by referring to both the date and amount on the reverse of
Form H-200.10. (Amounts appearing in column (LZ) d,o restore
contract availability. )

(i) Columns (15), (16) and (17) shall be analyzecl to determine the
applicable interest rates. To accomplish this, the dates applieable
to entries in columns (11), (12) and (13), together with the dates
applicable to entries in colurnns (15), (16) antl (17), must be
considered in chronologieal orrler.

?oge 2 9/2s/61
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Section 23

SUBSIDIARY RECORDS_PROJECT CAPITAL GRANT RECORD

Tlrc l'ro jcct Capital G'runt llecord, I'orrrt II-200.9, shall be established
upon receipt in the Regional Office of an original capital grant reserva-
tion bearing the approval of the Urban Renewal Commissioner.

Forrn H-695, Project Reseraation of Capital Grant Fund,s, will be
issued to establish the grant reservation for the project which is desig-
nated as the first project under the General Neighborhood Renewal
Plan. This project will be designated on Form H-695 by the General
Neighborhood Renewal Plan number followed. by the words (First
Project) and. a Project Capital Grant Recoril, shall be established upon
receipt of sueh form. The plan number followed by the words (First
Projcct) shall be entered on the Projact Capital, Grant Record, in the
space after Project No.

The information to be recordetl on each Project Capital, Gra,nt Recoril,
card maintained for a projeet shall be in aecordanee with the following
explanatory remarks whieh eorrespond to the parenthetical numbers on
Exhibit A (also, if appropriate, reference should be made to the material
in Seetions 7-10-31 and 7-10-32) :

(1) Show date of entry.
(2) Enter the release dates of Pro ject Reseraations of Capital Grant

Fu,nds and allocation orders (see instructions in Section 7-10-30)
or the effective dates of contract, contract amendments, disburse-
ments, etc.

(3) Cite posting document or brief description of transaction.
(4) Enter the amount of original reservation as shown by an

approved Project Reseruation of Capital Grant Funds and in-
creases thereof as shown by approved Project Reseraations of
Capital Grant Fu,nds and allocation orders. Beginning with the
issuance of the original alloeation order, increases in reservation
will be made on allocation orclers and the amount of the increase
can be determined therefrom.l

(5) Enter the amounts of reservations cancelled or decreases in
reservations as shown on approved Project Reseruations of Oap-
ital Grant Fu,nds ancl allocation orders or as shown by a Journal,
Vouchar, S.F. 1017G, which eaneels the undisbursed contract

1 If after posting an original allocation oldcr', tlre ret rcselr.ation rloes not agree
net allocation, the Division of Finance and Accounts shall be promptly advised
identifying the difference and the related docuncuts.
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comluitment. BeginDi[g with the issua[ce of the original alloca-
tion order, decreases in reservations will be made on allocation
orders and the amount of decrease can bc determined therefrom.l
If an amendatory allocation order decreases the capital grant
reservation balance and the net allocation to an amount less than
tlte contract arnount, the Projcct Capital, Grant Record' shall be
appropriately noted to preclude clisbursement of capital grant
funds in excess of the amount of the reduced net allocation as
provided by the amendatory allocation orcler.
In addition to the above, if an amentlatory allocation order calls
for a decrease in the grant net allocation to an amount less
than the gross amount disbursed to the Local Public Agency
by the Federal Governrnent under thc related contract, tlle
Administrative Braneh shall advise the Regional Dircctor of
Urban Renerval by memorandum (with a copy to the Division
of Finance and Accounts) fully identifying the discrepancy
and requesting hirn to initiate corrective action. Such request
shall be noted. on the related project record eard and shall be
appropriately follorved up by the Administrative Branch until
correction is accomplished. Until the discrepancy is corrected by
an amendatory allocation order, and an amendatory contract,
if required, is received in conformity l'ith such allocation order,
no entries shall be made on the related project record card..

(6) Entries in column (4) without parentheses increase the previous
balanee in this column and entries in parcntheses in column (4)
and without parentheses in column (5) decrease the previous
balance.

(7) Enter the amount of original allocation as shown on an approvetl
allocation order. After the entry of the original allocation,
entries in column (4) without parentheses increase the previous
balance in this column and entries in parentheses in column (4)
and without parentheses in column (5) decrease the previous
balance so that the last amount in this column rvill always
represent the current net allocation.

(8) Enter amounts of original contract and increases thereof as
shown by executed contract and amenclments thereto.

(9) Enter decreases in amounts of contract as shorvn by executed
contract amendments or as shown by a Journal Voucher which
cancels the undisbursed contract eommitment.

(10) Entries in column (8) increase the previous balanee shown in
this column ancl entries in eolumn (9) decrease the previous
balance.

( 11) Enter amounts of eapital grants disbursetl as shos'n by Vou,chers
and Sched,ules of Payrnents, S.F. 1166, or where setoffs are
involved as shown by Sch.eclu,les of Vouch,er Ded,uctions, S.F.
1096. If the Requisition for Capital Grant Payment indicates
that the disbursement is in connection with Major Completion,

I If after posting an original allocation or(ler. tlle net lescrvirtion (loes not aEree
net allocation, the Division of Finance and Accouuts shall be promptly ailvised
iilentifying the difrerence anil the r€lated documcnts.
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the eutry for the disbursement shall be cross-referenced to the
uotation Major Completion which shall be shown in the Remarks
block.

(12) Entries in column (8) increase the previous balance in this
eolumn and entries in columns (9) antl (11) decrease the pre-
vious balance.

Whcl a propost:tl rcdevelopmcnt or ur,barr renewal plan revision will
rcqnire the issuance of either (1) an antendatory allocation order or (2)
an arncrntlatory allocation order arrcl a revised contraet increasing the
amount of the capital grant, the Commissioner will establish on a
Projcct Rcscraation of Capital Grant Fu,nd,s a project reservation itr an
aurount equal to the difference between the amount of the existing capi-
tal grant allocation or contract and the amount of the ultimate capital
grarrt requirement as a result of such revision. Upon approval by the
Cotnmissioner of the revised redevelopment or urban renewal plan, an
allocation order rvill be executecl if required, revising the capital grant
allocation.

Items (4) antl (5) of the instructions under this heading provide that
after the issuance of the original alloeation order increases or decreases
in capital grant reservations will be made only on allocation orders.
Sitrce, as stated above, a revised Project Raseraation of Capital Grant
Itlund,s rvill be issued whenever a revised redevelopment or urban renewal
plan increases the amount of the ultimate capital grant requiremcnts,
the follorving additional instructions are necessary in those instances
rvhere a capital grant alloeation order previously has been issued:

(1) Upon receipt of such a revised Projcct Reseruation of Capital
Grant Fund; a separate section titled Special Posting-Revised.
Projeet Redevelopment Plan shall be established on the Project
Capital Grant Record for the particular project. (See Exhibit R).
The amount of the additional capital grant reservation as shown
on the revised Project Reseraation of Capital Grant Fund,s
shall be recordetl in this separate section in accordance with the
instructions under this heading for recording approved Project
Reseruations of Capital Grant Fu,nd,s.

(2) Upon receipt of an amendatory allocation order issued in connec-
tion with a revision in an approved redevelopment or urban
renewal plan, enter in parentheses in column (4) of the Special
Posting section the amount of the reservation previously entered
in column (a) of the Special Posting section thus reducing the
amount in column (6) of sueh section to zero. (See Exhibit B.)

(3) After the entry in (2) above has been made, enter the amount of
the inereasc in allocation as shor,r'u on the amendatory allocation
order in the upper section of the Pro,ieat Capital Grant Reaorcl
in eolurnn (4). (See Exhibit B.)

As prcviously statecl, this proceilure relative to revised redevelopment
or urban renerval plans shall be follorvecl only in the event that an
arnendatory allocation orderrvill be requirecl upon approval of the
revised plan.
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EXHIBIT B

7.10-23
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7-10-24

Section 24

SUBSIDIARY RECORDS_RELOCATION GRANT RECORD

The Relocation Grant Record, shall be established upon receipt of an
allocation order bearing the approval of the Urban Renewal Commis-
sioner which provides for the allocation of relocation grant funds. In
establishing a record card. for a Relocation Grant, Form H-200.9, Project
Capital Grant Record, shall be used and adapted by the substitution of
thc word Relocation in the heading for the words Project Capital.

The information to be recorded on each Relocation Grant Record, card
maintained for a project shall be in aecordance with the following
explanatory remarkslvhieh correspond to the parenthetical numbers on
Exhibit A of this section. (Also, if appropriate, referense should be
made to the material in Section 7-10-32.)

(1) Show date of entry.
(2) Enter the release dates of allocation orders (see instructions in

Section 7-10-30) or the effective dates of contracts and contract
amendments, disbursements, etc.

(3) Cite posting document or brief description of transaction.

(4) Enter the amount of the original allocation for relocation grant
and increases thereof as shown by approved allocation orclers.
(Project Beseruations of Capital Gra,nt Funds will not be usecl
in conneetion with relocation grants.)

(5) Enter decreases in allocations as shown by allocation orders or
as shorvn by a Joternal Voucher, S.F. 1017G, rvhich cancels the
undisbursed contract commitment. If an amendatory allocation
order decreases the net allocation to an amount less than the con-
tract amount, the Relocation Grant Record, shall be appropri-
ately noted to preclud.e an additional disbursement of relocation
grant funds in excess of the amount of the reducecl net alloeation
as provided by the amendatory allocation order.

In addition to the above, if an amendatory allocation order calls
for a decrease in the grant net allocation to an amount less than
the gross amount disbursed to the I-.local Public Agency by the
Federal Government under the related contraet, the Adminis-
trative Branch shall advise the Regional Direetor of Urban
Renewal by memorantlum (with a copy to the Division of Fi-
nance ancl Accounts) fully itlentifying the diserepancy and re-
questing him to initiate correetive action. Such request shall be
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noted on the related project record card and shall be appropri-
ately followed up by the Administrative Branch until correction
is aceomplished. Until the discrepancy is corrected by an
amendatory allocation order, and an amend.atory contract, if
required, is received in conformity with such allocation orcler,
no entries shall be mad.e on the related project record card..

(6) Entries in column (4) increase the previous balance in this
column and entries in column (5) decrease the previous balance.

(7) Enter the amount of the original allocation for relocation
grant as shown by an approval allocation order. After the entry
of the original allocation, entries in eolumn (4) increase the
previous amount in this column and entries in column (5) de-
crease the previous amount so that the last figure in this column
always represents the current net allocation.

(8) Enter the amount of the relocation grant as shown in the
original contract and increases thereof as shown by executed
contracts and amendments thereto.

(9) Enter decreases in the amount of the relocation grant as shorvn
by executed contract amendments or as shown by a Journal
Vou,cher which cancels the undisbursed contract commitment.

(10) Entries in column (8) increase the previous balance shown in
this column and entries in column (9) decrease the previous
balance.

(11) Enter amounts of rclocation grant payments as shown by
Youchers anil Bched,u,les of Paymemfs, S.F. 1166, or where setoffs
are involved as shown by Sch,ed,ules of Vouch,er Deiluctions,
s.F. 1096.

(12) Entries in column (8) increase the previous balance in this
column and entries in columns (9) and (11) decrease the
previous balance.

Poge 2 t2/5/61
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7-I 0,25

Section 25

SUBSIDIARY RECORDS_COfr1'\,IUNITY RENEWAL GRANT RECORD

'l'he Corrrurunity Reneu,al Grant Record shall be established upon
receipt in the Regional Office of an original Community Renerval Grant
allocation order bearing the approval of the Urban Renerval Cornmis-
siorrer, or his designee. Form H-200.20 has been adapted for use as the
Cornrnurrity Renerval Grant Record.

The information to be recorded on each Com,ntu,nitg Renewal Grant
Rccord eard maintainetl for a project shall be in accordance with the
follorving explanatory remarks which correspond to the parenthetical
numbers on Exhibit A (also, if appropriate, reference should be made
to the material in Section 7-10-32) :

(1) Shorv date of entry.
(2) Entel the release date of the Community Renewal Grant alloca-

tion order (see instructions in Section 7-10-30) or the effective
date of the contract or amendmerrt to such contract.

(3) Citc posting document or brief deseription of transactiorrs.

(4) Enter amount of grant allocation and increases thereof as shorvn
on the allocation order.

(5) Enter decrease in amount of grant allocation as shown on an
amendatory allocation order, or as shown by the Journal
Yortchcr, S.F. 1017G, cancelling the undisbursed eontract com-
mitment, which was prepared following receipt of the Certificate
of Completion antl F'inal Cost, Form H-6440. If an amendatory
allocation order decreases the net allocation to an amount less
than the contract amount, the Communi,tg Renewal Grant
Rccoril shall be appropriately noted to preclude an ad.ditional
disbursement of community renewal grant funcls in excess of the
arnount of the reduced net allocation as provided by the arnenda-
tory allocation order.

(6) Entries in column (4) increase the previous balance in this
column and entries in column (5) decrease the previous balance.

(7) Enter amount of grant and inereases thereof as shorvn by an
executed coutract atrd executecl amendmctrts thereto.

(8) Entcr rlecteases in amount of grant as shox,n by cxccuted eon-
tract anrerrrhueuts ancl amen<latory allocation orclers on tcnni-
natccl projects, or as shou'n by the ,Iourna.l Vou.ch,cr u,hich can-
cels the undisbursed contract commitment, preparecl following
receipt of the Certificate of Contplction and Final Cost.
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(9) Entries in column (7) increase the previous balance in this
column and entries in column (8) decrease the previous balance.

(10) Enter the amount of grant funds disbursed as shown by a
Voucher and, Bched,ule of Paymenfs, S.F. 1166.

(11) Enter the amount of grant funds transferred to Accounts Re-
ceivable as shown on an Inuo,i,ce, Form H-216. (This does not
refer to those invoices on rvhich no amounts are shown.)

(12) Enter the amount of graut funds refuntletl by the Public Body
as slrorvn on a Certif,cate of Depos,it, S.F. 219. (This refers to
amounts rvhich hacl not been prcviously transferred to Accounts
Receivable.)

(13) Entries in colunn (10) increase the previous balance in this
column and entries in columns (11) and (12) decrease thc
previous balance.

(14) Entries in columns (7), (12) and (16) increase the previous
balance in this column antl entries in columns (8) and (10)
decrease the previous balance.

(15) Enter the arnount of grant funds transferrecl to Accounts Re-
ceivable as shown by Inuoices.

(16) Enter amount of Accounts Receivable colleetecl as shou,n by
C crtifi,cat es of D eposit.

(17) Entries in colurnn (15) increase the previous balance in this
column and entries in column (16) decrease the previous
balance.

Poge 2 9/25/61
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7-10-30

Section 30

,IAEMORANDUM RECORD OF RELEASE AND POSTING DATES

When the Urban Renewal Commissioner advises the Local Pub1ic
Agency or Public Body, by telegram of his approval of an allocation
order or reservation, a teletype is dispatched to the Regional Offiee
identifying the project or program, indicating the amount of the reser-
vation or allocation and specifying the release date. If the release date
is not determinecl by the Urban Renewal Administration, as in the case
of an amendatory allocation or reservation, the release date will be
determined by the Regional Office. Procedures require that the Director,
Administrative Branch, be advised promptly with respect to release
dates'whether determined by the Urban Renewal Administration or the
Regional Office so that documents will be posted to projeet records on
release dates.

An allocation order or reservation receivcd irr the Administrative
Branch shall be posted in the project records on a date which conforms
to the release date. For example, if the doeument was approved on April
29 but the release date shorvn in the teletype advice was May 2, the trans-
action should not be taken into thc project records until May 2 and
consequently would not be included in the report Form H-200.13 sub-
mitted as of April 30. On the other hand, a transaction approved on
April 28 rvith a release date specified as April 29, should be posted as an
April transaction anil reflected in the report on Form H-200.13 for the
project as of the close of business April 30. In the latter ease, as well as
in all other cases where the related document is not received on the re-
lease d.ate, the project record should be posted on the release date and
such posting verified when the document is reeeived. The Director,
Administrative Branch, on the basis of advanee notice of release dates
reeeived by him from the Regional Administrator, will be able to control
the posting of documents and thus avoid the inelusion of a transaction
in a month which does not eonform to the release date.

The follorving memorandum record shall be maintained by the Admin-
istrative Branch in each Region to insure that allocation orclers anil
reservations are always posted to project records on the same date as the
release date:

9/25/51 Poge I
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7-r 0-30 Memorqndum Record of Releose ond Posting Dotes

SITUM CIJEAR,AI{CE AND URBAN RENEWAIJ PR,OGRAM
MEMOR,ANDUM R,ECOR,D OF REIJEASE AND POSTING

DATES-AIJI-/OCATIONS AND R,ESERYATIONS
R,EGION NO. 

-(1) (2) (3) (4) (5) (6) (7)

Program
or

Project
No.

Release
Date

Posting (Form (Form
Date H-6e5) H-687)

Amount
(CRP Alloca-
tion Order) Remarks

(1) Shorv Program or Project Number.
(2) Show release datc.
(3) Intticate posting date to program or project records rvhich shall

always conform to release date.
(4) Show amount of reservation antl inerease or deerease thereof.

Show deereases in parentheses.

(5) Show amount of allocation and increase or decrease thereof.
Show decreases in parentheses.

(6) Show amount of allocation and increase or decrease thereof.
Show decreases in parentheses.

(7) Indicate wlrether release date was determined by the Urban Re-
newal Administration or Regional Office. Identify type of allo-
cation or reservation or other pertinent information as may be
required.

As of the end of each month, the Director, Adrninistrative Branch,
shall furnish the Division of Finance antl Accounts with an advice
(original and one copy) shorving a transcript of all entries made in the
Memorandum Record of Release and Posting Dates during the rnonth
then ended. Form II-96, Memoranihtnx, may be used for this purpose.
Such advices shall be prepared anil transmitted in sufficient time to
reaeh the Division of Finance and Accounts not later than the third
business day following the close of the month.
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Pqrl 7. Accounling ond Fi*sl Procedures

Chaprer 10. Slum Cleqrcnce ond Urban Renewql Program

7.I03t

Section 3l

TERMINAIIONS

Program procedures have been prescribecl for the termination of
projects in survey and planning in instances (1) where a contract for
survey and planning has not been executed with the I-,/ocal Public
Agency, and (2) where a contract for survey and planning has been
executed rvith the Local Public Agency.

On projects on which survey and planning contracts have not been
executed, decreases in the amounts of reservations as shown by approved
Forms H-695, Project Reseruation of Capital Grant Eunds, received in
the Administrative Branch shall be recorded as provided in items (5)
and (6), Section 7-10-23. Decreases in the amounts of allocations for
survey and planning as shown by an approved allocation order, re-
ceived in the Administrative Branch shall be recorded as provided in
items (5) and (6), Section 7-10-19.

On projects on which survey and planning contracts have been exe-
cuted, d.ecreases in reservations as shown by approved Forms H-695
received in the Administrative Branch shall be recorded as provided in
items (5) and (6), Section 7-10-23.

Upon receipt in the Administrative Branch of a copy of a letter
notifying a Local Public Agency of the effective closing date of a
project, the appropriate Proiect Ad,uance Record shall be noted in order
to preclude disbursements on and after the effective closing date.

When all actions relative to audit exceptions and suspensions have
been completed, an approved amendatory allocation order will be re-
ceived in the Ad.ministrative Branch indicating a reduction in the
amount of the existing allocation and contraet to the gross amount dis-
bursed to the Local Public Agency. A decrease in the amount of alloca-
tion as shown by such an amendatory allocation order shall be recorded
as provided in items (5) and (6), Section 7-10-19. A decrease in the
amount of eontract as shown by such an amendatory allocation order
shall be recorded as provided in items (8), (9) and (16) of the same
section.

Outstanding advances, accrued interest receivable on advances and
related current fiscal year interest earnings on each terminated project
on which a determination of uncollectibility has been made on Form
H-6308, Determination of Uncollactible Adua,nce, shall be transferred
promptly to the Division of Finance and Accounts by Inter Office Trans-
f er You,cher, Form H-219, prepared in accordance with Exhibit A after
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all termination actions (including the posting of the entries provided
herein) have been completed. Interest shall be accrued through the date
on which the Urban Renewal Commissioner determines the advance to
be uncollectible (see Seetion 7-10-9). The applieable Treasury Note
identification shall be shown for each disbursement and repa;'ment (if
any) shown on the Inter Offi,ce Transfer Vouch,er. Related fiscal and
accounting files and records shall be retained in the Regionai Office.

If a terminated project is reactivated, or if provision is mad.e for the
repayment of the advance and accrued. interest thereon applicable to a
terminated. project from funds becoming available to another project in
the area, the Division of Finance and Accounts will, by Inter Office
Transf er Vouclter (see Transaction No. 31, Section 7-10-57), transfer to
the applicable Regional Office the amount of such aclvance and the
acerued interest thereon computed through the end of the month pre-
ceding the month in which such transfer is made.

Poge 2 5/4/54
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EXHIBIT A

IIOUSIIIO A'ID IIOIIE FINANCE AOENCY
oTrrcE or rnE lDllilataAron

I}ITER OFFICE TRAIISFER VOUCHER
0rrt ttSrto

I'-ocatlon ana nmbe? of ReEtonl

UerhlnEton^ D. c.
DETAII. OT TRAIISFEN OR LISTIXO OF ATTACIIED OOCUI{EIITS

SLUM CIEAnANCE AND UBBAN RENEWAI, PR@BA!.{
85x4o3l+

To traDsfe! the eNt of Advaace @tstaEdlDg plus accoed I[telest RecelEble
thereon, aDiI related cureot llBcal yea! lntereBt earDed oD terDlmteil proJect
GUCUelgrd_!S&_Stg9,1e9U. AAEnce detemLned, to be uncollectlble by UnA
C@lseloDer oD 11-?5-58 ard lDtereet coBputed througb thst date.

AcclueA ltrteleEt CulleDt Flscal Yea
AaEEce6!}ry

Bate 3i:
Date

L:7.57
r0-10-5?
11-13-r7
r-28-r8
3-25-r8
6-i2-58
9-r9-54

Rate 3-1l2Sr

6-12-58

neceiEble Iptelest Earpeil

$21591+.35 $1r3lll+.98

A'l'A}IC,ES

D18bu6ed.
$i6;126

t L,8o0.oo
$
e4 Note ldentLficattop

A

z;3o8.oo
9OO.0O

5,Zro.oo
29,160.@

3,789.52

A
A
A
A

A

3r,979.00
$105,929.00 $3,189.12

r Esu I lc oftt ct
?osrrrGs r0 cErEert tt0GEF

I I

33r.r1

Iu,Ul 1r 3llr.98

1031 189.118

2,6*.36

3Or

111.t1

121.lr1

ararrtlil
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Port 7. Accounting ond Fiscol Procedures

Chopter 10. Slum Cleoronce qnd Urbon Renewol Progrom

7-10-32

Section 32

CANCELLATIONS

CANCETTAIION OF UNDISBURSED SURVEY AND/OR PTANNING ADVANCES

Upon completion of the activities under a contract for survey and
planning, General Neighborhood Renerval Plan or Feasibility Survey,
the cancellation of the undisbursecl commitment, if any, will be author-
ized by Form H-6304, Allocation Ord,er for Suraey and, Planning,
signed by the Regional Administrator, or his designee. Provision has
been rnade so that if any other Old Larv project, or projects are covered
by the same Contract for Advance as an Old Law project on which plan-
ning has been completed, the amount of reduction for the Old Larv
completed projcct (undisbursed advance) rnay be transferred to any
such Old Law projects on rvhich thc plarrling rvork has not been corn-
pleted, provided that the anrourrt transferrtrd to such project rvill not
increase the planning aclvance available to that project in excess of its
plarrning budget. Entries in thc applicable Advanee Record shall be
tnade as providerl in Items (4), (5), (7) aud (8), Scction 7-10-19.

CANCEI.IATION OF UNDISBURSED CAPITAI. GRANT AND IOAN BATANCES

An approvccl original Forrn II-6201, Ccrt'ificate of Contplction ancl of
Gross and Nct Project Cosf, will be submitted to the ll,egional Director,
Administrative Branch, and thc processing of the requisition for final
capital grant payment is to be deferred until such receipt. After dis-
bursement of the final capital grant payment, the approved original
Form II-6204 will serve as authority to cancel the undisbursed Project
Capital Grant, Relocation Capital Grant or Iroan contraet commitments
as shown by the applicable project record card (exeept that in those
cases where a supplemental Completion Certifieate is required beeause of
any disputed, contingent or unliquidated costs still outstanding after
final settlement, the undisbursed capital grant and temporary loan
commitment shall be cancelled on the basis of the supplemental Certiff-
cate of Completion). Cancellations shall be documentetl by Journal
Vou,chers, S.F. 1017G, prepared in duplicate in aecordance with Exhibits
A, B or C as appropriate. Instructions for the postings to be matle to the
appropriate project records are contained in Sections 7-10-20, 7-70-23
and.7-70-24. The duplicate copy of each JournalVoucher shall be for-
rvarded promptly to the Division of Finance and Accounts for use as the
basis for entry in the control records.
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CANCETTATION OT UNDISBURSED COMMUNITY RENEWAI GRANT BAIANCES

Upon completion of a Community Renerval Program a Form H-6440,
Certifi,cate of Complction anil Final Cost (Community Renawal Pro-
grant), will be executed by the Regional Director of Urban Renewal.
Upon receipt of the signed original of the certificate by the Regional
Director, Administrative Branch, it shall be determined whether a final
grant disbursement to or a refund from the Public Body is necessary.
After the final grant disbursement has been mad.e to the Public Body
or a refund of grant funds previously disbursed has been received from
the Public Body, a Journu,l Vounher shall be prepared. in duplicate in
accordance with Exhibit D to cancel the amount of the undisbursed
commitment, if any. The original thereof shall be used to support the
entries decreasing the allocation and contract amounts on the Com,-
ntu,nity Renewal Grant Record and the copy shall be forwarded to the
Division of Finanee and Accounts for appropriate entry in the control
records.
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Concellotions

EXHIBIT A

a66 Fofi No, tOt?O

JOUNNAI VOUCHEB

Dstc

J. V. No...............................

Preprred by..-..-..-.-..- Approved by
{3rF.ia)

SIm Clesuce and Urben RgDexal Progre
g6x!92t1

Lle6 of Lcal Publlc lgency
ProJect tlo.
Controct No.

Post,lngs to SubsidirrJ. ProJoct
?onporrry lre Record (fom [-2@.10)

colw (5) $29,000.00
coLw (8) 25,000.00

(A decrease of $251000,00 ln colwt
(6), (10) ud (19) YrU result frotr
the ebow poetlngs.)

To cecel the aYailable Contract
Comitnent (co1w (19) - Fom
tl-200.10) of $25,000,00 !€mlnlng
after flnel, grut dl.bEsonont
docmentod by S,F. lL66 No.
llxecut6d Fom H-6201r, CertfGat-e
of Cohpletr,on sd of 0ro9s &d Nei
ProJ6ct CoEt, hs been rgcelvod.

Torar,

9/25/51

7-10-92



7-1o32 Cancellotions

EXHIBIT B

a6dd ?od No, roll0

JOUBNAI VOUCHEB

Dotc

J. V. No.

Pr.prred try....... Approved by ..,..........
(rtnilun) (s'roile)

rTrt)

SIu Closreco od 0rbs RenoraL Progrs
B5x!01!

N@ of Local Public Ag€ncy
Project No.
cont.act No.

Postings to Subsidiary Project Capital
Gr6nt Record (Fom H-20o.9)!

(l decrea3e of $20,000.0o in colws
(6), (?), (1o) and (12) vill rcsutt
fron lhe above postin5:s,)

To carcel the undisbursod project
caplt€J. grant @ntract c(mit@nt
of 820,r)00.00 (colm (12) - Forn
H-2oO.9) renajning aJter finaL
Srant dlsbusonent docmented by
S.i. 1166 No. . Executed
Fom rl-62olr, cEiIIEEate of Con-
pletioa md of Gross and Net
Project Cosb, hss been recelved,

Torrr,

CoLw (5)
colw (9)

$20,00o.0o
20,00o.00

9/25/61
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EXHIBIT C

a(M tud f,o. rorro

IOTJRNAL VOUCIIER
J. V. No...............................

Dite

Prcpucd by

SIu Clearsce md irrban RenersL Proprs
86x!ollr

Nse of Local Pub1lc A<lency
Project, No.
Contract No.-

Postings to Subsidiery &eLocation
crant Record (Forn 11-200.9):

colw (5) $5,000.00
CoIw (9) 5,00C.00

(l decrease of $5,OIO.OO jn colffis
(6), (7), (r0) ed (12) vilt result
fron the above postlngs.)

To cancel the unCisbused relocation
grant contrect comitment of $5,oOJ.00
(colMn (12) - Fom H-200.9) renaining
after fina] grrnt disbursenent docu-
nented by S,!. 1166 llo.
Exec,rred Fom H-6201, Ce;f,i?I;ate of
Conpletlon and of oross and Net Proj-
ect Cost, has been recelved.

Totar,

9/25/51
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EXHIBIT D

I

.l4hxo. lolto

JOUBNAI VOUCHER

Dak

J. V. No. --.....---......-,,....-......

Propored by Approved by

oaam

C@nlty ReDeual Proglao
85xl+o3!

PrograE No.
Coltract No.

SubBldtary Co@unlty
Record po6tl.ng (Fom

colun (5) $50O.0o
colun (8) ,0o.0o

(A decreaee of 6500.0o ln roluna (6),
(9) end (14) rlll re6u1t fr@ the above
poottD6s. )

To cancel the undlsbursed co@ltnent
(colw (11+) - C@unl.ty Reneral Crant
Record) alter flDel Brant dLsbureeBent
on (d6te) . s.F. 1166 No.
(or upon recelpt of refund fr@ Publlc
Bdv).

Executed Forn E-6!l+0, Certtficate of
Co@pletlon and FIml Cost (Comutrlty
Renetsl Pfogram), hss been recclved.

'Iorrr,

Reneval crant
E-2OO.2O):

NaDe of Publlc Body
Add!esg

9/25/51
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EXHIBIT E

ar&dd hm No. lorto

JOUBNil, YOUCHER

Date

J. Y. No.

Prcpared by Approved by

(rih)

Denonstration Crst Progle
86xt03L

Subsidiar:f Denonstration orut Recdd
posting (Fom H-200,20) :

colw (5) 9550,00
colm (8) 650.00

(A decrease of $650.00 ta colws (6),
(9) od (Ilr) vlu resu1t fron the above
postings, )

To cscel the udisbssd co@it&ent,
(colm (Llr) - Denonstlatlon Cret
Record) oJter final grant disbrserent
on (date) , S.F, 1156 No.
(or@]E6lii-of refud fro PEIG
Body. )

9Ecutod re[orandM of flndirgs scttlne
forth the final audlt d costs has be6n
recel.ved.

Totrr,

N4e of ?ubtic Body
Address
ProJect No.
Contract No.
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Administrqtive Proctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscql Procedurer
Chopter I0. Slum Cleqrqnce ond Urbon Renewol Progrom

7-I 0-{0

Section 40

REPORTS-GENERAL

Section 7-1-8 contains instructions with respect to the forwarding of
the reports referred to in Sections 7-10-41 through 7-10-47 to the
Division of Finance and Accounts.

The reports described in Sections 7-70-42 through 7-10-45 (including
initial reports for new projects) shall be prepared each month-end,
except that a project which has been previously reported shall not be
reported again until the end of the month during which a transaction, or
transactions, have been recorded in the project records changing the in-
formation shown on the last report submittcd for that project. For ex-
ample, if no transactions are recoraled. on any of the subsidiary project
record cards pertaining to project (A) tluring the period April 1
through June 30, of the same year, the project report submitted for
project (A) as of March 31, of that year, (assuming it was the last
previous report submitted for project (A) ) will serve as the report for
that project for the periods ending April 30, May 31, and June 30 of that
year, as well. Reports required because of changes in information pre-
viously reported must be eomplete in every respect. A current file of
project reports, which shail include only the most recent report prepared
for each project, shall be maintained in each Regional Office.
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Port 7. Accounting ond Fiscol Procedures

Chopter 10. Slum Clearonce qnd Urbon Renewol Progrom

7-10-4t

9r

Section 4l

REPORTS_STATE'IAENT OF GENERAT TEDGER BATANCES

As of the end of each month after all entries for the month have been
posted:

(1) the balances for Advances, Accrued Interest Receivable-Ad-
vances, Temporary I-]oans and Accrued fnterest Receivable-
Temporary I-,loans as shown by the subsidiary advance and loan
record cards;

(2) the disbursements that have been made for Project Capital and
Relocation Grants as shown by the subsidiary project capital
grant anil relocation grant record cards; and

(3) the balarrces for Community Renewal Grants and Accounts Re-
ceivable as shown by the subsidiary community renewal grant
records shall be totalled separately. Each such total shall be
verified. and reconciled with the balances in the applicable general
ledger account. A trial balance of the general ledger accounts
shall ther be taken and reported on Form H-200.72, Statement of
General Lcdger Balances (Exhibit A) which shall indicate the
date of submission and shall be certified correct by the Director,
Administrative Branch, or his designee. As of June 30 of each
year, a post closing trial balance shall be submitted immediately
after fiscal year-end closing entries have been made.

g/25/51 Poge I



REPORIS_STATEIVIENI OF GENERAT IEDGER BATANCES 7-tG4l

EXHIBIT A

HqISII'G AND IICi{E FINAT.ICE AGEITCY p20.1,
(r-6 t)

stlr ctlalAic[ lrD utEri i[i[r^t ?lfiiAr

raol+r19-
R?9lon-

^ccourt InuBri I I

D€ I I lt

.al

ltSt

crt0tTl

(

l.rI

{lrl

D.r..{b.ltr.d- lt- C.ril(l.d..rr.cl

I

9/25/51
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Adminirtrolive Prqctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chcpter 10. Slum Cleoronce ond Urban Renewol Progrom

7-to-42

Section 42

REPORTS_PROJECT CAPITAL GRANIS, ADVANCES AND I.OANS

A separate Form H-200.13, Project Capital Grants, Ad,uances anil
Loans (Exhibit A) shall be submittetl by intlividual project, General
Neighborhood Renewal Plan or Feasibility Survey. 'With respect to
General Neighborhood Renewal Plan and Feasibility Survey, the title
of the form shall be changed to General Neighborhood Renewal Plan
or Feasibility Survey, as appropriate, and the word. Plan or Survey
substituted for Project in Item (5) of the form.

The amount of reservation recorded in connection with a revision in
an approved redevelopment or urban renewal plan shall be reported
separately on Form H-200.13 under the notation "Special Posting-
Revision in Approved Redevelopment or Urban Renewal Plan" which
shall be inserted above item (a) of the separate report. (See Exhibit B
of this section antl Exhibit B of Section ?-fO-ZS.; 

-However, 
such sepa-

rate report shall not be prepared if the amendatory allocation order
issued in connection with a revision in an approved reilevelopment or
urban renewal plan is recorded in the same month as the reservation.
When the amendatory allocation order is reeeived and recordetl in a
month subsequent to the month in which the reservation was recorded
and reported, a Form II-200.13 shall be prepared to show the change
in the upper section of the Project Capital Grant Recorcl. The actual
amount of change shall be footnoted to indicate that the "Special
Posting-Revision in Approved. Redevelopment or Urban Renewal
Plan" section has been reduced to zero. This will serve to cancel the
separate report previously submitted. (See Exhibit C of this section
and Exhibit B of Section 7-10-23.)

When a project has been terminated. and after all termination actions
have been completed, including the posting of the entries required by
the amendatory allocation order but before the posting of the entries
transferring to the Central Office the outstand.ing advance and accrued
interest thereon, a final Form H-200.13 shall be prepared, in the same
manner that the monthly report is prepared, and transmitted to the
Division of Finance and Accounts. The words PROJECT TERMI-
NAf ED and the date of termination shall be shown on the report.

The reservation established for the project lvhich is designated as
the first project under a General Neighborhood Renewal Plan shall
be reported separately on Form H-200.13 in accordance with the in-
structions hereunder applicable for reporting Project Capital Grants,
The word Plan should be substituted for Project in Item (5) of the
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7-10.42 Reports-Proiect Copitol Grsnts, Advqnces and loons

form and the words First Project entered after the entry of the plan
number. When a project number is assigned, it shall be substituted
for the plan number on Form II-200.13 and subsequent reports on
Form H-200.13 shall show the assigned project number and contain
the notation Formerly Plan No. (First Project).

AII the information necessary to prepare Forms H-200.13 shall be
obtained from the subsidiary ledger eards maintained. for each project;
namely, the Advance, I:oan and Capital Grant Records. The informa-
tion to be reported on the Form H-200.13 shall be in accordance with
the following explanatory remarks which correspond to the paren-
thetical numbers of Exhibit A:

(1) Show month-end as of which the report is prepared.
(2) Enter the name of the l-.local Publie Agency.
(3) Enter the city and State in which the Local Public Agency

is located.
(4) Enter the number of the Region preparing the report.
(5) Enter the number of the project being reported.
Instructions for column (11)-Items (6) (a) through (8) (q) ,

(6) (a) Enter amount of increase of Reservation since prior report
as shown in columu (a) of Form H-200.9, Project Capital
Grant Record,.

(b) Enter amount of decrease of Reservation since prior report
as shown in column (5) of Form II-200.9.

(c) Enter difference between items (6) (a) and (6) (b). If item
(6) (b) exeeeds item (6) (a), show the difference in paren-
theses or if item (6) (a) exceeils item (6) (b), show the tlif-
ferencelvithout parentheses.

(tl) Enter difference between the Net Allocation as of the date
of the report being prepared (current report) antl the Net
Allocation as of the date of the prior report. If the prior
report Net Allocation exceeds the current report Net Allo-
cation, show difference in parentheses. If the current report
Net Allocation exceeds the prior report Net Allocation,
show difference without parentheses.

(e) Enter amount of increase of Contract sinee prior report as
shown in column (8) of Form H-200.9.

(f) Enter amount of decrease of Contract since prior report as
shown in column (9) of Form H-200.9.

(g) Enter difference between items (6) (e) and (6) (f). If item
(6) (f) exceeds item (6) (e), shorv difference in parentheses
or if item (6) (e) exceeds item (6) (f), show clifferenee with-
out parentheses.

(h) Enter amount of disbursement(s) since prior report as
shown in column (11) of Form H-200.9. If the notation
Major Completion appears on Form H-200.9, the same nota-
tion shall be shown after the word Disbursement on this line.
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Report-Proied Copirol Gronts, Advances ond loons 7-1042

(i) Enter difference between Undisbursed Contract Commit-
ment as shown by prior report and Undisbursed Contract
Commitment as shown by current report. If Undisbursed
Contract Commitment as shorvn by prior report is greater
than Undisbursed. Contract Commitment as shown by cur-
rent report, show d.ifference in parentheses or if the reverse
is true, show difference without parentheses.

(7) (a) Enter amount of increase of Allocation since prior report
as shown in column (4) of Form H-200.8, Proiect Adaance
Recoril,.

(b) Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form H-200.8.

(c) If item (7)(b) exceeds item (7)(a), show difference in
parentheses. If item (7) (a) exceeds item (7) (b), show dif-
ference without parentheses.

(d) Enter amount of increase of Contract since prior report as
shown in column (7) of Form I{-200.8.

(e) Enter amount of clecrease of Contract since prior report as
shown in column (8) of Form H-200.8.

(f) If item (7)(e) exceeds item (7)(d), show difference in
parentheses. If item (7) (d) exceeds item (7) (e), show dif-
ference without parentheses.

The use of items (g), (h) anil (i) is no longer necessary.
( j) Enter amount of disbursement(s) since prior report as shown

in column (13) of Form H-200.8.
(k) Enter amount of repayment(s) since prior report as shown

in eolumn (14) of Form If-200.8.
(l) Enter difference between items (7) (j) and (7) (k). If item

(7) (k) exceeds item (7) (j), show difference in parentheses.
If item (7)(j) exceeds item (7)(k), show differenee with-
out parentheses.

(m) Enter difference between amount of Available Contract
Commitment as of date of prior report and amount of Avail-
able Contract Commitment as of date of current report. ff
amount of Available Contract Commitment as of date of
prior report exceeds amount of Available Contract Com-
mitment as of date of current report, show difference in
parentheses, or if the reverse, show difierence without
parentheses.

(8) (a) Enter amount of increase of Allocation since prior report
as shown in column (a) of Form H-200.10, Proiect Tempo-
rarg Loan Eecord,.

(b) Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form II-200.10.

(c) Enter difference between items (8) (a) antl (8) (b). If item
(8) (b) exceeds item (8) (a), show differenee in parentheses.
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7-1042 Reports-Proiecl Copirol Gronts, Advoncer ond Loons

If item (8) (a) exceeds item (8) (b), show difference without
parentheses.

(d) Enter amount of increase of Contract since prior report as
shown in column (7) of Form H-200.10.

(e) Enter amount of d.ecrease of Contract because of cancel-
lation since prior report as shown in columu (8) of Form
H-200.10.

(f) Enter amount of decrease of Contract since prior report
as shown in column (9) of Form H-200.10.

(g) Enter difference between item (8) (d) and items (8) (e)
plus (8) (f). If items (8) (e) plus (8) (f) exceed item
(8) (d), show difference in parentheses. If item (8) (tt) ex-
ceetls items (8)(e) plus (8)(f), show difference without
parentheses.

(h) Enter amount of Disbursement(s) since prior report as
shown in column (11) of Form H-200.10.

(i) Enter amount of Repayment(s) from Project Temporary
I-.,oan Repayment Fund since prior report as shown in
column (12) of Form H-200.10.

(j) Enter amount of Repayment(s) from Private Finaneing
sinee prior report as shown in column (13) of Form
H-200.10.

(k) Enter difference betrveen items (8) (h) and items (8) (i)
plus (8) (j). If items (8) (i) ptus (8) (j) exceed item
(8)(h), show difference in parentheses. If item (8)(h)
exceeds items (8)(i) plus (8)(j), show difference without
parentheses.

(l) Enter the amount of additions to Escrow Notes since prior
report as shown in column (15) of Form II-200.10.

(m) Enter amount of Repayment(s) from Project Temporary
Loan Repayment Fund since prior report as shown in
column (16) of Form H-200.10.

(n) Enter amount of Repayment(s) from Federal Financing
since prior report as shown in column (17) of Form
rr-200.10.

(o) Enter differenee between item (8) (l) antl items (8) (m)
antl (8)(n). If items (8)(m) plus (8)(n) exceed item
(8)(l), show difference in parentheses. If item (8)(l) ex-
ceeds items (8) (m) plus (8) (n), show difference without
parentheses.

(p) Enter differenee between amount of Available Contraet
Commitment as of date of prior report and amount of Avail-
able Contract Commitment as of date of current report. If
amount of Available Contract Commitment as of date of
prior report exeeeds amount of Available Contract Com-
mitment as of date of current report, show difference in
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pareutheses, or if the reverse, shorv difference without paren-
theses.

(q) Enter difference between (1) amount(s) entered without
parentheses and (2)amount(s) entered with parentheses
in column (20) of Form H-200.10 since prior report. If
(I) exceeds (2), shorv difference without parentheses, or if
reverse, show difference rvith parentheses.

fnstructions for column (12)-Items (6) (a) through (8) (q) ,

(6)(a) Foot column (a) of Form H-200.9, Projc,ct Capital Grant
Recoril, and enter total here.

(b) Foot column (5) of Form H-200.9 and enter total here.
(c) Enter balance from column (6) of Form H-200.9.
(tl) Enter Net Allocation from eolumn (7) of Form H-200.9.
(e) Foot column (8) of Form H-200.9 ancl enter total here.
(f) Foot column (9) of Form H-200.9 and enter total here.
(g) Enter balance from colurnn (10) of Form H-200.9.
(h) Foot column (11) of Form H-200.9 and enter total here.
(i) Enter Undisbursed Contract Commitment from column (12)

of Form H-200.9.

(7) (a) Foot column (a) of Form II-200.8, Pro ject Acluance Recoril,
and enter total here.

(b) Foot column (5) of Form H-200.8 and enter total here.
(c) Enter balarrce from column (6) of Form II-200.8.
(cl) Foot eolumn (7) of Form II-200.8 and enter total here.
(e) Foot column (8) of Form II-200.8 and enter total here.
(f ) Enter balance from column (9) of Form II-200.8.
(g) Foot column (10) of Form II-200.8 and entor total here.
(h) Foot column (11) of Form H-200.8 ancl enter total here.
(i) Enter balance from column (12) of Form H-200.8.
(j) Foot column (13) of Form H-200.8 and enter total here.
(k) Foot column (1a) of Form H-200.8 and enter total here.
(l) Enter balance from column (15) of Form H-200.8.

(m) Enter Available Contract Commitment from eolumn (16)
of Form H-200.8.

(8) (a) Foot column (4) of Forrn H-200.10, Project Temporarg
Loan Record, and enter total here.

(b) Foot column (5) of Form H-200.10 and enter total here.
(c) Enter balance from column (6) of Form H-200.10.
(d) Foot column (7) of Form H-200.10 and enter total here.
(e) Foot column (8) of Form H-200.10 and enter total here,
(f ) Foot column (9) of Form H-200.10 and enter total here.
(g) Enter balance from column (10) of Form II-200.10.

12/5/51 Pose 5



7-to-42

(h)
(i)
(i)
(k)
(t)

(m)
(n)
(o)
(p)

(q)

(e)

( 10)

Reports-Proiect Copitol Gronts, Advonces ond loons

Foot column (11) of Form H-200.10 and enter total here.
Foot column (12) of Form H-200.10 and enter total here.
Foot column (13) of Form H-200.10 and enter total here.
Enter balance from column (14) of Form H-200.10.
Foot column (15) of Form H-200.10 and enter total here.
Foot column (16) of Form H-200.10 and enter total here.
Foot column (17) of Form H-200.10 and enter total here.
Enter balance from column (18) of Form H-200.10.
Enter Available Contract Commitment from column (19)
of Form H-200.10.
Foot column (20) of Form H-200.10 antl enter the result
here. (Column (20) of Form H-200.10 will contain figures
with and without brackets; however, the amount of the net
footing will always be a figure without brackets.)
Enter the date the report is transmitted to the Division of
Finance antl Accounts.

The Director, Administrative Branch, or his designee, shall
certify the report.
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EXHIBIT A

7-1G4.2

gouslllc Ii{D Eo:.{E rll{AllcE AcgNcr
Slu Clcarance 6nd Urbsn Reneval Prograo
PNOJECT CAPITAL CBJIIYTS, ADVAIICES AND I,OAI3
(I) Perlod ended _--, t9_

E-200. 13
( r-19)

(L) Bcstoo Fo. _
(2) x6oe (5) ProJ.ct Io.

(3) Locatlon A!@Dt of Totrl ol lal-
Chan8c Slncc ancc a! ol

(6) CaDttal Crant6
G)-fi8;EEGn-rncrea.e .,.
(b) -D.erc66. .. ,
(c) -Ea),rnce.,..

Prlor RcDort AboY. Dqtc--fi-rl- -Ttrl-$

(d
(e
(f
(e
(h
(1

l{et ALlocatton
Contrrct-Iocret6e .......

-Dcclease ..,, . .,
-Bshncc.,......

D1!bu8e6ent8
Undl8bur. Contlact C@,.

(?)

-Decteaaa .. ...
-BdLance ,. , .. ,

Cotttact-Incrcgsc ....,,,
-D4cree6e ....,..
-Bal6nce ...,..,.

Contract A811, -Increare.
-Decrer6c. :: i::::::::: :it:i:i::i:: i::iii3::t:: :i::::ti:i:;
-Bal6ncc . i::::::::;:: ::::tlt::::i it:::l:i::l: :l::::ittii:

Prlnclpal-Dlsburseoent ..
-Repaymeni.....
-Bal6ncc ,..,.,.

Avall. Contract C@. ...
(8) Temorarv Lono

(6) Allocatlon-Incrcale ..
(b) -De.re6ee ..
(") -Baraoce .. .
(d) Contract-Incr.s6e ,. . r
(c) -c6nlel1atlon.
(t) -tlalvcra .... .
(e) -larsncc.,..,
(b) Fed.f ln. -DlsbuseD.nt.

1)
J)

-nel[yt3. f rei
-ProJ .Re!.y.A/C .
-Prlv. Fln. ..,.

-Prl.n. L6n 8a1..
I) Prlv.Pln.-Art,Esc.Fotc6

('l
(n,
(o)

-Bepa)ar. f.6:
-P!oJ .R.pay.A,/C
-Fed. Fln. ....

-Prln,L@n 3al. .
Contract C@, .. .
Prlv. F1o. ,.. ., .

(p) Av61l.
(q) Preval.

(9) Dste subolttcd _, 19_
(10) Certlfled corrcct

I
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EXHIBIT B

IOUSI}IC AJID SO:,qi TIililICE AOi}:CY
Sl.'e Clearahce and Urban SeneeaL Prograo
PNOJI,CT CA?I'TAL GBJ.}iTS, ADVA]ICES A]ID LOAJJS
(l) Pcrlol en'tcc r9_
(2 ) I{uBe

Speci3I PosLln'-!evisi,rn
ln .i|f roved l?ede elof,nenr,
or U|ba_ Fcnpual PIan

(lr) peglou t{o.

(r) ProJoct No

E-200.r3
(5-59).

(6)

( 3 ) Locstlon Arant ot Tot6I o! Ilal-
Ch6nEc Slncc ance as o!
Prlor Report Above Date

-TfiT_ -TD'T-, too,ooo.oo$ r,J,ioc.oo
CeDitaI Crantg
G)-TiiiiBtT6n
(b)
(")

Advance B

liJ-Ii-reut
(b)
(.)

-increase
-0ecrea6e
-06 Ianc c

1on-Increaae
-Dec!ee6c
-!aI6ncc

(d) Net Allocctlon .......,.,
(c) cont16ct-Inc!.aae .. !t.,.
(f) -Decreaec.,..,..
(g) -B!r.nce........
(h) Dlsbu6c6ents
(l) UnateUur. Contlsct C@o..

--Ir!-400.40 -IA!-qgLqC-

(?)

(8)

(.i )
(e)
(f)

Ccitract-increas. .......
-D.creaoc ,......
-Balancc........

Contr6ct AE1I. -Incred6c.
-Dfc!a6ac.
-Balance .

Prlnclpal-D1sburse0cnt,.
-Fepalreni .. . ..
-Balance . .. ,.. .

Ava1l. Controct CoM. .,.

r'. ?pllgry--19119
(o ) Allocatlon-Ir creas€ ,. , . ,
(b) -DecleaEe,..,.
(c) -B6lsncc ......
(d) Contr.act-Increa6e ... !,!r
(.) -Cs! :ellatlons ,.
(f) -llalvers..,.....
(s) -laronce ..,..,..
(tr) fca.frn.-oreuuseoehta ..

-Fepayts. lr@l
-ProJ .8.Pay,A/C.
-Pr1v. F1n. ....

-Prln. LBn Bal..
I) Prlv.P1n. -ht.Eoc.llotes

-Repa,ts, lroo:
-ProJ,Bep&y.A/C
-Fed. Fln. ....

-Pr1n.Lcn Its1..
Contract Co@, ,,.

1)
J)
k)

(o)
(.)
(o)
(p) Avalr
(,1) Preval. Prlv. I1n

(9) Dste subdltted 19_
(Io) Certifled correct _

9/25/61

(t)
(h)
(1)
(J)
(h)
(I)
(, )



Reporls-Proied Copirol Grqnts, Advonces snd loons

EXHIBIT C

7-1042

EOUSIXO A]ID gO:E I'IIUJICE ACINCY
S1u Clcarsnce and Urban Fenelsl Pro/graa
PNOJiCT CAPI'IAL OM'}TTS, ADVA}ICES A]ID LOAJ]S
(I) Perlod endcC 19_
(2) nsoe

(3) Locotlon Ao@Et ol ?otal 0r Ba).-
Chan6e Slnce 6nca a6 ot

(6) caplral crante
(s) FeEervatlon
(b)
(")

Prlor ReDort Abov. Datc

-Tilr- ---Ttrt-
-IncreaEe
-Dacreaaa
-86Ienca

tro,oJo.oi:+ $ 125,o)o,oc

(d) liet Arlocatlon .;,.,,...,
(e) Cootrsct-fncleaae r.,.. i.
(r) -Decreaoc,......
(s) -Brlsnce.....".
(h) Dloluoeoents
(r) undtauur. Contr6ct CooE,.

pfAlf-catton-In.rea6e .,,,.
(b) -Dccrea6. ,...,
(") -Bar6ncc...,..
(i) cortr6ct-Increase . r.....
(.) -D^.rea6e,,.....
(f) -Bal&n.c....,,..

(7)

Contract A%11. -Increalc.
-De.reaae.
-89l6nc..

P!1nc1pal-D15bur!ement ..
-Frpalren'" .....

AvaI).. Contract Cqm. ,.,
1

(0

(e) Temnorary LmnB
(oi Allocatlon-lrcr.aae,.
(b) -Decresee ..
(.) -Batsnce,..
(d) contrsct-Increa6e,...
(.) -Csr:ellatlons
(f) -wslver6 .....
(s) -Blsnce .,,..
(h) Fed.F1n.-DtBbuseDents

-Bepayt8. fr@:
-ProJ .Rcpay,A/C.
-Pr1v. Fl.n. ....

-Pr1n. L@n !a1,,.
Pr1v,f1n.-ht.EEc.ilotca .

-Repalns. rroE:
-ProJ ,nepsy.A/C

-Prln -L@n 8aI. .
t:l
(o)
(p) Avalf. Contrsct Co@.
(q) PrevsI. Pr1v. f 1n. , .

(r) Dst. sutEltte.i l a1 -Revi

/r^\.^-rr.r-r -^-.--r or L Pla ha
been reduced to zero,

9/25/61

E-20O. r3
(5-59)

(l+) ne8lou Fo, _
(r) ProJcct No. _

(1)
(J)
(k)
(r)
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7-I 0-43

Section 43

REPORTS-RETOCATION GRANTS

A separate Form H-200.I3, Project Capital Grants, Aduances and,
Loans, the title of which shall be changed to Relocation Grants (Ex-
hibit A) shall be submitted by intlividual project. The word Capital in
item (6) of the form shall be lined out. The information to be reported
shall be in accordance with the following explanatory remarks which
correspond to the parenthetical numbers on Exhibit A:

( 1) Enter the month-end as of which the report is prepared.
(2) Enter the name of the Local Public Agency.
(3) Enter the eity and State in which the Lioeal Public Agency

is located.
(4) Enter the number of the Region preparing the report.
(5) Enter the number of the project being rcported.

fnstructions for Column (11)-Items (6) (a) through (6) (i) :

(6) (a) Enter amount of increase since prior report as sholvn in
column (4) of the Rclocation Grant Record^

(b) Enter amount of decrease since prior report as shown in
column (5) of the Relocation Grant Record,.

(c) Enter difrerence between items (6)(a) antl (6)(b). If
item (6) (b) exceeds item (6) (a), show the difference in
parentheses, or if item (6)(a) exceeds item (6)(b), show
the difference without parentheses.

(d) Enter difference between the Net Allocation as of the date
of the report being prepared (current report) and the Net
Allocation as of the date of the prior report. If the prior
report Net Allocation exceeds the current report Net Al-
location, show the difference in parentheses. If the current
report Net Allocation exceeds the prior report Net Alloca-
tion, show the difference without parentheses.

(e) Enter amount of increase of Contract since prior report
as shown in column (8) of the Relocation Grant Record,.

(f) Enter amount of decrease of Contraet sinee prior report
as shown in column (9) of the Relocation Grant Record.

(g) Enter differences between items (6) (e) antl (6) (f ). If item
(6) (f) exceeds item (6) (e), shorv difference in parentheses,
or if item (6) (e) exceeds item (6) (f), show differenee with-
out parentheses.

9/25/51 Poge I
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(h) Enter amount of disbursement(s) since prior report as
shown in column (11) of the Rclocation Grant R,ecord,.

(i) Enter difference between the Undisbursed Contract Com-
mitment as shown by the prior report and. the Undisbursed
Contract Commitment as sho'lvn by the current report. If
the Undisbursed. Contract Commitment as shown by the
prior report is greater than the Undisbursed Contract Com-
mitmeut as shown by the current report, show the difference
in parentheses, or if the reverse is true, show the difference
without parentheses.

fnstructions for column (12)-Items (6)(a) through (6) (i) :

(6) (a) Foot column (4) of the Rclocation Grant Record, and enter
total here.

(b) Foot column (5) of the Relocation Grant Record, ancl enter
total here.

(c) Enter balance frorn column (6) of the Relocation Grant
Record,.

(d) Enter the Net Alloeation from column (7) of the Reloca-
t'ion Grant Record^

(e) Foot column (8) of the Rclocation Gre,tl,t Record ancl enter
total here.

(f ) Foot column (9) of the Relocation, Grant Recorcl and enter
total here.

(g) Enter balance from eolumn (10) of the Relocation Grant
Record,.

(h) f'oot column (11) of the Belocation Grant Record and enter
total here.

(i) Enter the Undisbursed Contract Commitment from column
(12) of the Relocation Grant Record,.

(7) Not applicable.
(8) Not applicable.
(9) Show date of submission to the Division of Finance and

Accounts.
(10) The Director, Administrative Branch, or his designee, shall

eertify the report.

Poge 2 9/25/61
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EXHIBIT A

EOUSINC A{D 8Oi,{D TIIiAiICE AC:IICY
Slm Claalance and Urban Reneval Proglao
rs6[s4txtxsr4rsdilssl$r,\fit3d[!6x[6Iltr
(l) Perlod eoded 

-.-, 

19_

(2) ra6e

(3) Locatlon

RELOCATION ORINTS

8-200.13
(5-t9)

(lr) negloo Fo. _
(r) ProJoct Fo. _

tu@nt of Tot6l of Bal-
Chanse Slnca ance as o!

(6)

(z)

[(ltlllc crants
{-a)-EEEiiiSiGn-rhcresBe . . .,
(b) -oec!es6. ,,.,
(c) -Bslance .,...
(d) Nct Allocatton ..,,.. r.,.
(e) Cootrsct-fncrcaae !. r r...
(r) -Decre66c..,....
(s) -Belancc ,..,.,..
(h) Dlsbuseoents
(t) UnateUur. Contlsct Co6E,.

Prlor ReDort Abovc Deta---TrI]- ----1ET-
s$

lifli-reet(b)
(")

1oo-Incre6se
-Dccre66e
-B31ance

(d
(e
(f
(s
(h
(I
iL
(k
(r
(o

Coatract-Incresse .....,

-BaIonce......,
Cont16ct 4811. -Jncrea!e

-Dacr?a€e
-86 Ia ncq

PrLnclIal-Dlsbursement .
-liepa)reni .,..
-Balance ......

Aval,l. Contract CoM. ..
(8) Tercorary L€n6

(a) AlIocBtlon-Incr.a6e ..
(b) -Decresoe ,.
(") -BaIaDc. ...
(d) contrBct-Increa€c ..,.
(.) -can:ellstlons
(f) -walvers .....
(e) -Bstance ..,..
(h) fed,f1D.-DtsbuseEents ..

-FePayt8. fr6:
(r) -ProJ.Repay.A/c.
(J) -Prlv' r'tn. '...(k) -Prln. L6n Eal,.,
(1) P.l.v,Pln.-ADt.Esc.llotea .

-RePa)d3. tloE:
(.) -P!oJ.F.psy.A/C
(") -Fcd. Fln.....
(o) -Prln.L@n BsI..
(p) rvall contract Co@. .,.
(q) Preval. Priv. Fln. ,.....

(9) Dete 6ubor.tted _, 19_

(1o) certifled cotrect
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Section 44

REPORTS-COMMUNITY RENEWAT GRANTS

A separate X'orm H-200.73, Project Capital, Grants, Ailtsances anil,
Loans, the title of which shall be changed to Commu,nttg Renewal Grants
(Exhibit A), shall be submittetl by inclividual program. The word
Capital in Item (6) of the form shall be lined out. The information to
be reported shall be in accordance with the following explanatory
remarks which correspond. to the parenthetical rumbers on Exhibit A:

(1) Enter the month-end as of which the report is prepared.
(2) Enter the name of the Public Body.
(3) Enter the city and state in which the Public Botly is loeated.
(4) Enter the number of the Region preparing the report.
(5) Enter the number of the project being reported.

Instructions for column (11)
(6) (a) Enter the amount of increase in allocation sinee prior report

as shown in column (4) of F'orm H-200.20, Community
Renewal Grant Record^ (In this report allocations are also
reported. as reservations. )

(b) Enter amount of decrease in allocation since prior report
as shown in column (5) of Form H-200.20.

(c) Enter difference between items (6)(a) antl (6)(b). If item
(6)(b) exceeds item (6)(a), show the differeuce in paren-
theses or if item (6) (a) exceerls item (6) (b), show the tlif-
ference without parentheses.

(d) Enter the same amount which is entered on line (6) (c).
(e) Enter amount of increase of Contract since prior report as

shown in column (7) of Form H-200.20.
(f) Enter amount of decrease of Contract since prior report as

shown in column (8) of Form H-200.20.
(g) Enter difrerence between items (6)(e) and (6)(f). If item

(6) (f) exceeds item (6) (e), show difference in parentheses
or if item (6) (e) exceeds item (6) (f ), show difference with-
out parentheses.

(h) Enter the d.ifference between the increase in disbursements
since the prior report as shown in column (10) of Form
H-200.20 and the sum of the increase since prior report in
Refunds, column (12), and Accounts Receivable Credits,
column (16), as shorvn on Form H-200.20. If the increase in
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column (10) is larger than the sum of the inerease in column
(12) antl the increase in column (16), shorv the d.ifference
rvithout parentheses. If the increase in column (10) is less
than the sum of the increase in column (12) and the increase
in column (16), show the difference with parentheses.

(i) Enter difference between Undisbursed Commitment, column
(la) of Form H-200.20, as shown by prior report and Undis-
bursed Commitment as sho'wn by current report. If Undis-
bursed Commitment as shown by prior report is greater than
Undisbursed Commitment as shown by current report, shorv
difference in parentheses or if the reverse is true, shorv differ-
ence without parentheses.

Instructions for column (12) :

(6) (a) Foot column (a) of Form H-200.20 and enter total here.
(b) Foot column (5) of Form II-200.20 and enter total here.
(c) Enter balance from column (6) of Form H-200.20.
(d) Enter balance from column (6) of Form H-200.20.
(e) Foot column (7) of Form H-200.20 and enter total here.
(f ) Foot column (8) of Form H-200.20 and enter total here.
(g) Enter balance from column (9) of Form H-200.20.
(h) Foot columns (10), (12) and (16) of Form H-200.20. Enter

the difference between the total of column (10) ancl the sum
of the totals of columns (12) and (16).

(i) Enter Undisbursed Commitment from column (14) of Form
H-200.20.

Poge 2 9/25/61
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EXHIBIT A

EOUSI}IC AND EOi'O FINAIICE ACENCY

lur(joaqEoEGfr irrHtlo(EgogdY r"tww
B-200.
(5-59)

r3
ComuJrlty Reneral Progre

COI8'IiJN III RiNcr,i.[ OR$J tS

Perlod cnded l9 (lr) ncgroo Fo. _
(2) t{BEe (r) ProJlct l{o

(3) Locatlon Abount of Totol ol Ba1-
ChanEc Slnc. ancc aa o,

(6) m(morentB
G)-r6;;;;ti;n
(b)
("i

Prlor Report _A!91,9_!Btc_(rl) (12)
-Inc!ea6e
-Dccrcaaa
-86 Ianca

$

(d)
(u)
(f)
(3'

N.t Alloc.tlon
Contract-Incrca6e ..,....

-Bslance . . , . , . . .
Dtsbu.esent6
Undlsbur, Contract CoEE, .

(h)
(r)

(7)

c
-Decreaoc .. .,.
-lAIEnce ......

Cortract-Increasc .,.,...
-D.crea6e,......
-Bqlonca . . . . . . . .

Contr6ct Acll. -Incrc6!c.
-Decre66e.
-Balance.

d

f
(e
(h
(I
iL
(k
(I
(o

Prlnclpal.-Dl sbu!seoent
-Bepa)tent .. .
-Balance ... . .

Avall. Cootroct Co@. .
(B) Te@olory L6n6

(a) Allocatton-Inclca6e . !,.,
(b) -DecleaEe ,....
(") -Barancc,....,
(d) Contrsct-Increa6c ..,....
(c) -C6nrel)-atlons ..
(r) -lla1vers....,...
(e) -Eal,dncc........
(h) Fed.Pln.-DlsbwseEent. ..

-Repayt3. fr@:
( 1 ) -ProJ.R.!ay,A/c.
(J) -Pr,.v. Ftn. ...,
(x) -Prtn. Lsn 06r,.
(I) Prlv.ftn.-tut,Esc.Not.e .

(o)
(r)
(o)
(p)

-Repayto. froo:
-ProJ.Rcp6y.A/c
-F.d. Fln. ..,

-Pr1n.L@n BaI.
Avall. Contract Co@. . .

(q) PrevaL. Pr1v. Fln. .,,,
(9) D6tc subBltted _, 19- *Insludes lccoutg Recelvable, lf ey.

(10) certlllcd correct
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Section 45

REPORTS_PROJECT TOANS

A separate Form H-200.13(a), Project Loans (Exhibit A) shall be
submitted by individual project.

The information to be reported. on Form H-200.13(a) shall be in
accordance with the following explanatory remarks:

(1) The interest rate applicable to the original Loan and Grant Con-
tract shall be inserted as the heading in the space provided. above
eolumn (8) of Form H-200.13(a), the interest rate applicable
to the first amendment containing an interest rate in column (9)
and so on. A contract and consecutive amendment(s) or con-
secutive amendments only, bearing the same interest rate shall
be combined for the purposes of this report only if they are
applicable to the same Treasury Note.

(2) Enter in columns (8), (9), (10) or (12), as applicable, in the
spaces provided on Form H-200.13(a) the Treasury Note Identifi-
cation(s) shown on Form H-200.10, Project Temporarg Loan
Record,.

(3) If one interest rate applies to all the transactions record.ed. on
Form H-200.10, such interest rate shall be shown immediately
above column (12) of Form H-200.13(a) and columns (8), (9)
and (10) will not be userl. If at a later date another interest rate
becomes applicable for the project, it will be necessary to com-
plete columns (8) and (9) as provided in these instructions, as
well as column (12). An interest rate in such event will not be
shown above column (12).

(a) The amounts which shall be reported opposite items (a) through
(o) antl item (q) in columns (11) antl (12) of Form H-200.13(a)
shall be the same amounts reported opposite items (8) (a)
through (8) (o) and (8) (q) in columns (11) antl (12) of the
related Form H-200.13. The amount to be reported in column
(12) for line (p) of Form II-200.13(a) is the combination of
amounts shown on lines (A) (p) and (8) (q) of the related Form
H-200.13. The amount to be reported in column (11) for line (p)
of Form If-200.13(a) will be a derived amount taken from the
figure obtained for column (12) above and a eomparable figure
in the prior report.

(5) After the amounts have been entered in columns (11) antl (12) of
Form H-200.13(a) as provided in (a) above, the information to
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be reported in columns (8), (9) antl (10) of Form H-200.13(a),
as required, shall be in aecordance with the following explanatory
remarks which correspond to the parenthetical Ietters on Ex-
hibit A. The amount entered on eaeh line in columns (8), (9)
and (10) as provided below, rvhen added together should equal
the amount entered. on the same line in column (12).
(a) Enter the amount in column (a) of Form H-200.10 applica-

ble to the original contract interest rate in column (8)
of Form H-200.13(a). Enter the amount in column (a) of
Form H-200.10 applicable to the first amendatory contract
interest rate in column (9) of Form H-200.13(a). Enter the
amount in column (a) of Form H-200.10 applicable to the
seeond amendatory contract interest rate in column (10) of
Form II-200.13(a).

(b) Enter the amount in column (5) of Form H-200.10 appli-
eable to the original contract interest rate in column (8) of
Form II-200.13(a). Enter the amount in column (5) of
Form H-200.10 applicable to the first amendatory contract
intcrest rate in column (9) of Form H-200.13 (a). Enter the
amount in column (5) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form II-200.13(a).

(c) Subtract (b) from (a) in each eolumn and enter the balance
on this line.

(ri) Enter the amount in column (7) of Form H-200.10 appli-
cable to the original contract interest rate in column (8) of
Form H-200.13(a). Enter the amount in column (7) of
Form H-200.10 applicable to the first amendatory eontract
interest rate in column (9) of Form H-200.13(a). Enter
the amount in column (7) of Form II-200.10 applicable to
the second amendatory contract interest rate in column (10)
of Form II-200.13(a).

(e) Enter the amourrt in column (8) of Form If-200.10 appli-
cable to the original eontraet interest rate in column (8) of
Form H-200.13(a). Enter the amount in column (8) of
Form H-200.10 applicable to the first amenclatory contract
interest rate in column (9) of Form H-200.13 (a). Enter the
amount in column (8) of Form H-200.10 applicable to the
seeoncl amendatory eontraet interest rate in eolumn (10) of
Form H-200.13(a).

(f) Enter the amount in column (9) of Form H-200.10 appli-
cable to the original contraet interest rate in column (8) of
Form H-200.13(a). Enter the amount in eolumn (9) of
Form H-200.10 applicable to the first amendatory contract
interest rate in column (9) of Form I[-200.13(a). Enter the
amount in eolumn (9) of Form II-200.10 applicable to the
second amendatory eontract interest rate in eolumn (10) of
Form H-200.13 (a).
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(g) Subtract the total of (e) and (f) in each column from the
amount of (d) in each eolumn and enter the balanee on this
line.

(h) Enter the amount in column (L1) of Form H-200.10 appli-
cable to the original contract interest rate in column (8) of
Form H-200.13(a). Enter the amount in column (11) of
Form II-200.10 applieable to the first amendatory contract
interest rate in column (9) of Form If-200.13 (a). Enter the
amount in column (11) of Form If-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

(i) Enter the amount in column (12) of tr'orm H-200.10 appli-
cable to the original contract interest rate in column (8) of
Form H-200.13(a). Enter the amount in column (12) of
Form H-200.10 applicable to the first amendatory eontract
interest rate in eolumn (9) of Form H-200.13(a). Enter the
amount in column (12) of Form H-200.10 applieable to the
second amendatory contract interest rate in column (10) of
X'orm H-200.13(a).

(j) Enter the arnount in column (13) of Form H-200.10 appli-
eable to the original contract interest rate in column (8) of
Form II-200.13(a). Enter the amount in column (13) of
Form II-200.10 applicable to the first amendatory contract
interest rate in eolumn (9) of Form H-200.13 (a). Enter the
amount in column (13) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

(k) Subtract the total of (i) and (j) in each column from the
amount of (h) in each column and enter the difference on
this line.

(1) Enter the amount in column (15) of Form H-200.10 appli-
cable to the original contraet interest rate in eolumn (8) of
Form H-200.13(a). Enter the amount in column (15) of
Form H-200.10 applicable to the first amendatory eontraet
interest rate in column (9) of Form H-200.13(a). Enter the
amount in eolumn (15) of Form H-200.10 applicable to the
second amendatory contract interest rate in eolumn (10) of
Form H-200.13(a).

(m) Enter the amount in eolumn (16) of Form II-200.1,0 appli-
cable to the original contraet interest rate in eolumn (8) of
Form H-200.13(a). Enter the amount in column (16) of
Form H-200.10 applicable to the first amendatory contract
interest rate in column (9) of Form H-200.13(a). Enter the
amount in eolumn (16) of Form H-200.10 applicable to the
seeond amendatory contract interest rate in column (10) of
Form H-200.13(a).

(n) Enter the amount in column (17) of Form H-200.10 appli-
cable to the original eontraet interest rate in eolumn (8) of
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7-10-45 Reports-Proiect Loqns

Form H-200.13(a). Enter the amount in column (17) of
Form H-200.10 applicable to the first amendatory contract
interest rate in column (9) of Form H-200.13(a). Enter the
amount in column (17) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

(o) Subtract the total of (m) antl (n) in each column from the
amount on line (l) in each column and enter the difference
on this line.

(p) Subtract the total of
total of (g), (j) anal
ference on this line.

(h) and (l) in each column from the
(n) in each column and enter the dif-

Poge 4 9/25/61
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Administrotive Proclice Hondbook-Field Service

Port 7. Accounring ond Fitcol Procedurcr
Chopler 10. Slum Cleoroncc ond Urbon Renewol Progrom

7-1046

Section 46

REPORTS-COMBINAIION ACCOUNT IOI.I2 CASH AND REPORT

See Section 7 -70-77, General Letlger, for reporting requirements.

9/25/61 Poge I



Adminislrotive Procticc Hondbook-Sicld Scrvicc
Poil 7. Accounting ond Fircol Procodurcr
Choptor 10. Slurn Clcoroncc ond U.bon Rcncwol Progrom

7-1047

Section 47

REPORTS-QUARIERTY REPORT OF OUTSTANDING TOANS AND
ADVANCES BY INTERESI RATE

As of the close of each calendar quarter, March 31, June 30, Septem-
ber 30, and December 31, a Quarterly Report of Outstanding Loans and
Advances by Interest Rates (Exhibit A) shall be prepared. The
totals shown in the l.loans column and in the Advances column shall
be agreed and reconciletl with the general ledger balances of Aecounts
111.16, Temporary I-roans, antl 111.41 Advances, respectively.

9/25/51 Pogc I



Reports-Qusrte?ly Report of Oulslonding loons ond Advonces by lnterert Rote 7-1047

EXHIBIT A

esri.rly 84* o! rt.Ed!4 h!. .d ldtft..
by l.br..t &t..
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Adminirlrotivr Procticc Hondbook-Ficld Scrvice
Port 7. Accounting ond Fircol Procedurer

Chopfcr 10. Slum Clcorcncc and Urbon Rcnewol Prog;om

Section 55

CHART OF GENERAL TEDGER ACCOUNTS

7-r0-55

101

Cotegory

Cash

111
Loans and
Advances
Reeeivable:

721
Accrued:
Receivables:

131
Aecounts
and Notes
Receivable:

201
Accounts
Payable:

121.16

121,.41

Accounl
Number Iitle

ASSETS

101.11 Cash in Transit
101.12 Cash
101.13 Cash-Inspection and Audit Fees
101.14-Cash-Grant Funds

111.16
111.41

Temporary I-:oans
Advances

Accrued fnterest Receivable-Temporary
Loans
Accrued Interest Reeeivable-Advances

Accounts Receivable-fnspection and Audit
Fees
Accounts Receivable-Community Renewal
Grants

UAB[.tilES

t?t.22

131.26

9/25/61

201.11 AccountsPayable
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7.1 0.55

Cotcgory

221
Trust and
Deposit
I-,iabilities

321,
Unreserved
Surplus (or
Deficit) :

331
Real and
Nominal
Accounts:

4t1
Interest:

54L
Grants:

Accounl
Number

227.72
221,r9

32t.22
327.23
321.26

411.16
411.41

INTEROFFICE CONTROT ACCOUNTS

331.51 Regional Offiee Books-Account with Cen-
tral Office

tNcorllE

Chsrr of Generol ledger Accounls

fitle

llABlllIlES (Continued)

Irrspection and Audit Fees
Courtesy Deposits

CAPITAT

Cumulative Project Capital Grants
Cumulative Relocation Grants
Cumulative Community Renerval Grauts

fnterest Earned-Temporary I-:oans
Interest Earned-Advances

EXPENSE

Project Capital Grants
Relocation Grants
Community Renewal Grants

54t.72
541.13
541.16

Pcgc 2 ,/2s/6t



Section 56

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

I0I.II Cosh in Tronsit

This is a debit balance (asset) account maintained to record cash
collections in transit at the end of each month.

Administrotive Prsctice Hondbook-Field Service

Porl 7. Accounting ond Fiscol Procedurer
Chopler 10. Slum Cleoronce snd Urbon Renewql Progrom

Debit this account with:
26. Amounts of cash colleetions in

transit at the end of each
month.

7.1 0-55

Credit this account with:
28. Amounts of month-end ad-

justments for cash colleetions
in transit reversed as of the
beginning of each month.

Credit this account with:
2. Amounts of excess funds for

advances and loans returned
to the Central Office.

5. Amounts of vouchers sched-
uled for payment of atlvances.

6. Amounts of vouchers sched-
uled for payment of tempo-
rary loans.

8. Amounts of vouchers sched-
uled for payment of advances
plus the amounts of inspec-
tion and audit fees collected
by setoff.

9. Amounts of vouchers sched-
uled for payment of tempo-
rary loans plus amounts of
inspection and audit fees col-
lected by setoff.

l0I.I2 Cosh

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Office for the purpose
of making advances and loans to Local Public Agencies in the Region.

Debit this account rvith:
1. Amounts of funds transferred

from the Central Office for ad-
vances and loalls.

10. Amounts of temporary loans
receivable collected by setoff
against requisitioned amounts
of relocation grants.

11. Amounts of temporary loans
and accrued interest thereon
collected by setoff against req-
uisitioned. amounts of project
capital grants.

14. Amounts collectecl represeut-
ing unobligated balances of
advances.

15. Amounts collected as re-
payments of ad.vances and
amounts of accrued interest
collected on such advances,

9/2s/61 Poge I



7-t0-56 Description of Generol ledger Accountt

Credit this account with.

24. Amounts of Courtesy Depos-
its transferred to the Central
Office.

17. Amounts collected as repay-
ments of temporary loans. 26. Amounts of cash collections

in transit at the end of eaeh
month.23. Amounts collected and. depos-

itetl whieh are for the account
of another Regional Office.

28. Amounts of month-end adjust-
ments for cash collections in
transit reversed as of the be-
ginning of each month.

35. Amounts of inspection and
audit fees credited to l-,local
Public Agencies indebtedness.

I0l.I3 Cosh-lnspection ond Audit Fees

This is a debit balance (asset) account maintained to show the amount
of inspection and audit fees collected and transferred to the Central
Office.

Debit this account with:

16. Amounts of accrued interest
collected on f,emporary loans.

Debit this account with:

8. Amounts of inspection and
audit fees collected by setoff
against requisitioned amounts
of advances.

9. Amounts of inspection and
audit fees collected by setoff
against requisitioned amounts
of temporary loans.

20. Amounts of inspection and
audit fees collected which were
previously billetl.

28. Amounts of month-end atljust-
ments for cash collections in
transit reversed as of the be-
ginning of each month.

Poge 2

Credit this account with:

26. Amounts of cash collections
in transit at the end. of each
month.

34. Amounts of inspection and
audit fees refunded to l-.local
Public Agencies.

35. Amounts of inspection and.
audit fees credited to I-.iocal
Public Agencies' indebted-
ness.

36. Amounts of inspection
audit fees transferred to
Central Office.

and
the

9/25/61



Description of Generol ledger Accounts 7-t0-56

l0I.l4 Cosh-Gronl Funds

This is a debit balance (asset) account maintained to show the unex-
pended eash balance available to the Regional Office for making grants
to I-,local Public Agencies or Public Bodies.

Debit this account with: Credit this account with:
3. Amounts of funds transferred

from the Central Office for
grants.

21. Amounts of Community Re-
newal grants collected which
were previously billed.

22. Amounts collected represent-
ing refunds of Community Rc-
newal grant funds not previ-
ously billed or billed on in-
voices not specifying an
amount.

27. Amounts of grant disburse-
ments which have not been ae-
complished by the Treasury
Regional Office at the end of
each month.

6. Amounts of vouchers sched-
uled for payment of tempo-
rary loans.

9/25/61

4. Amounts of exeess grant
funds returned to the Central
Office.

7. Amounts of vouchers sched-
uled for payment of grants.

10. Amounts of relocation grants
requisitioned by Local Public
Agencies where collections by
setoff of temporary loans re-
ceivable are involved.

11. Arnounts of project capital
grants requisitioned by Local
Public Agencies lvhere collec-
tious by setoff of temporary
loans receivable and accrued
interest receivable thereon
are involved.

26. Amounts of Community Re-
newal grant refunds in
transit at the end of each
month.

Amounts of temporary loans
collected by setoff against req-
uisitioned amounts of reloea-
tion grants.

Poge 3

28. Amounts of month-end adjust-
ments for Community Renewal
grant refunds in transit re-
versed at the beginning of each
month.

29. Amounts of month-end ad.-
justments f or unaccomplishetl
grant disbursements reversed
as of tJre beginning of each
month.

llI.I5 femporory loons

This is a debit balance (asset) control account maintained to record
transactions applicable to temporary loans. The debit balance of this
account represents the total outstanding amount of temporary loans due
from Local Public Agencies.

Debit this account with: Credit this account with:
10



25. Amounts of courtesy deposits
of temporary loans collected.
transferred from the Central
Office.

Maintain individual subsidiary account for each project

I I l.4l Advsnces

This is a debit balance (asset) control account maintained to recorcl
transactions applicable to advances. The debit balance of this account
represents the total outstanding amount of advances due from Local
Public Agencies.

7.10-56

Debit this account with:
9. Amounts of temporary loans

requisitioned where collections
by setoff of inspection and au-
dit fees and. advances re-
ceivable and. accrued interest
thereon are involved.

Debit this account with:
5. Amounts of vouchers sched-

uled for payment of advances.

8. Amounts of atlvances requisi-
tioned where collection by set-
off of inspection and audit fees
are involved.

31. Amounts of advances, applica-
ble to a reactivated project or
for which provision has been
made for repayment thereof,
transferred from the Central
Office.

Description of Genernl Ledger Accounls

Credit this account with.

11. Amourrts of temporary loans
collected by setoff against req-
uisitioned amounts of project
capital grants.

17. Amounts collected as repay-
ments of temporary loans.

Credit this account rvith:

9. Amounts of advances col-
lected by setoff against requi-
sitioned amounts of tempo-
rary loans.

14. Amounts collected represent-
ing unobligated" balances of
advances.

15 Amounts collected as repay-
ments of advances.

30. Amounts of advances trans-
ferred to the Central Office
because the advances have
been determined to be uncol-
Iectible, or for other reasons.

35. Amounts of inspection and
audit fees credited to I-.rocal
Public Agencies' indebted-
NCSS.

Maintain individual subsidiary account for each project.

Poge 4 9/25/51
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Description of Generql ledger Accounts 7-r0.55

l2l.l6 Accrued lnterest Receivqble-Temporory Losns

This is a debit balance (asset) control account maintained. to record
the arnount of accrued interest receivable on temporary loans. The
debit balance in this account represents the total accrued interest re-
ceivable on temporary loans due from I-rocal Public Agencies.

Debit this account with: Credit this account with:
13. Amounts of interest accrued 11. Amounts of accrued interest

on temporarv loans' 
;; J.'rT#"re"'".fffi":3i,tt""'j:$
amounts of project capital
grants.

16. Amounts of accrued interest
collected on temporary loans.

25. Amounts of courtesy deposits
of accrued interest on tempo-
rary loans collected trans-
ferred from the Central Of-
fice.

Maintain individual subsidiary account for each project.

I2l.4I Accrued lnterest Receivoble-Advonces

This is a debit balance (asset) control account maintained to record
the amount of accrued interest receivable on advances. The debit
balance of this account represents the total accrued interest receivable
on advances due from Local Public Agencies.

Debit this account with:
12. Amounts of interest accruecl

on advances.

31. Amounts of accrued interest
receivable on advances appli-
cable to a reactivated project
or for which provision has
been macle for repayment of
such interest, transferred from
the Central Office.

Credit this account with:
9. Amounts of accrued interest

on advances collected by set-
off against requisitioned
amounts of temporary loans.

15. Amounts of accruerl interest
collected on aclvances.

30. Amounts of accrued interest
on advances transferred to
the Central Office because the
amount has been determined
to be uncollectible, or for
other reasons.

Maintain inclividual subsidiary aceount for each project.

9/25/61 Poge 5



7.t 0.56 Description of Generol [edger Accounts

131.22 Accounts Rereivable-lnspection ond Audit Fees

This is a debit balance (asset) account maintained. to show the
balance of uncollected inspection and audit fees billed to I-,local Public
Agencies.

Debit this account with: Credit this account with:
18. Amounts of invoices rendered 20. Amounts of inspection and

covering inspection and audit audit fees collected which
fees. were previously billetl.

131,26 Accounts Receivoble-Communily Renewsl Grqnts

This is a debit balance (asset) account maintained to show the out-
stand.ing balance of refunds due the Government for overpayments of
community renewal grants for which invoices have been rendered.
Debit this account with: Credit this aecount rvith:
19. Amounts of invoices rendered 21. Amounts of accounts receiva-

covering refunds of com- ble collected.
munity renewal grants.

20l,It Accounls Poyoble

This is a credit balance (liability) account maintainerl to record the
amount of cash disbursements which have not been accomplished by
the Treasury Regional Office at the end of each month.

)

Debit this account with:
29. Amounts of month-end ad-

justments for unaceomplishetl
grant disbursements reversed
as of the beginning of each
month.

Credit this account with:
27. Amounts of grant disburse-

ments which have not been
accomplished by the Treasury
Regional Office at the end of
each month.

221.12 lnspection ond Audir Fees

This is a credit balance (liability) account maintained to show the
balance of inspection and audit fees collected or due whieh has not been
transferred to the Central Office.

Debit this account with: Credit this account with:
34. Amounts of inspection and 8. Amounts of inspection and

audit fees refunded to Local audit fees collected by setoff
Public Agencies. against requisitioned amounts

of advances.
35. Amounts of inspection and au-

dit fees credited to Local Pub- 9. Amounts of inspection and
lic Agencies'indebteness. audit fees collected by setoff

against requisitioned amounts
36. Amounts of inspection and au- of temporary loans.

dit fees transferred to the Cen-
tral Office. 18. Amounts of invoices rend.ered

i3J;"t"* 
inspection and audit

Pcgc 6 9/25/51



Description of Generql ledger Accounts 7-rG56

221.19 Courtesy Deposits

This is a credit balance (liability) account maintained to show the
balance of collections made for other Regional Offices which have not
been transferred to the Central Office.

Debit this account with: Credit this account with:
24. Amounts of courtesy deposits 23. Amounts collected and depos-

transferred to the Central Of- ited which are for the account
fice. of another Regional Office.

32I.22 Cumulotive Proiecl Copilol Gronls

This is a normal debit balanee (surplus) account naintained to show
the eumulative amount of project capital grant funds disbursed to
Local Public Agencies.

Debit this account with: Credit this account with:
37. Amount of project capital

grants disbursed each fiscal
year transferred from Account
541.72 as of June 30 of eaeh
fiscal year.

321.23 Cumulotive Relocolion Gronls

This is a norrnal debit balance (surplus) account nraintained to show
the cumulative amount of relocation grant funds disbursed to l-rocal
Public Agencies.

Debit this account with: Credit this account with:
38. Amount of relocation grants

disbursed eaeh fiscal year trans-
ferred from Account 541.13 as
of June 30 of each fiscal year.

321.26 Cumulotive Community Renewol Gronls

This is a debit balance (capital) account maintained to show the
cumulative amount of community renewal grants disbursed in prior
fiscal years.

Debit this account with: Credit this account with:
39. Amount of community renewal

grants disbursed each fiscal
year transferred from Account
541.16 as of June 30 of each
year.

9/25/51 ?ogc 7



7-I 0-56 Schedule of Generol ledger Accounts

331,5I Regionol Office Books-Account with Centrol Office

This is a Regional interoffice control account maintained to record
transfer transactions between the Central Office and the Regional Office.

Debit this account lvith: Cretlit this account with:
2. Amounts of excess funds for 1. Amounts of funds trans-

advances and loans returned to ferred from the Central Of-
the Central Office. fice for advances and loans.

4. Arnounts of cxcess grant funds
returned to the Central Office.

25. Amounts of courtesy deposits
transferred from the Central 31.
Office.

30. Amounts of advances and ac-
crued. interest receivable there-
on less related. cument fiscal
year interest earnings trans-
ferred to the Central Office be-
cause the advances have been
determined to be uncollectible
or for other reasons.

36. Amounts of inspection and au-
dit fees transferred to the Cen-
tral Office.

Debit this account with:
32. Amount of interest earned on

temporary loans transferred to
the Central Office at the close
of each fiscal year.

3. Amourrts of funds trans-
ferred from the Central Of-
fice for capital grants.

Amounts of advances and
accrued interest reeeivable
thereon, applicable to a re-
activated project or for which
provision has been made for
repayment of the advances
and interest, transferred
from the Central Office.

32. Amount of interest earned. on
temporary loans transferred
to the Central Office at the
close of each fiseal year.

33. Amount of interest earned
on advances transferred to
the Central Office at the close
of each ffscal year.

36. Amounts of inspection and
audit fees transferred to the
Central Office.

Credit this account with:
13. Amounts of interest accrued

on temporary loans.

4I l.I6 lnterest Eorned-Temporory Loons

This is a credit balance (income) account maintained to record the
amount of interest earned on temporary loans.

Poge I '9/25/61



Schedule of Generol Ledger Accounts 7-I 0.56

4t I.{l lnterest Esrned-Advonces

This is a crealit balance (income) account maintained to record the
amount of interest earned on advances.

Debit this account with: Credit this account with:
30. Amounts of current fiscal year 12. Amounts of interest accrued

interest earnings transferred on advances.
to the Central Ofiice rvhen the
related. advances and accrued
interest thereon are so trans-
ferred.

33. Amount of interest earned. on
advances transferred to the
Central Office at the close of
each fiscal year.

54I.I2 Proiect Copitsl Gronts

This is a debit balance (expense) account maintained to record tle
arnounts of project eapital grant funds disbursed to Local Public
Agencies.

Debit this account with:
7. Amounts of vouehers sched-

uled for payment of project
capital grants.

11. Amounts of project capital
grants requisitioned by Loeal
Public Agencies where eollec-
tions by setofr of temporary
loans receivable and accrued
interest receivable thereon are
involved.

541.I3 Relocotion Gronts

This is a debit balance (expeuse
amounts of relocation grant funds
Debit this account with:
7. Amounts of vouchers sched-

uled for payment of relocation
grants.

Maintaiu individual subsidiary account for each project.

Credit this account with:
37. Amount of project capital

grants disbursed each fiscal
year transferred to Account
321.22 as of June 30 of each
fiscal year.

) account maintainetl to record the
disbursed to Local Public Ageneies.

Credit this account with:
38. Amount of relocation grants

disbursed each fiscal year
transferred. to Aceount 327.23
as of June 30 of each fiscal
year.

Poge 99/25/51



7-10.56 Schedule of Generol ledger Accounls

Debit this account with: Credit this account with:
10. Amounts of relocation grants

requisitioned by Local Public
Agencies where collections by
setoff of temporary loans re-
ceivable are involved.

Maiutain individual subsidiary account for each project.

541.16 Community Renewol Gronts

This is a debit balance (expense) account maintained to record the
net amount of community renewal grant funds disbursed during each
fiscal year.

Debit this account with: Credit this account with:
7. Amounts of vouchers sched- 19. Amounts of invoices rendered

uled for payment of eommu- covering refunds of commu-
nity renewal grants. nity renewal grants.

22. Amounts collected. represerrt-
ing refunds of community re-
newal grant funds not previ-
ously billed or billed on in-
voices not specifying an
amount.

39. Amount of commuuity re-
newal grants disbursed each
fiscal year transferred to Ac-
count 321.26 as of June 30
of each year.

Maintain individual subsidiary account for each program.

Poge I0 9/25/51



Administrotive Proctice Hondbook-Fietd Service
Port 7. Accounring ond Fircol Proccdures
Ghopter t0. Slum Cleoronce ond Urbon Renewol Progrom

Trons-

oclion
Numbcr ' Desoiplion

Amounts of funds trans-
ferred from the Central
Offiee for advances aud loans.
Posting media: Inter Ofi,ce
Transfer Vou,chers.

Dr.

101.12

Seclion 57

IYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES

331.51

101.14

331.51

Cr.

331.51

101.12 Cash.

7-to-57

Tirle

Cash.

Regional Office
Books-Account
with Central
Office.

Regional Office
Books-Account
with Central
Office.

1

2. Amounts of excess funds for
advances and loans returned
to the Central Office. Post-
ing media t Inter Office
Transfer Vou,chers.

3. Amounts of funds trans-
ferred from the Central
Office for grants. Posting
mealia : Inter Office Transf er
Vouchers.

Cash-Grant
Funds.

Regional Office
Books-Account
with Central
Offiee.

Regional Office
Books-Account
with Central
Office.

Cash-Grant
Funds.

Advanees.

Cash.

4. Amounts of excess grant
funds returned to the Cen-
tral Office. Posting media:
Inter Ofi,ce Transf er Votr,ch-
er s.

331.51

101.14

101.12

5. Amounts of vouchers sched- 111.41
uled for payment of ad-
vances. Posting media:
Vouchers anil Sch'ed,nles of
Payments.

9/25/51 Pogo I



7-ro-57

Trsns.
oclion
Number Descriplion

6. Amounts of vouchers sched-
uled. for payment of tempo-
rary loans. Posting media:
Vouchers ancl Sched,tiles of
Payments.

7. Amounts of vouchers sched-
uled for payment of grants.
Posting media : Vouchers and,
Sched,tr,le of Pagments.

8. Amounts of atlvances requi-
sitioned where collections by
setoff of inspection and audit
fees are involved. Posting
media r Schedules of Voucher
Ded,uctions attached to
Vouchers and Schednles of
Pagments.

9. Amounts of temporary loans
requisitioned where collec-
tions by setoff of inspection
and audit fees and ad.vances
receivable and accrued. inter-
est thereon are involved. Post-
ing media: Sched,ules of
V o uch er D ed,uction s attached
to Vouchers and, Schecl,ules of
Pagments.

10. Amounts of relocation grants
requisitioned by Local Pub-
lic Agencies where collections
by setoff of temporary loans
receivable are involved. Post-
ing media : Sched,ules of
V ouch er D educt ions attached
toVouchers and Bchedu,les of
Payments.

11. Amounts of project capital
grants requisitioned by Local
Public Agencies where col-
lections by setoff of tempo-

Poge 2

Typicol Transoctions with Appropriote Entries

Dr.

111.16

5+7.12
or

541.13
541.16

101.14

111.41
101.13

101.12
22t,12

Cr, Iirle

Temporary l-]oans.

101.12 Cash.

Project Capital
Grants.
Relocation Grants
Community Re-
newal Grants.
Cash-Grant
Funds.

Advances.
Cash-Inspection
ancl Audit Fees.

Cash.
Inspection and
Autlit Fees.

111.16
101.13

101.12
541.13

101.12
111.41
727.47

221.72

Temporary I.ioans.
Cash-Inspection
and Audit Fees.

Cash.
Advances.
Accrued Interest
Receivabl+-Ad-
vances.
Inspection and
Audit Fees.

101.14

111.16

Cash.
Relocation Grants.

Cash-Grant
Funds.
Temporary I-]oans.

Cash.
Project Capital
Grants.

101.12
547.72

9/25/51



Trqns.

oction
Number Descriplion

Typicol Tronsoctions with Appropriote Entries 7-10-57

fill.
Cash-Grant
Funds.
Temporary I-./oaus
Accrued fnterest
Receivable-
Temporary Loans

Dr, Ct.

101.14rary loans receivable ancl
accrued interest receivable
thereon are involved. Post-
irg nredia z Bchedu,les of
V ou,ch cr D eil,tLct io n s attached
to Vouchers and, Sched,u,lcs
of Pagm,ents.

12. Amounts of interest accrued l2l.4l
on advances. Posting media:
Journal, Vouchers.

13. Amounts of interest accrued
on temporary }oans. Posting
rncdia : J ou,rnal Vouclt ars.

121.16

14. Aurouuts collected represcrrt- 101.12
ing unobligated balances of
advances. Posting media:
C ertificates of Deposit.

Aeclued Interest
Receivable-Ad-
vances.

471.41 fnterest Earnecl-
Aclvances.

Accrued fntcrest
Receivable-
'Iemporary Loans,

411.16 Interest Eanrcrl-
Temporary Loans.

Cash.

111.41 Advances.

111.16
121.16

15. Arnounts collected as re-
payments of advances and
amounts of accrued interest
collected on such advances.
Posting media : Certificates
of Deposit.

16. Amounts of accruecl interest
collected on temporary loans.
Posting media : Certificates
of Deposit.

17. Amounts collected as repay-
ments of temporary loans.
Posting media t Certifi,cates
of Deposit.

9/25/51

Advanees.
Accrued fnterest
Receivable-Ad-
Yances.

Cash.

121.16 Accrued Interest
Receivable-
Temporary I-roans.

Cash.

111.16 TemporaryLoans.

Poge 3

10i.12

101.12

Cash.

111.41
727.41

101.12



7-to-57

Tronr.
oclion
Number Description

18. Amounts of invoices ren-
dered covering inspection and
audit fees. Posting media:
Inuoices.

19. Amounts of invoices ren-
dered covering refunds of
community renewal grants.
Posting metlia : Inaoices.

20. Amounts of inspection and
audit fees collected which
were previously billed. Post-
ing media : Certificates of
Deposit.

fypicol fronroctions wirh Appropriote Enlries

21. Amounts of comrnunity re- 101.14
newal grants eollected which
were previously billetl. Post-
iug media : Certificates of
Deposit.

Tirle

Accounts Reeeiv-

221.72

able-Inspeetion
and Audit Fees.

fnspection and
Audit Fees.

Accounts Receiv-
able-Community
Renewal Grants.

541.16 Community Re-
newal Grants.

Cash-fnspection
and Audit Fees.

137.22 Accounts Receiv-
able-Inspection
and Audit Fees.

Cash-Grant
Funds.

131.26

Dr.

t37.22

131.26

101.13

Cr.

Accounts Receiv-
able-Community
Renewal Grants.

22. Amounts collected represent-
ing refunds of community re
newal grant funds not pre-
viously billed or billed on in-
voices not specifying an
amount. Posting mediat Cer-
tif,cates of Deposit.

23. Amounts collected and de-
posited which are for the ac-
count of another Regional
Office. Posting media: Cer-
tifi,cates of Deposit.

24. Amouuts of courtesy deposits
transferred to the Central
Office. Posting media Inter
Office Transf er Vou,chers.

Poge 4

Cash-Grant
Fund.s.

541.16 Community Re-
newal Grants.

Cash.

227.79 Courtesy Deposits.

Courtesy Deposits.

101.12 Cash.

101.14

107.72

227.t9

9/25/61



Typicol frontoclrons wilh Appropriote Entries

frons"
oclion
Number Dercription

25. Amounts of courtesy deposits
transferred from the Central
Office. Posting media t Inter
Ofice Transf er Vouchers.

28. Amounts of month-end ad-
justments for cash collections
in transit reversed as of the
beginning of each month.
Posting media t Journal
Vouchers.

30. Amounts of advances and
accrued interest receivable
thereon and related current
fiseal year iuterest earnings
transferred to the Central
Office because the advances

9/25/51

7-ro-57

Iirlc

Regional Office
Books-Account
with Central
Office.

Temporary Loans.
Accrued Interest
Receivable-
Temporary Loans.

Cash in Transit.

Dr.

331.51

Cr.

111.16
121.16

101.12
101.13

26. Amounts of cash eollections
in transit at the end of each
month. Posting media t Jortr-
nal Vouchers.

101.11

27. Amounts of grant disburse- 101.14
ments which have not been
aecomplished by the Treas-
ury B,egional Office at the
end of each month. Posting
media t Journal Vouchers.

101.14

Cash.
Cash-Inspection
and Audit Fees.
Cash-Grant
Funds.

Cash-Grant
Funds.

201.11 AccountsPayable.

Cash.
Cash-Inspection
and Audit Fees.
Cash-Grant
Funds.

101.11 Cash in Transit.

Accounts Payable.

101.14 Cash-Grant
Funds.

Regional Office
Books-Account
with Central
Office.
Interest Earned-
Advanees.

Poge 5

101.12
101.13

101.14

29. Amounts of month-end ad- 201.11
justments for unaccom-
plishetl grant disbursements
reversed. as of the beginning
of each month. Posting
media z J ournal V ouchers.

331.51

417.41



7-ro-57

Trqns-

oction
Number Dascription

have been determined to be
uncollectible, or for other rea-
sons. Posting media: Inter
Ofi,ce Transf er Vouch,ers,
u.'hich shall contain complete
data for recording purposes
with respect to each subsidi-
ary account affected.

31. Amounts of ad.vances and
accrued interest receivable
thereon, applicable to a reac-
tivated project or for which
provision has been made for
repayment of the advances
and. interest, transferred.
from the Central Office. Post-
ing media Inter Office
Transfer Vouchers.

32. Amount of interest earnecl
on temporary loans trans-
ferred. to the Central Offiee
at the close of each fiscal year.
Posting media:- Inter Office
Transfer Vouch,ers.

33. Amount of interest earned
on ad.vances transferred to
the Central Office at the close
of each fiscal year. Posting
rnedia : Inter Office Trctnsf er
Vott,ch,ers.

34. Amounts of inspection ancl
audit fees refunded to Local
Public Agencies. Posting
media: Vou,cher and, Sched,-
ule of Paymemfs based on au-
thorization of the Urban Re-
newal Commissioner.

3ii. Amounts of inspection and
audit fees credited to l-:ocal
I']ublic Agencies' indebted-

Poge 6

Typicol fronsoctions with Appropriote Entries

Dr Cr. Iitle

111.41
721.41

Advances.
Accrued Interest
Receivable-Ad-
vances.

Advances.
Accrued fnterest
Receivable-Ad-
vances.

Regional Office
Books-Account
with Central
Office.

Interest Earned-
Temporary l-/oans.

Regional Office
Books-Accorrnt
with Central
Offrce.

Interest Earnccl-
Aclvances.

Regional Office
Books-Account
with Central
Office.

Inspcetion anrl
Auclit Fees.

Cash-Inspection
and Audit Fees.

111.41
tzt.4L

411.16

411.41

227.12

331.51

331.51

331.51

101.13

Cash.
Inspection and
Audit Fees.

101.12
221.72

9/15/61



Typicol Tronsoctions with Appropriote Entries

Trans.

oclion
Number Description

ness. Posting media: Memo-
randum advice from Re-
gional Director of Urban Re-
newal that the project was
terminated before any other
expenditures have been made
by the Local Public Agency,
or memorandum from the
Urban Renewal Commis-
sioner authorizing the creclit
if other expenditures have
been made by the Loeal
Public Agency.

36. Amounts of inspection and
audit fees transferred to
the Central Office. Posting
media z Inter Office Transf er
Vouchers.

37. Amount of project capital
grants disbursed each fiscal
year transferred to Account
32'1..22 as of June 30 of eaeh
fiscal year. Posting media:
,I o u,r n,a,l V ou ch. ar s.

38. Amount of re.location grants
disbursecl each fiscal year
transferred to Account 321.23
as of June 30 of each fiscal
year. Posting media : Journal
Vouchers.

39. Amount of community re-
newal grants disbursed. each
fiscal year transfemed to Ac-
eount 321.26 as of June 30 of
each fiscal year. Posting
nredia : ,Iournal, Vouchers.

9/25/61

7-to-57

Cr, Iirle

101.13 Cash-Inspection
and Audit Fees.

111.41 Advances.

Dr,

221.12

331.51

32t.22

321.23

327.26

331.51

101.13

547.12

Inspection and
Audit Fees.
Regional Ofifice
Books-Account
with Central
Office.

Regional Office
Books-Aecount
with Central
Office.
Cash-Inspection
and Autlit Fees.

Cumulative Proj-
ect Capital Grants,

Project Capital
Grants.

Curnulative Relo-
cation Grants.

541.13 Relocation Grants.

Cumulative Com-
munity Renewal
(]rants.

541 .16 Cornrnunity Re-
nerval Grants.

Poge 7
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Administrotivc Procticc Hondbook-Field Scrvice

Port 7. Accounring and Ficcol Procedures
Choprer Il. Urbon Plonning Assisloncc Progrom

7.ll-l

Section I

INTRODUCTION

The Regional Office fiscal and accounting requirements for the Urban
Planning Assistance Program as authorized by Section 701 of the
Housing Act of 1954, as amended, are preseribed in this chapter. Pro-
gram policies and procedures are contained in Volume VII and in other
releases.

Generally accepted commercial principles of accounting have been em-
ployed in the system which provides for decentralized aecounts on the
branch office prineiple. Control accounts for each Regional Office will
be maintained in the Central Offfce Division of Finance and Aceounts.
(lontra controllirrg aceour.rts s.hall be nraintained on the Regional Office
books.

The lrrocctlure includes specific instt'uctions for processing program
transactions antl maintaining books of account. The General Ledger
accounts and the Subsidiary I-.iedger (Forrn II-200.20, Project Planning
Grant Record), shall be established and maintained in aecordance with
the cletailed iustructions contained in Section 7-11-10. Cash receipts and
disbursements journals have not becn provided, since it appears that
the number of transactions to be handled mouthly by each Regional
Office will not u'arrant the use of strch books of original entry.

This procedure docs not include transactions relating to collections of
irrspection anrl audit fees which are now recorded in a separate General
I-,ledger established for deposit fund symbol 86X6753 (refer to Chap-
ter 30, Clearing and Deposit Fund Accounts).

tt/t/52 Poge I



Administrotive Proctice Hsndbook-Field Service

Porl 7, Accounting ond Fi*ot Procedures

Chopter ll. Urbon Plonning Arsislonce Progrom

7-11.2

Section 2

PROJECT ATTOCATIONS AND EXECUTED CONTRACTS

The Division of Finance and Accounts maintains an overall record
of allocations and contracts for the entire program r.vhich controls the
allocation anal contract recorcls u'hich are maintained for each project
by the Regional Offices.

All original allocation orders and all amend.atory allocatiou orders
providing for allocation increases, executed by the Regional Adminis-
trators in accordance with applicable program procedures, wiII be pre-
validated, prior to such execution, by the Division of Finance ancl
Accounts. Prevalidation of original Forms II-6760, Urban Plannin,g
Allocation Ordcr, and arnendatory Urban, Planning Alloca,tion Ord,ers
rvhich provide for an increase in the grant allocatiou and at the same
time provide for the addition of one or more municipalities ol. areas
to the scope of the project will be accomplished by the Division of
Finance and Accounts by signature on the yellow file copy of the
teletype which is prepared by the Director of Public Affairs, IJRA, to
advise the Regional Office of the official release date and time and
stating that the allocation in a specified amount has been prevalid.ated.
In the case of amendatory Urbo,n Planning Allocation Ord,ers, providing
for an increase in allocation but not adding any municipalities or areas
to the scope of the project, a teletype requesting prevalidation shall
be dispatched to the Division of Finance and Accounts by the Regional
Director, Adrninistrative Branch. Reply by teletype rvill be promptly
dispatched to the Regional Offfce.

Regional Ofiices shall establish a Forrn I{-200.20, Project Planning
Grant Record, for a project upon receipt of an approved Urban Plan-
ni'n.c1 Allocation Orcler for that project. Each approved Urban Planning
Allocation Order or amendatory Urban Planning Allocation Order att-
thorizes the preparation, execution and submission by the Regional
Administrator of an Urban, Plannittg Grant Contract to lhe Planning
Ageney in the exact amorult of the allocatiou (amount of grant). The
offer anrl signed acceptauce of the offer by the Plaruring Agency con-
stitutes a binding eontract bets'een the Planrting Ageucy aucl the
Governrnent. r\. conformed copy of each executed eontraet, contract
amendment, or \\'aivc'r shall be transmitted to the Division of Finauce
and Accounts as soon as possible follorvirrg the execution thereof.

If the Goverrrmeut tenniuates auy or all of its obligations undcr the
contract before eompletion of the project, the Regional Administra-
tor, will, if necessary, execute an amendatory Urba,n Planning Alloca-
tion Orcler to reiluce the amount of the allocation and the amount of

3/9/62 Poge I



7.114 Projetl Allocolions ond Execuled Conlroctr

the contraet to the net amount of grant disbursed or to be disbursed to
the Planning Agency.

Upon completion of a project a Form H-6722, Certificate of Projact
Completion and of Project Cosf, r.vill be executed by the Regional
Director of Urban Renelral. Upon receipt of the signed original of the
certificate by the Regional Director, Aclministrative Branch, it shall
be determined rvhether a final grant disbursement to or a refund from
the Planning Ageuey is necessary. After the final grant disbursemeut
has been matle to the Plarrrring Agrrncv or a lefnnd of grant funds previ-
ously disbursed has been leceived frorn the Planning Agency, S.F.
1017G, Jou,rnal, Vou,clter, shall be pri:pared in duplicate in accordance
with Exhibit A to cancel the amount of the undisbursed cornmitmerlt,
if any. The original thereof shall be usecl to support the entries clecreas-
ing the allocation and contract amounts on the Project I'la,nning Gru,nt
RecoriL, and the copy shall be forwarded to the Division of Finance and
Accounts for appropriate entry in the control records.

Increases and decreases in the amount of an allocation and coutract
shall in each instance be recorded in the Project Planni,ng Grant Re,cord
itr accordance with the instructions containecl in Section 7-11-10 under:
the heading Subsidiary fredger.

Pogo 2 3/9/62



Proiect Allocotions ond Executed Controcts 7.tt-2

EXHIBIT A

E..Jr,d loE No l0ltG

J. V. No. ...-........,.........,..,...

JOURNAL VOUCHEN

Dat c

Approvcd b.v

{ftr1,

Urbtn PlaNlDa A..l.taocc ProgrcE
S5xorol

Ne. of PlsnntDg lgcncy
Addr.6t
ProJect lto.
Contract l{o.

Subsldtary ProJcct Plarnlng Crrnt Racord
Postll8 (Foro 8-2oO.2o) :

(A dccrcarc ot $I,r0O.oO tn colunr (6),
(!) eoa (f!) rlll rcoult tr@ tbc rbove
po.t1n8.. )

tro caDccl- tha uhdlrbsaed c@ltEcnt
(coluD (II+) - FoE E-2OO,2o) rfter
f lEI grtnt dllbssercnt oE (datc ) ,
s.r. 1166 Fo. _ rndToiGiEilT
o! relund tr6 PIrn!1D8 Adency.
Executcd Fom E-6?22, Certl?tcrte ot
ProJcct CdDIetloo .od of ProJcct Cort,
br8 baco tccclvcd.

fotrr.

(r)
(8)

ColEr
CoIEn

$r,500
I,5oo

3/9/62
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Administrotive Proctice Hondbook-Field Servica

Port 7. Accounling ond Fiscol Procedures

Chopter ll. Urbon Plonning Assistqnce Progrom

7.1 r.3

Section 3

TRANSACTIONS BETWEEN OFFICES

Transactions between the Division of Finance atrd Accounts aud a
Regional Of6ce shall be documented in eaeh instance by a Form H-219,
Inter Ofi,ce Transf er Vouch,er. Except as indicated in Section 7-71-4,
the office originating a trarrsfer transaction shall prepare the Inter Offi,ce
Iransf er lTou.chcr in duplicate, transrnit the original to the receiving
offrce, and retain the tluplicate for posting purposes. The issuing office
shall post in its accounts on tlre basis of the retained duplicate copy.

Inter Ofinc Transf cr Vou,chcrs shall be prepared and transmitted to
the Division of Finance and Accounts in suffi,cient time to permit entry
in the accounts prior to the end of the month in which the transactions
occur. Regional Offices west of the Mississippi River shall forward
such documents by airmail.

9/9/52 Poge I



Administrotive Prqctice Hondbook-Fietd Service

Porl 7. Accounling ond Fiscol Procedures
Choptcr ll. Urbon Plonning Arsistonce Progrom

7-114

Section 4

FUNDS

The following symbol and title have been assigned. by the Treasury
Department for use in eonnection with Urban Planning Assistanee
I)rogram funds:

Symbol Tirle

86X0104 IIrbau Plannirrg Grauts, Office of the Administrator,
Ilousing and Home Finance Ageney

On the first business day of eaeh month, Regional Offices shall esti-
mate disbursement requirements of planning grant funds during the
ensuing 45-d.ay period. Where the estimate intlicates that the cash
balanee of available funds requires I'eplenishment, a Form H-219, Inter
Offi,ce Transf cr Voucher, shall be prepared in duplicate. The Regional
Office shall complete the Transfer Voucher No. and Date Issued blocks
on the fonn in accordance rvith Exhibit A. The copy shall be rnailed
to the Division of Finance and Accounts on the date shown in the Date
Issued block. The Regional Office shall post the transfer in its accounts
on the basis of the retained original, which shall be considered as
accomplished. Such Inter Office Transf er Vou,chers when received by
the Division of Finance and Accounts will serve both as requests for
planning grant d.isbursing authority and as the actual documents by
rvhieh required transfers of such authority are effeeted.

However, when the cash balance of funds available for planning grant
disbursements as of the first business day of a rnonth exceeds the esti-
matecl disbursement requirements for the ensuing 45-,Jay period, an
Inter Office Transf er Vou,cher shall be prepared in aceordance with
Exhibit B to return the exeess to the Division of Finance and Accounts.

The follou,ing s1,nibol ancl title have been assigned by the Treasury
Department for use in connection with the deposit of collections of
inspeetion and audit fees, whether in eash or by setoff:

Symbol Tirle

86X6753 Unearned Inspection Fees, Urban Planning, Office
of the Administrator, Housing and Home Finance
Ageney

(Refer to Chapter 30 for instructions on the deposit, recording and.
documenting of deposit funtls. )

tt/l/62 Poge I



Funds 7-tl4

EXHIBIT A

F2rt

HOUSINo ArD ltoLE FIi{ANCE AoEttCY

INTER OFFICE TRAIISFER VOUCHER
otTt tt3ta,

l4ashiDAton. D. C. (PreDared by ReElone1 Offlce)

(Locstlon of ReRtonat Offtce)

oETAlL 0F TnlxsFER 0R USTilr6 0F ATTACHED ooCUaErTs

Urban Plannlng Agsl.stance Prggrao
86xoro!

Plannlng grant funds througb october 15, 19_:

AstlEoted dl9burseEents through Octobe! 15, 19_ $80,000.00

CaEh balance 1n AccouDt 101.12 aE ot August 31, 19_ _-L|ll}]j,l}2

Aoount of grant fuDds tralBferred $?5,0OO.OO

. To ba sselgncd by the RcgloEl Offlce

101.12 33r.51 $7r,000.0o

(see No 7, ?-11-14)

tt/t/62



7-tt-4 Funds

EXHIBIT B

F2t'

TIOUSINO AND IIOI{E FINANCE AGEXCY
ottlat oa trr aarritaltlr0i

INTER OFFICE TRAIISTER VOUEHER

rtl.t. louaiar r0.

oetober 1, 19_

(Locatlon of Reqtonal olftce)

Uashlniton. D. C

OETAII, OF TNAilSFER OR LISTIiE OF ATTACIIED OOCUIIEITS

Urbatr AsBIBtance Progr@

To return to tbg Dlvlslon of i'Iunce andl Accounta tbe abount

ol Plannlng Crant FuDds in exces6 of the estl@ted dlsburse-

Eent requi.leocnts through NoveDber \J, l)_:

Cash balance 1n Account 101.12 as of

septeuber 3c, L9_ $8o,ooo.0o

Estx@ted DlsburEeDente througb

Novenber 1r, 19_ 7o,o0o.0o

Aoount of gr6Bt funds returneil $I0,0OO.0O

331.51 10t,12

No, 11, Sect

$ro, ooo.oo

1oD ?-11-11+l(5ee

1t /t /62



Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscql Procedores
Chopler ll. Urbon Ptonning Assislqnce Progrom

7-tt-5

Section 5

DISBURSE,I,IENTS

A disburseruelrt for a planuing glaut shall rlot bc made before the
effective clate of the [irban Planning Grant Contract a\d. lurless there
is a suffieient balance in the Regional Olfrce cash account to cover the
transaction. The requirements for disbursements untler the program
are summarized as follows:

(1) The original and memorandurn copies of each completed. basic
document, such as Form TT-6720, Requ,isition for Urban Planning
Grant Payntenf, surnamecl aud signecl by the authorized atlmin-
istrative ancl legai personnel aud signecl by the Regional Ad-
rninistrator, or his designee, will be reeeived by the Regional
Directol, Adnrinistrativc Branch.

(2) The basic document and attachments, if any, shall be examined
in the Administrative Branch against the related contract to
ascertain if all requirements are fulfillccl and rvhether the dis-
bursement is proper. It shall be determined: (a) that the
amount of the undisbur:sed. commitment as shown on the appli-
eable Form H-200.20, Project Planntng Grant Recorcl, is not less
than the proposed disbursement; (b) that all the terms ancl
conclitions of the contract have been met; (c) that all required.
approvals by authorized legal and administrative personnel have
been indicated; (d) that an audit, if required. before disburse-
ment, has been macle; (e) that no adjustments are requiretl as the
result of such audit or that the amount being requisitioned for
tlisbursement has been adjusted for any exceptions contained in
the audit report; and (f) that the transaetion is proper and
correet in every respecl..

(3) After dcterrnining tlrat 1he disbulsemeut, is in t-rrder S.Ii'. 1166,
Vouch,cr and, Schedula of Paymemfs, shall be prepared and sub-
rrritted to the Treasuly Regional OIfrce requesting that a check
Lre drawn and deliveretl in accordance with instruetions on the
Voucher and, Sched,ule of Paymenfs. The instruetions in Section
7-1-5 with respect to the proeessing, numbering, and filing of
disbursement documents (basic documents and Vouch,ers and,
Sched,ules of Payments) shall be followed except that the posting
copies of such doeuments shall be filetl in aceordance with Section
7-1-3.

Exhibit A illustrates a Voltcller and, Bched,ul,c of Pagmemfs and. Ex-
ltibit B illustrates a Vouchcr and Schad,ule of Paymcmfs rvhere a setoff

ll/1/52 Pogc I



7-I I-5 Dirburrcmcnls

is involved (see instructions below relative to Collection by Setoff Against
Amounts Requisitioned for Disbursement) .

Disbursements for plauning assistance grauts shall be recorded in
the General I-.redger in accordance with Transaction Nos. 2 and 8, See-
tion 7-11-14. For the postings to be made to the Pro ject Planning Grant
Reaoril refer to the instructions in Section 7-11 10 under the heacling
Subsidiary Ledger.

Collection by Seloff Agoinst Amounts Requisirioned for Disbursement

If the Planning Agency has not paid the amount of fixed fee for
inspections and audit by the tirne the first requisition for grant pa;'ment
under the initial contract, or the next requisition under the amendatory
contract, is approvcd, the full amount of the fee, or additional fee, shall
be set off against the approved amount of the requisitiotr.

The use of the Vou,cher and, Schedule of Pagments illttstuated in
Exhibit B will eliminate the use of S.F. 7096, Schedu,le of Vou,cher
Ded,u.ctions. The sinpJle voucher (Exhibit B) will serve as posting media
for the entry of the planning grant in the General L,edger maintained
for this program, and for the entry of the collection of the inspection
and audit fee in the General Ledger established for symbol 86X6753.
For instructions relating to inspection and auclit fees, refer to Chap-
ter 30, Clearing and Deposit Fund Accounts.
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Disbursements 7-t I.5

EXHIBIT A

.fubato.lra
tu4h&o.hr C i.

YOUCHER AND SCHEOUTE OF PAYXIET{IS

.....8QU9r!!q..4rD..{9i.8..!,U$!aE. 4SEi!q.L...,._
loEr^rrrEF 6 araBHxffi)

Sl,.c , ol-

Offlce of the AdElnlstrator

(Locatlon of Reglonal Offlce) (a)
M

(b)

86xo1ol+ - g ffi

'lat:t4-rt.'{rF 
r'"€i'-*

t Sklrdr&iVo,-

PAID BY

-ffifffo. D.O.QBE

?ur.!.na ao .qahorlt, v..td id 6., I a.ail, ah.a ,h.
i..6. ,h,.d h...in .t. coile, .^A D..F. ,or prya^a
l.cr, h..pD.op.i.t ionl.t d.d an.,d.

PAYEAID IIXNRY, ADDAS IiVOEET
oRonEi rDExTrrrar6x

(o) lnsert opproprlate il.eId Fl6caI Statlon
codc (agency aceountlng statlon nmber),
see Sectlon 7'1-2.

(b) Insert apprqpllstc Treasury RegloMl
Office s)mbol (see lYea6uy DepartoeBt
Clrcu1a. No. 9lr5-Second nevlslon, as
abenaled aDaL euppleoented),

Na6e of Plannlng Agency
Adalre s s
Project No.
Contract No,

$xm

GRAND UAL $w
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7J t-5 Disbursemenls

EXHIBIT B

.tdDdNo.!l-
,6ddH 6t

tu&ko.6r,0,4,

YoucHEn Ailo scxEou.E 0t PAvitEiTs
StdIol-

..,._.iau9:[c..s],lD..Eo,!&,.rINANq-E..Ag.Exc-Y_.. -_o*^nfroi 6^a$rffi)

Olftce ol the AtlolDlstrator

(Locatlon of Re4loDal orllce) (a)
Mffi

(b)
-rdrruruxhft. 6rrB fto 

^rcurt)

S5xorob - $2o,ooo.oo

&fffl*&@

*. SAdth No. 

-

PAID OY

&4 D.O.qqG

?or.u.^t t..elh.,it, v.tld i^ h.,, a,tit, th.a ah.
it.h. li.a.d L.aiF .r. .o..c.a .hd pro?ar lo. p.tn.^l
,.od t b. .pD,oe,i. t,oa\.) da.i an.t.d.

(r.tdryq..E)

6)

trYE. 
^io 

rl HECSARY_ ADDiN_ rNrcica to
onoilER roExTrFsflox

Setotf-Jnspectlon 6nd Audlt ree 06X6753

(a) Ilscrt approprlatc PL.ltl Pl.scal Statloa
coitc (ageucy sccoutlD€l otatloB awbcr),
rec Sectlon ?-1"-2.

(b) Insert approprlate '.teasury Feglonol
Offlce s)dbol (see Treasay Dep6rtEent
Clrcular No. 9lr5-Second Fevi.9lon, 6s
@ended and gupple@nted).

(See oxbiblt A, Sectlon ?-30-3)

Na6e ol PlaDnlng Agency
AddreE6
ProJect ilo.
CoDtract No.

$19,?u.00

276.Oo

CRAND TOTAT $20,000.oo
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedurec

Choprer ll. Urbon Plonning Assistonce Progrom

7-tt4

Section 6

BttUNGS

Section 4 of Part I of the guide form of arban Pla,nning Grant Con-
tract,applicable to contracts authorized after December 15,1961, provides
that the fee for inspections and audits is due and payable upon execution
of the contract. See Section 7-30-5 for the proeedure applicable to
billings for inspection and audit fees.

Part II of the guide form oI Urban Planning Grant Contract dated,
7-61 provides for remittance to HHFA of such portion of any grant
payments previously received as is determined by HHFA to be due the
Government upon termination or suspension of the projeet (Section
203) antl upon completion of the project (Section 204).

Section 205 of Part II of Urban Planning Grant Conlt'ocfs executed
prior to JuIy 1, 1961, provided for a refund to the Government by the
Planning Agency of any grant payments which are in excess of the
amount the Government is obligated to pay.

Accordingly, billings on Form H-216, Inaoice, shall be rend.ered. to
Planning Agencies by the Administrative Branch to implement the
Part II contract provisions, as follorvs:

(1) Ilpon receipt and review in the Administrative Branch of the final
audit report and upon receipt of advice from the Regional Director
of Urban Renewal of the terrnination or suspension of the Govern-
ment's obligations under the Urban Planning Grant Contract and
completion of administrative action with respect to the exceptions
and other matters obtained in the audit report, and upon deter-
mination of the portion of the grant pay.ments previously made
which is due the Government under the provisions of Section 203
of the contract, the Administrative Branch shall bill the Planning
Agency for the amount due (see Exhibit A).

(2) Upon receipt of advice from the Regional Director of Urban Re-
newal that excess grant pa1'ments in a specified amount have been
made to the Planning Agency and should be recoveretl, the
Administrative Branch shall promptly bill the Planning Agency
for the amount of such excess payments (see Exhibit B).

(3) Upon receipt and review in the Atlministrative Braneh of the final
audit report and upon receipt of advice from the Regional Director
of Urban Renewal of the completionof the project and completion
of atlministrative action with respect to the exceptions and other

ll/l/62 Poge I



7-tI{ Billings

mattels contained in the audit report, and upon determination of
the portion of the grant payments previously made which is due
the Goverument under the provisions of Section 204 of the con-
tract, the Administrative Branch shall bill the Planning Agency
for the amount due (see Exhibit C).

(4) An original and four copies of the Inuoice shall be prepared in
each case and shall be distributed as follows:
(a) the original and duplicate copy shall be mailed to the Plan-

ning Agency;
(b) the triplicate after posting to establish the receivable, if

required, shall be placed in the appropriate Fiscal Projeet
File;

(c) the quadruplicate shall be furnished the Regional Director
of Urban Renewal; ancl

(d) lhe cluiutuplicate shall be held in the Pending File until the
collection is received, after which it shall be placed in the
appropriate Piscal Project File as evidence of the eollection.

Entries of billings for inspection and audit fees, which are for deposit
to account symbol 86X6753, shall be made as deseribed in Chapter 30.

Entries of billings as specified in (1), (2) antl (3) above shall be ruade
in the General I-.led.ger based on the accounting copies of Form H-216 in
accordance with Transaction No. 5, Section 7-11-14 and in the appropri-
ate Form H-200.20, Project Planning Grant Record, as provided in
Section 7-11-10 under the heading Subsidiary Ledger. At the end. of
each month the amount of unpaid invoices for grant refunds due the
Government remaining in the Pending File shall be verified and recon-
ciled with the balauce in Aecount 131.11 Aecounts Receivable.
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Billings 7-ll4

EXHIBIT A

Ftta
(F!s)

Boulilro AID fioIE rtIll{cE loBrct
ffi

(shor addr.ss o! R iona1 offlce)

lrv0rcE

i.. 

-

Drr.-

T

L
liae &d addrecs of

Pl8ming lgene/

-l

I
0tScRtPtloi

He haE been infomed that the activities for xt$.ch pluilg assL!-

tlce fuds rele paj,d uder Contract, No. _ haE been t4nisted

(or suspended), In accordace vj.th lhe pro'.isions gf Sectign 201

of P{t II of such contrect, sd as a result of fina-I audlt of Lhe

acsouts nairtaj-ned by you uder Section J01 of Pst II of the con-

trsct, ,ou se request€d to retun io this lgancy the follovirg:

Une)qpended ild uobligated grmt fuds $500.00

Disallored trarel. 50.00

Tot&] eoui duc ,rto.u)

l.r. .L..1 Ft.Dl. l. tf,. B.r.l.t ..4
t... fl...c. ll..cr.OA .rd .rrt t.:

C[..1.i ..J C..rttr.l Corr.ir:

(Nee ad address ol;tcgions.L Officc)

It.t.., a.rli..t. ..r, .1 r.1.i.. .'rA'..,r1....)
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7-11-6 Billingr

EXHIBIT B

btL
(!5!)

EOUETXo lltD E(rB PiIIXCE lo&lcr

(Shd sddreos of nsgionsl Offlce)

rrv0tcE

T

L
N@ sd addrss of

Plaildlg lgency

-l

J
DtscilPtr0r

l.re hare been lnfomd that grst pErcnts ladq to you rdor

Contract llo. ae in excess of tlE &oui tD

cowment is obligated to pay. Consequent\y, you ac re-

guested to retutr slch exce3s to tlr13 lgency.

l4out, GoErent le obLlgated to p4y

lnoqt 8ctu811y p31d

E (cegs to be retmed

|10,0@.@

r.0,500.00

l50o.0o

l.l. .l.Gt Ft.ll. t. tl. X.t.t.i ..4
lor..ll..!.. li.t.t-q .ra ..rl r.:

Cl..l.a ..a C.rtrrr.a C.rr..r:

(tfme ed address oi Regienal ofilce)

(t.t.r. a.rli.... ..rr.1 r...1.. ra.a ...i.r.!..,
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Billings 7-tt-6

EXHIBIT C

FII
{}55,

Bouslxo IID ro(E FIxlr{cE AoEIcl

(Shoe addr!ss of ReglonaL office)

I XV0 tCE

r
L

llse sd addrgs of
Plein8 lgeney

-t

-J

}Jc have b€er irJomed that the actirilies for uhtch pLmiJB

a6sistsce feds rere p{id uder Contract No. _ h"rc

taen @rlp1etad. Consequent\y, in eccordace rLth tho pro-

ylsions of SeclioD 20lr of Pqt II of luch contract, &d es

r res0t of fiel audit of tlE accouts Eintaired by you

sder Soction 301 of Put II of the contract, you s! rc-

quest4d to rete to t[is &ency the follotirg!

0Dexpended sd uobll€ot4d.Bre! fudg t50o.0o

50.@D1r&lloved tJavel

fotaL @uL duo 3550.00

I.t. .t.Gt Ft.Ll. r. rl. l.r.l.t ..4
t... rr..... lr..ct.Ol ..4 r.lI r.:

Cl.cI.d ..4 C..!rll.a C..r.ct:

(Nm od rddnss of RegioEl ofJie)

lr,t.,. a.rl.t.r. ..r, .l t,,.t..'r,1,,.rrr....)
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Adminirlrotive Prcctice Hondbook-Field Service

Porl 7, Accounting ond Ficcol Procedures
Choprer ll. Urbqn Plonning Assistqnco Progrom

7-tl-7

Section 7

cor.LEcTtoNs

All arnounts recei\recl by Regional Olfces applicable to the Urban
Planning Assistance Program, except collections of inspection and audit
fees, shall be deposited in the nearest Federal Il,eserve Bank or Branch
for credit to general fund account symbol 86X0104 Urban Planning
Grants, Offiee of the Administrator, Ilousing and Home Finance Agency.

For the procedure to be followed in clepositing collections and for
the preparation and distribution of the related S.F. 219, Certificate of
Deposit, referenee should be made to Section 7-1-2.

For the procedure to be followecl in depositing collections of inspection
aud audit fees, see Section 7-30-3.

This section iuclucles plocerlu.res relatiug only to collectioru of occa-
siotral refunds of planning grants.

For the general ledger entries to record. collections on aceounts receiv-
able and refunds of plauning grants, refer to Transaction Nos. 6 and 7,
Section 7 -ll-14. The posting of subsidiary accounts shall be matle on the
basis of the information on the reverse of the Certif,cate of Deposit fiilly
identifying the transaction.

Inspectiorr and audit fees collectecl by setoff against amounts requi-
sitioned by Planning Agencies (see instructions in Section ?-11-5) do
not involve the use of Certificates of Deposit.

tt/t/62 Pogc I



Adminirtrotive Proctice Hondbook-Field Service

Pott 7. Accounting ond Fiscol Procedures

Chopter ll. Urbon Plonning Asrirtonc. Progrom

7-I l-8

Section 8

INSPECTION AND AUDIT FEES

The amounts of Inspection aud Audit !'ees specified in Urban Plan-
ning Grant Contracts and increases in such fees shall be collected and
entered. in the accounts as indicated in Chapter 30.
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lnspeclion ond Audi? Fees

EXHIBIT A

7.I r-8

Bousllc rllD rorE rrrllcE AoE{ct
ottlct ot tfa ltrtttattltol

I}ITER OFTICE TRA}ISFER VOUC}IER

rrrrl. l,uarti.c.

,rra rtt!t,

(Iocatin of R!glon81 offioe)

WeshirgtoD, D. C.

oETlil. 0F IRAISFEn 0n ltSTtXS 0F ATTACltto DoCI'XEXIS

URBIN PI,AMIINO ISSISTI]ICE PRCOR,A}I

86xol-0L

To trusler to ths D1rlsl@ of fuilcc sd Acccmls the

balsce ln.lccout 10f,.13 Cash - hspection sd Audli

Fees as of 1?_.

llofE: uhen applicsble, lncludo a referenae to th€ nenorodM
fron the Dlrislon of Finrnce ed Accowts requesting
the trssfer.

2?t.\2

33t.5L 10r.13

No. 1r, Sect

$m
ffi

Lon ?-}1-l,lr)(see

3/9/62
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Admini*rotivc Procticc Hondbook-Field Service

Port 7. Accounting ond Firco! Procedurcr
Choptcr Il. Urbon Plonning Asrislonce Progrom

7-tt-9

Section 9

IN TRANSIT ITEMS

At the end of each rnonth, Regional Offices shall adjust Account
101.12 Cash by removing therefrom those transactions which have not
been accomplishetl. Such adjustments shall be made on the basis of
journal entries and shall be recorded in accordance with Trausaction
Nos. 3 and. 9, Section 7-11-14. At the beginning of the following
month, the adjustments shall be reversed on the basis of journal entries
in aeeordanee rvith Transaetion Nos. 4 and 10.
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedurer
Chopler ll. Urbon Plonning Assistonce Progrom

7-l t-10

Seclion IO

BOOKS AND RECORDS

A General I-.,edger for program funds for symbol 86X0104, and a
Subsidiary I-,edger shall be established and maintained by each Regional
Office. (For instructions concerning the handling of inspection and
audit fees, see Chapter 30.) The posting media for General Ledger
entries are identified in Seetion 7-11-74, and for the Subsidiary
I-.,edger entries in the instructions that follow for the maintenance of
such record. After each document has beerr posted, a notation to that
effect shall be made thereon. Such notation shall show the posting date
and be initialled by the employee who postetl the transaction. In the
case of rlocuments, such as originals of executed eontraets, eontract
arneudrnents and waivors, thc notation in eaeh ease shall be made on
a small slip of paller which shall bc stapled to the face sheet or the
first page of the document. In the case of all other posting media, the
notation may be made on the faee of the document.

GENERAT TEDGER

General Leclger accounts shall be established and. maintained on
S.F. 1014-Revised, General Ledger, in accord.ance with the Chart and
Description of General I-,edger Accounts prescribed in Sections 7-71-72
and 7-11-13. In this connection, reference shall be maile to Typical
Transactions with Appropriate Entries, Section 7-77-74, which also
indieates the doeuments which support entries in the accounts.

SUBSIDIARY I.EDGER

A separate Form H-200.20, Project Planning Grant Recoril, shall be
established upon receipt in the Administrative Branch of an original
Form H-6760, Llrban Planning Allocation Order, bearing the approval
of the Regional Aclministrator. Each intlividtal Project Planning
Grant llecord established shall identify the program and show the
Region number', the project number, the contract number when assigned
and the name and address of the Planning Agency. The section for
remarks may be utilized for the inclusion of any additional information
or references that may be deemed appropriate.

The informatiou to be recorded on each Project Planning Grant
Becoril shall be in accordance with the following instructions which
have been numberet[ to correspond to the parenthetical numbers on
Exhibit A:

(1) Show date of entry.
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7-r t.l0

(2)

(3)
(4)

(5)

(6)

(7)

(8)

(e)

(10)

( 11)

(12)

(13)

(14)

(15)

(16)

(17)

Poge 2

Books ond Records

Enter the release dates of the arban Planning Allocation Order
or changes thereof (see instructions below under the heading
Memorandum Record of Release and Posting Dates), or the
effective dates of the contract, contract amendments, etc.
Cite posting document or brief description of transaction.
Enter amount of grant allocation and increases thereof as
shown by an Urban Planning Allocation Oriler or an amenda-
tory Urban Planning Allocation Order.
Enter clecreases in amount of grant allocation as shown by
an amendatory Urban Planning Allocation Order or as shown
by S.F. 1017G, Jonrnal, Vouclter, prepared. following receipt of
Form H-6722, Certifi,cate of Project Completion anil of Project
Cost.
Entries in column (4) increase the previous balance in this
column and entries in column (5) decrease the previous balance.
Enter amount of grant and increases thereof as shown by
executed Urban Planning Grant Contract and. executed. amend-
ments thereto.
Enter deereases in amount of grant as shown by executed. con-
tract amendments, amendatory Urba,n Planning Allocation
Ord,er on terminated projects, or as shown by Journal Voucher
prepared following reteipt of the Certifi,cate of Project Com,ple-
tion and of Project Cost.
Dntries in column (7) increase the previous balance in this
r:olumn and entries in colurnn (8) decrease the previous balance.
Enter the amourit of grant funtls disbursed as shown by S.F.
1166, Vou,cher and Schedule of Pagm,ents.
Enter the amount of grant funds transferred to Accounts Re-
ceivable as showu by Form H-216, Inuoice. This does not refer
to those invoices on which no amounts are shown.
Enter the amount of grant funds refunded by the Planning
Agency as shorvn by S.F. 219, Certifi,cate of Deposif. This refers
to amounts which hacl not been previously transferuetl to ac-
counts reeeivable.
Entries in column (10) iucrease the previous balance in this
column and entries in rolumns (11) and (I2) decrease the
previous balance.
Entries in columns (7), (72) antl (16) increase the previous
balance in this column and entries in eolumns (8) anct (10)
<lecrease the previous balance.
Enter amount of grant funcls transferretl to aceounts receiva-
ble as shown by lrutoices.
Enter amounts of account,s receivable collected as shown by
C ertifi,cates of Deposit.
Entries in column (15) increase the previous balauce in this
column and entries in column (16) tlecrease the previous bal-
ance.
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Books ond Records 7-l I-10

A,IEiAORANDUfiI NECORD OF REI.EASE AND POST]NG DAIES

Program instructions d.efine " Official Release Date " as the date on
whieh the Planning Agency is notified of the graut allocation by tele-
gram from URA. For all original allocation orders and for all ameuda-
tory allocation ord.ers which provide for both an increase in the grant
and the addition of a municipality or area to the seope of the project
the Director of Public Affairs, URA, will notify the Regional Office by
teletype of the date on which the Planning Agency has been or will be
notified of the grant allocation (Official Release Date). Program in-
structions provide that upon receipt of the teletype the Regional
Administrator shall execute and date the allocation order as of thc
Official Release Da1e.

In the case of amendatory allocation orders u,hich provide for an
increase in grant but not adding a municipality or area to the scope of
the project, program procedures provide that the date of execution of
the allocation order by the Regional Administrator shall be considered
as the release date for purposes of posting to records.

An Urban Plannin.q Allocation Ord,er received in the Administrative
Rranch shall be posted in tlre project records on a date rvhich eonfonns
t.o the "fssued" date (Release Date) of the allocation order.

The following memorandurn record shall be established using an
appropriate columnar form for the purpose, and shall be maintained by
eaeh Regional Administrative Branch to insure that Urban Pla.nning
Allocation Orders are alu,ays posted to project records on the same
date as the release date:

(1)

UR,BAN PI]ANNING ASSISTANCE PROGRAM
MEMORANDUM R,ECORD OF REI]EASE AND

POSTING DATES-FORM H.6760
REGION NO. _

(2) (3) (4) (5)

Project
No.

Il,elease
Dale

Posting
Datc Arnount Rernarks

(1)
(2)
(3)

(+)

(5)

tt /1 /62

Sho'w projeet uumbcr.
Shorv release date.

fndicate posting date lo projcct rceortls u,hich shall ahvays cou-
form to release date.

Shorv arnouut of allocation and itrcrease or dccrczrse of alloca-
tion. Show decrease of allocation in parentheses.

Indicate whether release date was determined by the Urban
Renewal Administration or Regional Office. Itlentify type of
alloeation or other pertinent information as may be required.
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7-t t-I0 Books ond Records

As of the end of each month, the Regional Director, Administra-
tive Branch, shall fumish the Division of Finance and Accounts with
an advice (original and one copy) showing a transcript of all entries
made in the Memorandum Record of Release and Posting Dates duri:rg
the month therr ended. S.F. 96, Office Memorand,um, may be used for
this purpose. Such advices shall be prepared and transmitted in suffi-
cient time to reach the Division of Finance and Accounts not later than
the fifth business rlay following the close of the month.
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EXHIBIT A
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7-ll-il

Section I I

REPORIS

The reports, Form H-200.60, Statement of General, Leil,ger Bal,ances,
and Form H-200.27, Project Transcri,pt, referred to below shall be for-
'warded to the Division of Finance and Accounts in accordance with
Section 7-1-8, which specffies the number of copies of each report
required.. X'or report, Form H-200.53, Btatement of General, Leil,ger
Balances-Clearing anil, Deposit Funil, Accou?rrs, see Chapter 30.

SIATEXIENT OF GENERAI, TEDGER BAIANCES

As of the end of each month after a1l entries for the month have
been posted, the balances Bhown in columns (13) ancl (17) of each
Form H-200.20, Project Pl,anning Grant R,ecoril, shall be totalled sepa-
rately and each such total shall be reconciled with the balance of the
related General I-redger control acconnts-total of accounts 541.11 antl
321.21for grauts and Account 131.11 for accounts receivable.

A trial balance of the General Ledger accounts shall then be taken
and reported on a Statement of Generol, Leilger Bal,ances. Also as of
June 30 of each year a post closing trial balance shall be submitted
immediately after the fiscal year-end closing entries have been made.
(For instructions relating to a trial balance of the General Ledger for
symbol 86X6753, see Chapter 30.)

PROJECT TRANSCRIPT

A Project Transcript (Exhibit A), shall be submittetl by intlividual
project. All of the information required for the preparation of the
transcripts shall be obtained from the subsidary ledger cards (Project
Planning Gront Becord,). Beports (inclutling initial reports for new
projects) shall be prepared as of each month-end by Regional Offices;
however, a particular project which has been previously reported shall
not be reported again until the end of the month during which one or
more trausactions have been record.ed on the project subsidiary ledger
card changing the information required by the report form. tr'or
example, if no transactions were recorded on the subsidiary ledger eard
for Project (A) during the period April 1 through July 31 of the
same year, the project report prepared for Project (A) as of the
elose of business March 31 of that year will serve as the report for the
periods ending April 30, May 31, June 30 and July 31 of that year
as well. Reports required because of changes in information previously
reportetl must be complete in all respects. The current file of reports
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7-l l-l l Reports

maintained in the Regional Office shall include only the most recent
report prepared for each project.

The information to be reported on the Project Transcript shall be in
accordance with the following explanatory remarks whieh have been
numbered. to correspond with the parenthetieal numbers on Exhibit A:

(1) Shorv month-end as of which report is prepared.
(2) Enter name of Planning Agency.
(3) Enter address of Planning Agency.
(4) Enter number of Region preparing report.
(5) Enter number of project being reported.

fnstructions for column (A) :

(6) Enter amount of increase of Allocation since prior report
as shown in column (a) of Form E-200.20.

(7) Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form II-200.20.

(8) Enter difference between items (6) antl (7). If item (7)
exceeds item (6) show the difrerence in parentheses, or
if item (6) exceeds item (7) show the difference without
parentheses.

(9) Enter amount of increase of Contract since prior report
as shown in column (7) of Form E-200.20.

(10) Enter amou:rt of decrease of Contract since prior report
as shown in column (8) of Form II-200.20.

(11) Enter difference between items (9) and (10). If item
(10) exceeds item (9) show the difference in parentheses,
or if item (9) exceeds item (10) show the differenee
without parentheses.

(12) Enter amou:rt of d.isbursement(s) since prior report as
shown in column (10) of Form II-200.20.

(13) Enter to the left of Column (A) amount of iucrease in
transfers to Aeeounts Receivable since prior report as
shown in column (11) of Form H-200.20.

(14) Enter to the left of Column (A) amount of inerease in
refunds since prior report as shown in column (12) of
Form H-200.20.

(15) Enter the total of items (13) and (14).
(16) Enter the difference between items (12) and (15). If

item (15) exceeds item (12) enter the differenee in paren-
theses, or if item (72) exceeds item (15) enter the
difrerenee without parentheses.

(17) Enter difference between the Undisbursed. Commitment as
shown by prior report and the Untlisbursed Commitment
as shown by current report. If the amount of the Undis-
bursed Commitment as shown by the prior report is
greater than the Undisbursed Commitment as shown by

Poge 2 11/15/63
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Reports 7.1 I-I t

the current report, show the difference in parentheses or
if the reverse is true, show the difrerenee without
parentheses.

(18) Dnter amount of increase in debits to Accounts Receiv-
able since prior report as shown in column (15) of Form
H-200.20.

(19) Enter amount of increase in credits to Accounts Receiv-
able since prior report as shown in column (16) of Form
H-200.20.

(20) Enter the difrerence between items (18) antl (19). If item
(19) exceeds item (18) enter the difference in parentheses,
or if item (18) exceeds item (19) enter the difference
without parentheses.

Instructions for Column (B) :

(6) Foot column (4) of Forrn H-200.20 and enter total here.
(7) Foot column (5) of Form H-200.20 antl enter total here.
(8) Enter balance from eolumn (6) of Form H-200.20.
(9) Foot column (7) of Form If-200.20 and enter total here.

(10) Foot column (8) of Form H-200.20 antl enter total here.
(11) Enter balanee from column (9) of Form H-200.20.
(12) Foot column (10) of Form II-200.20 and enter total here.
(13) Foot column (11) of Form If-200.20 and enter total heie

to the left of column (B).
(14) Foot column (12) of Form H-200.20 and enter total here

to the left of eolumn (B).
(15) Enter total of items (13) and (14).
(16) Enter balance from column (13) of Form II-200.20.
(17) Enter balanee from column (14) of Form H-200.20.
(18) Foot column (15) of Form H-200.20 and enter total here.
(19) Foot column (16) of Form H-200.20 and euter total here.
(20) Enter balance from column (17) of Form II-200.20.
(21) Enter date of submission of report to the Division of

Finance and Accounts.
(22) The signature of the Regional Direetor, Administrative

Branch, or his designee, shall appear in this spaee.
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EXHIBIT A

Fro.2t
(12-50)

}rcUSING AID }IOIE FIN^NCE ACENCY

PTOJECI TIATSCRIPT

(t)

(2)

{3)

({)

Pcriod cndcd t9-

Loc. t ion

Rcgion No.- (5) Projcct No. 

-

AftUTI OIc8tlct strcE
rfl0i itPoiI

(r)

ToT I 0i 3At-
lxcE ls 0F
r80vt 0alt

(B)

(5)
(7)
(6)

(e)
( r0)
(rl)
(r2)
(r3)

( 11)
(rs)

Al locrt ion: Incr..a..
D.€rc.s.t
8. l.nc c

t t

Contrrct: lncrcesce
Dccrcrrce
Br lencc

t

( t5)

(!?) Undi.rburr.d Coriitr.ht

( l8)
(rs)

Accountr R...iv.blc: Dcbitr
C!.dit.
B. l.nc.(20)

(2t)

l22l

D.rG rublitrcq-. 19-

C.!tified cor!.ct

3/9/52
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Administrotive Proctice Hqndbook-Field Service

Port 7. Accounting ond Fiscql Procedures

Chopter 12. College Housing Progrom

7-12-12

Section l2

REPORTS

The reports referred to below in this Section shall be forwarded to
the Division of Finance and Accounts in accordance with Section 7-1-8,
which specifies the number of copies of each report required..

SIAIEIYTENT OF GENERAL TEDGER BATANCES

As of the end of each month, after all entries for the month have been
posted to the General Ledger, the balanees reflected in columns (19)
and (23) of the Subsid,iarg Loan Records shall be totalled separately
and each such total shall be reconciled and agreed with the balance of
the applicable General l-.ledger Control Account. A trial balance of
General Ledger accounts shall then be taken and reportetl in the appro-
priate column of Form H-200.60, Statement of General, Ledger Balances.
As of June 30 of each year, a post closing trial balance shall be sub-
mitted immediately after fiscal year-end closing entries have been made.

NET LOAN COMMIIMENIS, CONSIRUCIION ADVANCES, BOND PURCHASES, AND UNDIS.
BUNSED COIAiIIIMENIS

Form H-245, Net Loan Commitments, Construction Ad,aances, Bontl
Purchases, and, Und,isburseil Comm,itments (Exhibit A) shall be pre-
pared at the close of business each month. OnIy those projects with
respect to which fully executed l-,loan Agreements are on file in the
Regional Office shall be reported. on Form H-245.

"Completed. projects previously reported." shall not be listed indi-
vid.ually on the form. Projects which are required to be listed individ-
ually, or "Projects completed during month" and. "Projects not com-
pleted" shall be arranged in alphabetical order by States and by pro-
jects within each State.

The informatioro to be shown on Form H-245 shall be in accordanee
rvith the following instructions rvhich correspond. to the parenthetical
Ietters and numbers on Exhibit A. Except for items (a) and (b) the re-
quired information shall be obtained from Form H-213, Sud,sid,iary
Loan Recoril,.

Item (a) Enter month-end. date as of which report is prepared.

Item (b) Enter number and location of Regional Office.

Completed projects to be reported in columns (4), (6), and (8)
opposite Item (c) are those on which the net commitments have been
fully disbursed for bond purchases. Projects on which construction
advances have been fully repaid as the result of bond sales to bidders
other than the Government shall be excluded from Item (e) and not
listed under Item (d). fn other words, such a project shall be elimi-
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7-12-72 Reports

nated. from the report when the construction advence is fully repaid and
the undisbursed eommitment, if any, is cancelled.

ftem (c) Enter in column (4) of this line the total number of com-
pletetl projects as of the previous month end. Enter in
column (6) of this line the total of net loan commitmeuts
(commitments less cancellations) for all projects reported
completed as of the previous month end.
Enter in column (8) of this line the total disbursements
for bond purchases for all projects reported completed as
of the previous month end.

Item (d) List under this heatling information with respect to each
project completed during the month, as indicated below:
Enter in column (1) State in which borrowing agency is
located.
Enter in column (2) town or city in which borrowing
agency is located.
Enter in column (3) name of borrower.
Enter in column (5) project number.
Enter in colu-n (6) net loan commitment (commitment
less cancellations).
Enter in column (8) priucipal amounts of boncls pur-
chased.

Item (e) Count the number of projects completed during month
and to this atltl the number of completed projects pre-
viously reported. (Do not include projects required to be
listed for the purpose of reporting decreases because of
redemption of bonds on projects previously reported as
completed. These projects have been previously eounted.)
Enter such sum as a subtotal in column (4).
Enter as subtotals in columns (6) ancl (8) the totals of
such columns for completed projects previously reported
and for projects eompleted during month.

Item (f) List under this heading information with respect to each
projeet not completed as indicated below.
Enter in columns (1) through (6) and column (8) the
information and amounts as indicated above und.er ftem
(d).
Enter in column (7) the amount of construction advances.
Enter in column (9) the difference between the amount of
column (6) antl the sum of the amounts in eolumns (7)
and (8).

ftem (g) Count the number of projeets not completecl (Item (f ) )
and enter such sum as a subtotal in column (4).
Enter as subtotals in eolumns (6) and (8) the totals of
such columns for projects not completetl (Item (f)).

Item (h) Enter as cumulative totals in columns (4), (6) and (8)
the sums of the subtotals of such columns. Enter as cumu-
lative totals in columns (7) antl (9) the totals of sueh
columns.'Where a purchase of bonds results in a loan in excess of final project

costs, the borrower is usually required to refund such excess amount by
redemption of bonds, in multiples of $1,000 and in inverse order of
Poge 2 tl/t'/Gg



Section l3

DESCRIPTION OF GENERAT LEDGER ACCOUNIS

IOI.II CASH IN INANSII

This is a debit balance (asset) account maintained to record cash col-
lections in transit at the end of each month.

Debit this account with: Credit this accouat with:
9. Amount of cash collections 10. Amount of month-end adjust-

in transit at the end of each ment for cash colleetions in
rnonth. transit reversed as of the entl of

each month.

ror.r2 CASH

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Office for making urban
planning grants.

Adrninirtrotive Procticc Hondbook-Firld Sorvico

Porl 7. Accounting ond Fircol Procodurc:

Chopter ll, Urbon Plonning Arrislqncc Progrom

Debit this account with:
1. Amouuts of funds trans-

ferred from the Division of
Finance and Accounts for
planning grants.

3. Amounts of plannirrg grant
disbursements which have
not been aecomplished by
the Treasury Regional Office
at the end of each month.

6. Amounts of accounts receiv-
able eollected.

7. Amounts collected repre-
senting refunds of planning
grant funds not previously
billed or billetl on invoices
not specifying an amount.

10. Amount of month-end ad-
justment for cash collections
in transit reversed as of the
end of each month.

tl/t/62
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Credit this account with:
2. Amounts of vouchers scheduled

for payment of planning
grants.

4. Amount of month-entl atljust-
rnent for unaccomplished plan-
ning grant disbursements re-
versed. as of the beginning of
each month.

8. Amounts of planning grants
requisitioned by Planning
Agencies where collections by
setoff of ipspection antl audit
fees are involvetl.

{). Arnount of cash eolleetious in
transit at the end of each
month.

11. Amounts of excess planning
grant funds returned. to the
Division of Finance antl Ac-
counts.

Pogc I



7-l r-r3 Desciplion of Generol ledger Accounls

I3I.II ACCOUNTS RECEIVABTE

This is a debit balarree (asset) accouut maintained to show the out-
standing balance of refunds due the Government for grant overpay-
ments for u'hich invoices havc. been rendelecl.

Debit this account rvith : Credit this account rn ith :

5. Amounts of invoices rendered 6. Amounts of aecounts reeeivable
covering grant refunds due. eolleeted.

NOTE : Maintain indiviclual subsidiary account for eaeh project on
Form H-200.20, Pt'o.iect Plan,ninrl Grant Recoril.

2OI.I I ACCOUNIS PAYABI,E

This is a credit balance (liability) account maintained to record the
amount of cash disbursements lyhich have not been cleared through the
Treasury Regional Office at the end of each month.

Debit this account with:
4. Amount of month-end ad-

justment for unaceomplished
planning grant disbursements
reversed as of the beginning
of eaeh month.

Credit this account with:
3. Amounts of planning grant

disbursements which have not
been accomplished by the Treas-
ury Regional Office at the end of
eaeh month.

321.21 CU'IAUI.AIIVE GRANIS

This is a debit balance (capital) account maintained to sholv the cumu-
lative amount of Urban Planning Grants disburserl in prior fiscal years.

Debit this account with: Credit this account with:
12. Amount of planning grants

disbursed each fiscal year
transferred from Account
541.11 as of June 30 of each
year.

33I.5I REGIONAT OFF]CE BOOXS-ACCOUNT WITH CENTRA1 OTTICE

This is a Regional interoffice cortrol account maintained to recorcl all
transfer transactions betrveen the Divisiorr of Finance and Accounts and
the Regional Offrce.

Debit this account with: Credit this account with:
11. Amounts of exeess planning l. Amounts of funds transferred

grant funds lctnrned to the from the Division of Finance
l)ivision of l'inance antl Ac- arrtl Accounts for planning
cioulrts. grants.
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Description of Generol Ledger Accounts 7.I I-I3

54I,I I GRANIS

This is a debit balance (expense) account maintained to record the net
amount of urban planning grant funds disbursed during each fiscal year.

Debit this account with : Credit this account with:
2. Amounts of vouchers sched- 5. Amounts of invoices rendered

uled for paym,ent of plan- covering refunds due.
ning grants. 7. Amounts collectetl represent-

8. Amounts of planning grants ing refunds of planning grant
requisitioned by Planning funds not previously billed or
Agencies 'where collections billed on invoices not specify-
by setoff of inspeetion and ing an amount.
audit fees are involved. 12. Amount of planning grants dis-

bursed each fiscal year trans-
ferred to Account 321.21 as of
June 30 of each year.

11 /1 /62 Poge 3



Adminirtrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Firca! Proccdorcr
Chcpfer ll. Urbon Plonning Arsistoncc Progrom

7-l l-lrf

Tirle of Account

Cash.
Regional Office Books

-Account 
with Cen-

tral Office.

Section l4

TYPICAL TRANSACTIONS WITH APPROPRIATE ENIRIES

frons-
oclion
Number Description

1. Amounts of funds trans-
ferred from the Division
of Finance and Accounts
for planning grants.
Posting media : Inter Of -

fice Iransf er Vouchers.

2. Amourrts of vouchers
scheduled for payment of
planning grants. Posting
media: Vouch,ers and
B cheil,ules of P allment s.

3. Amounts of planning
grarts disbursements
which have not been ac-
complished by the Treas-
ury Regional Office at
the end of each month.
Posting medial. Journal
Vquchers.

4. Amount of month-end
adjustment for unaccom-
plishetl plauning grant
disbursements reversed as
of the beginning of each
month. Posting media:
Jou"rnal Vouch,ers.

5, Amounts of invoices ren-
dered covering grant
refuntls due. Posting
media: Inaotnes.

tt/l/52

Grants.
101.12 Cash.

Cash.
201.11 AccountsPayable.

Accounts Payable.
101.12 Cash.

Accounts Receivable.
541.11 Grants.

Dr.

101.12

541.11

Cr.

331.51

101.12

201.11

131.11

Pogo I



7-t t-I4

Trsns-
qction

Number Dascription

6. Aruounts of accoturts re-' 101.12
ceivable collected. Post-
ing media : Certificates of
Deposit.

7. Amounts collected repre- 101.12
senting refunds of plan-
ning grant funds not pre-
viously billed or billed
on invoices not specify-
ing an amount. Posting
rnedia: Certificates of De-
postt.

8. Amounts of planning
grants requisitioned by
Planning Agencies where
collections by setoff of
inspection and audit fees
are involved. Posting
media Sched,ules of
Vou,clter Ded,uctions at-
tached to Vottclt,ers ancl
Sclterlulcs of Pa.ynr,ents.

9. Amount of cash collec-
tions in transit at thc
end of each month. Post-
irg media: Jou,rnal
Vouch,ers.

10. Amount of month-end
adjustment for cash col-
Iections in transit re-
versed as of the begin-
ning of the following
month. Posting media:
Jou,rnql Vouchers.

11. Amounts of excess plan-
ning grant fund.s re-
turned to the Division of
Finance and Aecounts.
Posting media: Inter Of -
fice Transf er Vouchers.

101.11

Typicol fronsactionr with Appropriqto Enlrie3

Cr. Tirle of Accounl

Uash.
131.11 AccountsReceivable

Cash.
l-r.11.11 Grants.

Cash-Inspection and
Audit Fees.
Grants.

Dr.

101.13*

541.11

701.72

101.12 Cash.
I 31.22+3 Accounts Receivable-

Inspection and Audit
Fces.

Cash irr Transit.
101.12 Cash.

Cash.
101.11 Cash in Transit.

Regional Ofifice Books

-Account with Cen-
tral Office.

101.12 Cash.

331.51

, -*-Io_r. 
posting to General Ledger accounts for 86XOZ53 (see Transaction No. 8, Section

7.30.11).
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fypicol Tronroctions with Approprioto Enhie3

Trqns.

oction

Number Destription

12. Arnount of planning
grants disbursed each
fiscal year transferretl to
Account 321.21 as of
Junc 30 of each fiscal
year. Posting rnedia:
Jounml Vouchers.

321.27

Cr. Title of Accounl

Cumulative Grants.
547.11 Grants.

7-t I.r4

Dr,
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Admini3rrstive Praclice Hondbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 12. College Housing Progrom

7-12-l

Section I

!NTRODUCTION

This procedure prescribes the fiseal and accounting requirements for
the College Housing Program authorized by Title I\', Housing Act of
1950, as amencled. Program policies and procedures are containecl in
Volume VI and in other releases.

Generally accepted comurercial principles of accounting have been
employed. in the system rvhich provides for decentralized accounts on
the Branch office prineiple. Contlol accounts with each Regional Office
are maintained in the Central Office Division of Finance and Accounts
and contra-controlling accounts are maintained on the Regional Office
books.

The procedure includes specifie instructions for processing and re-
cording program transactions. The General I=leclger aecounts antl the
Bubsidiary Loan Recorcls shall be established and maintained in accord-
ance with the detailed instructions contained. in Section 7-72-11. Cash
receipts and disbursements journals have not been provided, since it
appears that the number of transactions to be hand.led monthly by each
Regional Of6ce will not rvarrant the use of such books of original entry.

Applieations for loans r,vill be approved by the Qsmmunity tr'acilities
Commissioner or by Regional Administrators pursuant to authority
delegated to those officials by the Administrator. However, prior to
approval of applications for loans, the Community Facilities Commis-
sioner will arrange for thc reservation of fnnds for such applications
and. inereases thereto.

The Central Office Division of Finauce and Accounts maintains an
overall record of the allotments, reservations and approvals, and a
recold by States of reservations and approvals. Regional Offrces shall
establish a Su,bsidiary Loan Record for each project upon receipt of a
fully executed L,oan Agreement for that projeet.
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Adminictrotive Proctice Hqndbook-Field Servicc

Pqrt 7. Accounting ond Fircol Procedures

Chopter 12. College Housing Progrom

7-12-2

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions betn'een the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Intar Offica Tronsf er Vou,cher, prepared in duplicate by the originating
office. 'l'he original only shall be forwarded to the receiving offiee for
postirrg purposes. 'l'he issuing oftice shall post in its aceounts on the
basis of the retained copy. Except as described in the second paragraph,
Section 7-12-3, Intcr Office Transf er Vouclters shall be prepared. and
forwardecl in sufficient time to permit entry in the accounts of the receiv-
ing office on or before the end of the month in which transactions occur.
Such docurnents prepared by Regional Offices shall be atldressed. to the
Division of Finance and Accounts. Regional Offices located. west of the
I\fississippi River shall fonvard the documents by airmail.

tt /t /52 Pogo I



Admini:trotive Prqctice Hondbook-Field Servicc

Port 7. Accounring ond Fiscol Procedures

Choplcr 12. College Housing Progrom

7-12-3

Section 3

FUNDS

The following symbol ancl title have been assigned by the Treasury
I)epartrnent to the Revolving Fund for the College Housing Program:

Symbol firle

86X4058 College Housing I-.ioans, Office of the Administrator
Housing and Home Finance Agency

Disbursing authority will be transferred to Regional Offices entirely
on a project basis. When funds are needed for a disbursemert iu con-
nection rvith a particular project, the Regional Office shall prepare an
Inter Ofine ?ransf er Vouclter in duplicate and complete the Transfer
Voucher No. ancl l)ate Issuecl blocks orr the form. (See Exhibit A.)
Irrsofar as possible the Inter Office Transf er Voucher should be prepared
and a copy rnailed to the Division of Finance and Accounts at least
two days prior to the rlate of disbursement. The date shown in the
Date fssued block shall be the date that the copy of the Voucher is
mailed. The Regional Office shall post the transfer in its accounts on
the basis of the retained original, which shall be considered. as aecom-
plishetl. Such lafor Ofi,ce Transf er Vou,chers when received. in the Divi-
sion of Finance and Accounts wiII serve both as requests for lending
fund disbursing authority and as the aetual doeuments by rvhich re-
quired transfers of funtls are effectecl.

In any case where the amount of funds transferred to a Itegional
Office exceeds the amount actually disbursed to a borrower, such excess
amount, identified by thc project number, shall be returned. promptly
to the Division of Finance and Aecounts in aecordance with Exhibit B.
Also an amount collected. from a borrower and deposited, representi:rg a
repayment of eonstruction advance and accrued interest thereon, shall
be transferred promptly to the Division of Finance and Accouuts in
accordanee with Exhibit C. The Inter Ofi,ce Transfer Youcher shall
indieate for eaeh colleetiou transferred the projeet number, the total
amount collected and a breakdown between principal aud. interest. Such
Inter Ofi,ce Transf er Vounhers shall be prepared in duplicate in the
usual manner.
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Funds 7-12-3

EXHIBIT A

F 2lt

IIOUSING A}ID IIOUE FINAIICE ACENCI

I]'ITER OfFICE TRAIISFER VOUCHER

tatit. t00arat r0.

!rra rl!ttt

HasblDgton, D. C. (Prepareii by Reslonal Offlce)

(Ipcat16 of negloE1 Otllce)

oEIArt 0t TnlilsFtR 0R LlsTllrc 0F lTrrc[Eo Docur{Exls

COIJ,EOE IOJSI}Ti PN@M!.{
B5xl+0ro

To tranglcr luds for lcndltrg Durposcs aE toll@B:

ProJect llo. 4Pgg!!

s

These fundg ere scbeduLetl lor dlsburgeEent on 

- 

19_

r to be asslgncd by tbe Rcglonal offlce

(sec I{o. l, 7-r2-L5)
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7-12.3

EXHIBIT B

ltouslt{c trD lroxE FlxAxcE AcExcI

IIIIER OTfICE TRAISTER VOUCHER

ft..rtt^n 6f R.rl^nAl Off{.a\

U.rhln,t-n- n- n-

oErarL 0f TRArsrEt 0t U3Tlr0 0F lrrAorEo DocuxErrs

COLLEoE IIOUSIMi PR@M.l'r
66xlo58

To transfer to tho Centrel offlce the Mut o! fund!

transfened Ln cxcess of th€ !clur1 dl3bulcncnt(s) as

foll,ors!

Project, li9. IlBout

$

rsrurra araral
?0srrrcs Io ctrtrrt tt06tr_-- e;(-l---;;.;;-J- oa.,

]]r.5r lot.12 8m
(See No 6, 7-12-1r)

traaarira

>2rt
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Fundr 7-123

EXHIBIT C

f,ouslxc rflD IorE PIxlr{cE AcEr{cI

ITTER OFFICE TRANSfER VOUCHER

lrrrt. totcrar aa.

,ria r!ttIt

OETAIL OF IRAiSFEI OR IISTIIO OF AIIACIIEO OOCUIIEIIS

COLIECE HOI,SI}TC }R@MX
8611056

lo trrnsf€r to the Centrel Off:cc collectlon(s) lepresentlng

repalmnt(!) of constructj,on advance(s) rnd accrued lnterdst

thereon, es l1st€d belor.

Pro.lect l:o. PrlnclDal lot€rost Total

EtE

rl!3rra otrrct
Poslrxos r0 Gtrtilt r[ocEi----;* --T-- * ----r---*

331.51 101.12 $m
(See lo. 6, Sectl on ?-12-15)
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 12. College Housing Progrom

7-124

Section 4

DISBURSEAAENTS_ADVANCES AND TOANS

A disbursement for a construction advance, or for the purchase of
bonds and accrued. interest thereon, shall not be made until a fully
executed Iroan Agreement between the Government and the Educational
Institution is on file in the Regional Office and the required amount
of cash balance has been transferred to the Regional Office. The require-
ments for disbursements under the program are summarized as follows:

(1) The original and memorandum copies of each completed. tr'orm
CFA-300, Requ,isition and, Voucher for Bond, Payment or Ad-
uance, signed by the borrower as payee, signed by the authorized
Regional Office personnel, and approved by the Regional Admin-
istrator, or his designee, together with all required. supporting
attachments as listed and described in program procedures, will
be received in the Administrative Branch.

(2) The basic requisition and voucher and supporting attachments
thereto shall be examinetl in the Administrative Branch against
the related. I-,oan Agreement. It shall be determined that (a) all
required recommendations and approvals by authorized Re-
gional personnel have been supplied; (b) that the amount of
the undisbursed commitment as shown by the applicable Sub-
sid,iarg Loan Record, Form H-213, is not less than the proposed
disbursement, and. (c) that the transaction is proper and eorrect
in all other respects.

(3) After determining that the proposecl disbursement is in orrler,
a Vouch,er und Schedule of Paymemfs, S.F. 1166, shall be pre-
parecl, certified and submitted to the Treasury Regional Office
requesting tlrat a ehech be drarvn and delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
with respect to the processing, numbering and filing of disburse-
ment documents (basic documents andVouch,ers antl Sched,ules of
Payments) shall be followed, except that posting copies of such
documents shall be filed in aecordance with section 7-1-3.

Disbursements for construction ad.vances shall be recorded. in accord-
ance with Transaction No.2, SectionT-72-15 and disbursements for the
purchase of bonds and" accrued interest thereon, such as shown on
Exhibit A of this section, shall be recordetl in accordance with Trans-
action No. 4. For the postings to be made to the BuDsiiliary Loan Record,
covering a construction advance or a bond purchase transaction, refer
to the instructions in Section 7-12-Ll urder that heading and to Exhibit
A of that section.
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Disbursemenl:-Advonces ond loons 7-t2-4

EXHIBIT A

cF -rt
(7-sr)

(ex - F9ro.1)

!0ust16 rxD Iort tlilncE lc[xcv
CO,IT{UNITY FAC,ILITIES AD{INISTRATIOII

CAI.GUIATIOX OF XET AI{OUIIT DUE
FOR SOXD PUNCHASE

1:-:--:::- =:-:: :-E r.

b, thc United Stdca covert@t ctirg by @d throwh the tbushg @d llooe Fir@e ldnihistrdor.

PrinciFol @out of boDds bej.ng purchosed

Add: Accrued rnterost berng purchosed,
froDApr, 1. lq to&&15:__1!_
ot-2t75-% (360 d., b.'i,) (aI aays)

Gro!! @unt due borrorer

Huct 6oMt due Gve.Meht by borloret
for loo odvoces Dde pursu@t to
len AgreeDent:

Prircipol @out of loon q&@ce3

Add: Aerued rnterest beito r&old on
loon o,,Lces to -4P$flrr-fZ--a 

-2t152 
(16t d., b..i,)

Totol. oount due GvelBat by borroret
oD Io@ dv6es

Net oDut due borrorer by Coverset
(*) rnterest on g4!,000. froo

lloveeber 8. 19 to
Aprt:- 25, i9 --[168 

aays)

t I?5.000.oo

320.8?

. I/5. {Z0.Oa

l+4, ooo,oo

G) ii6.e3

!l+,555.o1

- tlu.'101.9u

( Sian.r... ol t.tio. i'.a r.r.. t.nt.t i v.
o, bot.o,.t)

[o,iln.il
\ hlr,,
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Adminirtrotivc Proctite Hondbook-Field Servire

Port 7. Accounling ond Fircol Proccdures

Chcpter 12. College Houring Progrom

7-12-5

Section 5

BONDS EVIDENCING TOANS

IRANSFER OF BOND ACCOUNTS

Promptly after bond.s have been purchased and the transaetion
has been recorded in the accounts of the Regional Office, an Inter Officc
Tro,nsf er Vqucher shall be prepared in accordance lvith Exhibit A of
this Section for the purpose of transferring the principal value of bonds
and the related amount of interest purchased to the Central Office. As
indicated by Exhibit A of this Section, s\ch Inter Office Transfer
Ilouchers shall show the amount of construction aclvance, if any, and
accrued interest thereon declucted at settlement for the purchase of
bonds.

BOND DEI,IVERY AND SHIPiIENI T

Bonds shall be placed promptly after purchase with the tr'ederal
trUeserve Bank ol Branch, with a letter of transmittal giving a- descrip-
tion of the bonds. One copy of this letter, properly acknor,vledged by
the Federal Reserve Bank, shall be obtained for the Regional Office ancl
placed in the files of the Administrative Branch. A facsimile copy of
such letter shall be forwarded to the Community Faeilities Commis-
sioner.

1 For
Central

ptocedures
OIfice.

relating to bond delivery arld shilnrlent, see progr&nl releases issued by the
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Bonds Evidencing Loons

EXHIBIT A

7-12-5

IOUSIXC ND HOIE FINANCE AGEXCY

II{TER OfFICE TRA]ISfER YOUCHER
Apri.l 28, L9

of

D. C.

DETilL 0F TRIISFER 0R USTlrG 0F lTTlCltED 0oCU|{EITS

COLLEOE HOUSINO PRMR.A}1

86x1058

to tlatrgfer the prl,nci,pal value of bondg ed tne aroul of accrued

Lnteregt prchased to the Central office as detailed b31oF.

ProJect No. (N6ne end Location of borrouer)

Bond principel

Accued interest purchased
(2lr dals at 2-)fu* on a )& dey
besis from hh/_Lhro\Eh L/2L/_)

0utsiandins advances coI-lected

Accrued interest on advances
(1.68 days at 2-34* on a 365 day
basis fron LL/$/_rhrcuch \/2lr/_)

Net aFo'rnt disbused

$175,ooo.OO

120.83

$ LL,ooo.oo

$r75,)2O.83

516.e) \L,t56.e)

Llror76lj29

33L.5L

(Sce Transact:

ul-.11
121.11

on [o. 5, sect:

5L75,)2O.83
1?5rooo.oo

32o.8)

on 7-12-15)

&2!9
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lnlererl 7-12-6

EXHIBIT A

a@hxo.loltehdrdR.dkN..&t,dldHlrC@r 6.U.1&bar* J. V. No. 
-----

JOURNAL VOUCEEB

D.i6

@r

12I.l+L
lu.Lr fm

Preparod by-.-..,......-. Apprcvod by
(l@e,

m)

IttuNrf,ox Dau

im

COLUOCE EOUSINO PROCM}T

- 

!6xI.!r0

lrc-ruea fnterert necelvgble - AdEncee
IDtereot Earned - AtlEDceE

LOAT RECORD

PrtncLlEl Day! Rata Accrul

im
ffi
r

ffi

(Lt!t tDdtvtdur accmt!)

Ib recoril tbq accned lDtetelt recelvabl
rDil LDterest earDed ilullg the qurter
endetl ,rl9_, on adEncee
Btle 1D coDDectLoo ultb College Eou8hg
ProJect..

Totet,

$uTot6l
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7-124 lnlorest

EXHIBIT B

IOT,,SINC TflD 
'IOXE 

FIXANCE AGENCI
o?rrct or trr

I},ITER OTFICE TRANSTER VOUCHER

rirrt. l0!crlr t0.

OETTIT OT TRAXSTER OR LISTIXG OF ATTACIIED DOCUIEITS

COLIEOE HOUSIIIO PRCGRA}I
86x.1058

Amount of lnterest earned on constructiotr adyan@g dulng

the fl,scal Jes ended Jue 10, 1, tresferred to the

Central offlce.

!11.[1 )3t.5t

No. lJ, Sect

$ffi

(See lon 7-12-15)
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lntoresl 7-12-6

EXHIBIT B

r

flo{rsrtac AID llorE Flt.lrcE AGETcY
o?arct o? llr larlrrarrrfrr

IXTER OTTICE IRA}ISfER VOUCHER

/l^..+1^- ^a Da-{^-.r 
^..{^^\raal rr,ra arr rca

oETflt 0r TRltSFEt 0n U3In0 0f lTTlcltE0 oocuxErls

COLI,EOE HOUSIIG PRGPITI
86x[058

lrout of interegt esmd on constncilon adysn€s dslng

tho fiscal ycs ended Jue ,0, 1,9_ trqsferrcd to the

Central offlce.

POStttGS T0 Ctr€trL tt00ta

lr1I.L1 llr.5I
No. lJ, Sectl

txxn
Lon ?-12-I5)(See

Frt
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Administrotive Proctire Hondbook-Field Service

Port 7. Accounting snd Fitcol Procedures

Choprer 12. College Housing Progrcm

7-724

Section 6

INTEREST

Interest receiyable shall be computed in accordance with Section 7-1-4
of this Volume.

Interest on construction advances shall be accrued at the end of each
quarterly period (March 31, June 30, September 30 and December 31)
on a 365 day basis at the rate specified in the I-.loan Agreement. A
Journal, Voucher, SF 1017c-Revised, shall be prepared as of the
close of each cluarter in accordanee with Exhibit A of this Sectiorr and
the entries thereon shall be posted to the General Ledger (see Trans-
action No. 3, SectionT-12-15) and to the Subsid,furg Loan Record,s (Sec-
tion 7-12-11). As of the close of each fiscal year, an Inter Office Trans-
fer Youclter shall be prepared in accordance with Exhibit B of this
Section, transferring the amount of current fiscal year interest earned
on advances to the Central Office.

Interest normally shall be accrued quarterly, however, it will often
be necessary to accrue iuterest on an individual account in connection
with the collection of the account by setoff or by payment.

Interest to be purchasetl in connection with a purchase of bontls
shall be computed. on a 360 day basis, with each full month considered
as one-twelfth of a full year, or 30 days. When a bond purchase set-
tlement is made, the amount of iuterest purchased shall be recorded
in the aecounts as indicated by Transaction No. 4, Section 7-12-75.

Interest shall be accrued on a construction advance from the effective
date of the advanee, i.e., the date of the eheck, through the day
preceding the date of settlement in the case of bonds purchased by the
Government or the day preeediug the date on which a check in pay-
ment of an acconnt is mailed. by the bomower. Purchased interest on
bonds shall be computed from the beginning date of the current semi-
annual interest period through the day preeeding the date of settle-
ment. The effective dates of disbursements and eollections are deseribecl
in detail under the heading Subsidiary Loan Reeord, Section 7-12-7L.

4/13/50 Pogc I



Administrotive Proctice Hondbook-Field Service

Pqrt 7, Accounting ond Fiscol Procedures

Chopter 12. College Housing Progrom

7.12-7

Section 7

BItt|NGS

INSPECTION AND AUDIT FEES

Ilpon receipt of advice from the Regional Director of Community
Facilities Activities as to award of the construction contract, the Ad-
rnirristrative Branch shall bill the borrorver for the inspection and
audit fee. Such bill shall request prornpt payment from the first funds
available to the bomor'ver for construction of the project.

For each inspection antl audit fee due, an original and four copies of
Form H-216, Ittuoice, shall be preparecl in accordance r1,ith Exhibit A
of this Scrction. Clopies of Inuoiccs shall be distributecl as follows:

(1) The original ancl cluplicate shall be mailed to thr: borrorver.
(2) The triplicate shall be used to establish the receivable in accor<l-

ance with Transactiou No.7, SectionT-12-15, then placed in the
appropriate Fiscal Project File (see Section 7-1-3).

(3) The quadruplicate shall be furnished the Regional Director of
Community Facilities Activities.

(a) The quintuplicate shall be retained in a pending file for follow-up
purposes, for matching rvith the remittance when received. and
then ruarl<ed Paid and placed in the appropriate Fiscal Project
File as evidence that the collection rvas received.

fn any case where the borror.ver fails to make payment within 30 days
following dispatch of a bill for the inspection and audit fee, the Aclminis-
trative Branch shall notify the Regional Director of Comrnunity Facili-
ties Activities by menrorandum so that such further action as deemed
appropriate may be tal<en to effect collection.

At the end of each month, the amount of unpaid bills for inspection
and. audit fees remaining in the pentling fiIe shall be reconciled and
agreed. 'with the balance in General Ledger Control Account 731.22
Accounts Receivable-Inspeetion and Audit Fees.

OUTSTANDING ADVANCES AND ACCRUED INTEREST

Where an entire bond issue has been arvarded to bidders other than
the Government, a bill requesting repayment of all previous advances
plus accrued interest thereon shall be prepared by the Administrative
Branch. Form H-216 shall be prepared for this purpose in aceordance
with Exhibit B and copies shall be distributed as shown above. Interest
shall be assessed at the rate establishecl in the L.ioan Agreement for the

9/25/61 Poge I



7-12-7 Billings

period begiuning on the date each aalvance was made through the day
preceding the date on which remittanee is mailed by the borrorver to the
Regional Office.

Billings for repayments of construction advances and accrued interest
shall not be recorded in the General Ledger, since such amounts due are
already reflected as receivables in the accounts.

Pogo 2 9/25/61



Billingr 7-12-7

EXHIBIT A

>alL
(F5!) t.. 

-

!.r. 

-

Eolrtllro IID gotB FIxl,lcE loFict

(Sb@ rddrer! ot 8eg1ou1 Ottlce)

lltv01cE

r
L

N&e.nd add.reoo gf
Educatlonsl llstltutlon

&ouDt to be pcIA tb€ ooverroent tor tr,cld ln4)ectloB

old .udltr !t tbe llte ot ProJect No. _ a!

provldcd ltr Contract No.

PryDeot ot tblo uount 1e reguetted, frco tbc llrst
tEdr rvrl]. bl,c tor constructloD o, tbc lroJect, ln

cccoralqnce sl,th the TeEe ed Condltloo! cOortttutln6

IErt o, the LcD Agre@Dt.

$ :oorx

Fl. .1..1 Ft.ll. l. il. l...l.t ..4
t.D fr..r.. 11...r.0 .ra ill l.!
(I{e anil addres! ot Eegloml,
Otllcc)

gl.rt.a .ra C.rrtll.a G.rr.ctr

tr.t... l.ala..1. ..1, .t t...t.. rlrl r..i....r.,
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7-12-7 Billings

EXHIBIT B

FIU
(er5)

ROUSIT(G AXD FOIA FINA}ICB AOENCY

ffi
o"t. t/21/

(Show addrcss of Re.ronat O.ffice)
tltv0 tcE

T

L

N&e ed address of
Educati.onal ltrstitutlon

-l

-J
DtscFlPIl0t

iJOTICE OT' CONSIRUCTION ADVENCE DUE

Prj.ncipal balace $50,000.00

275.69
Int4rest at 2-7/8il lron II/f5/ tbroueh

L/23/- (70 days) v
Advace nade uder Contract I!o.

y In addition to the eout of interest shoM, please include
interest at the rate of $3.9383 per day, fron Joua4r 2lr,
19_ through ttE day preceding the datl'on wtrich check il
paFetrt, is nailed.

s5,o,2't5.69

lqt. 61..t tsrclt. tc rL. f,.c.!!{ .!d
Iot. flrc!.. 

^g.!et-Ol 
.rd mrl ror

(snow nare ed addresJ of
RegionaL Office.)

Cb.cl.d .!d C.rtlll.d C.rr..t:

/i.rr.n drrla..r. ..r, .l t.aoi?.,i!t r..ir,.n..)
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Administrotive Proctice Hondbook-Field tervice
Port 7. Accounting ond Fiscol Procedurer
Choptcr 12, Collcge Houdng Progrom

7-12-8

Section 8

cotIEcTtoNs

All aurounts collected by each Iiegioual Office shall be deposited irr
the nearest Federal Reserve Bank or Branch for sredit to the revolving
fund symbol 86X4058.

For the procedure to be followed in depositing collections and for
the preparation and distribution of related Certificates of Deposit, rcf-
erence should be made to Section 7-1-2.

Collections of inspection and audit fees shall be recorded in the Gen-
eral Ledger in accordance rvith Transaetion No. 8, Section 7-12-15. Col-
leetions which represent repayments of construction advances and ac-
erued interest thereon, when the related bonds are sold to bidders other
than the Government, shall be recorded in the General Ledger in accord-
anee with Transaetion No. 10, and to the appropriate Subsid,iarA Loan
Recoril, as provided in the instructions in Section 7-12-ll und.er that
heading. As already stated, the amounts eollected representing repay-
ments of construction advanees and accrued interest thereon shall be
transferred promptly to the Central Office. (See section 7-12-3 antl
Exhibit C thereof and Transaction No. 6, Section 7-12-15.)

fnspection and audit fee collections shall be transferred to the Central
Office as of the close of each fiscal year or at the request of the Division
of Finance and Accounts,by Inter Ofi,ce Transf er Vou,cher prepared in
accordance with Exhibit A.

9/2s/61 Pogc I
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Collections 7-12-8

EXHIBIT A

F2!9

HOUSING I}ID HOIIE FINANCE ACEXCY

INTER OFFICE TRANSFER VOUCHER

1T^.:il^h 
^f 

RF'i^nal rlffi.e)

iJashi n/t6n n

OETAIT OF TRAIISF€R OR TISTIIIG ()F ATTACHTD OOCUIETIS

COLIEGi HOUSI}JO PiiGSJii
b6x!o5B

To transfer to the Central office the eout of cash

baLance in Accout 101.1J &d a corresponding mui

of balmce in Accout 221.)2 as ol _r 19_.

l.r0TB! l..here appLicable, include a reference to
henortudm f.on the Centlal oflice requestiDg
toe tresfer.

33r.51

(See tr.ns

)3L.5t

101..13

ction t.o. Lt,

$w
ffi

ection 7-]2 15)
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Administrotive Proctice Hondbook-Field Seryice

Porl 7. Accounling ond Fircol Proccdurec
Choprer t2. Collcge Housing Progrom

7-12-9

Section 9

REFUNDS-INSPECTION AND AUDIT FEES

fn those cases where the entire bond issue related to a particular
project is sold to bidders other than the Government, a refund of
all or a portion of an inspection and audit fee previously collected
shall be mad.e to the borrower when an original and one copy of a
basic document, describing the refund transaction, together with a
memorandum signed by the Community Facilities Commissioner ap-
proving the refund, are received in the Administrative Branch. After
determination in the Administrative Branch that all requirements have
been fulflled, S.F. 1166 shall be prepared, certified. and submitted to the
Treasury Regional Office for payment (see Section 7-72-4).In connec-
tion with any such refund the Regional Office wiII transmit a letter
to the borrower explaining the nature of the refuud and the method
used in determining the amount thereof.

Refunds of inspection and audit fees shall be recorded in the General
Ledger in accordance with Transaction No. 9, Section 7-12-15.
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 12. College Housing Progrom

7-12-to

Sestion IO

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Accounts
101.12 Cash and 101.13 Cash-Inspection and Audit Fees by removing
therefrom those transactions which have not been accomplishetl. All
such adjustments shall be recorded on the basis of journal entries as
follows:

(1) Adjustments for the amount of collections in transit shall be
recorded in the General Ledger in accordance with Transaction
No. 11, Section 7-72-15, and such entries shall be reversed. at
the beginning of the following month in accordance rvith Trans-
action No. 12, Seetion 7-72-15.

(2) Adjustments for the amount of unaccomplished disbursements
shall be recorded in the General Ledger and, when applicable,
in the related Subsiiiliary Loan Record(s), by reversing the
original entries made in the accounts on the basis of the eertified
disbursement documents. At the beginning of the following
month, adjustments shall be made restoring the original entries.

4/13/60 Poge I



Administrotive Prqctice Hondbook-tield Servicg

Port 7. Accounting and Firal Procedurer
Chopter 12. College llousing Progrom

7-12-11

Section I I

BOOKS AND RECORDS

A Gerreral L,edger and individual Srubsidia,rA Loan Records shall 6e
established and maintairred by each Regional 0ffiee. The posting media
for General Ledger entries are identified in Seetion 7-72-15, Typical
Transactions with Appropriate Entries, and for Su,bsicliarg1 Loan Rec-
ord.s in the instructions that follow in this section for the maintenance
of such records. After each docurrent has been posted, a notation to
that effect shall be made thereon. Such notation shall show the posting
clate and shall be initialed by the employee who posted the transaction.
In the case of flsguments, such as executed Loan Agreements and exe-
cuted amendrneuts thereof, the uotation in each case shall be made on a
small slip of paper which shall be stapled to the face sheet or the first
page of the doeument. In the ease of all other posting media, the nota-
tiou may be made on the face of the doeument.

GENERAT TEDGER

S.F. 1014-Revised shall be rrsed for thc General Ledger'. General
Ledger aceounts shall be established and maintained in aceordance
'n'ith the Chart and Description of General Ledger Aecounts contained
in Sections 7 -12-73 and, 7 -72-14. Refer to Typical Transactions with
Appropriate Entries (Section 7-12-75) for the aeeounting documetrts
u'hich support entries in the General I-.iedger.

SUBSIDIARY 1OAN RECORD

Forrn II-213, Sttbsidia,rtrl Loe,n Record (Exhibit A) shall be main-
tained for each projeet. Immediately following reeeipt of a fully exe-
cuted Loan Agreement in the Administrative Branch, Form H-213 shall
bc established for the project, and the loan commitment or authorization
as specified in the Loan Agreement shall be recorded therein.

Subsicliary Loan Records shall be posted currently from Vou,chers
and, Schcdul,es of Paym,ents, Ccrtifi,cates of Deposit, Inter Office Trans-
f er Vouchers, Jou.rnal Vouchcrs, Notices of Collection, project sum-
ntaries, and other similar doeuments.

Each disbursement for a construction advance or for the purchase of
bonds shall be recorded in the appropriate Subsid,iarpl Loan Recoril on
the date the Vouch,er a,nd Schedu,le of Payments is eertiffed and sub-
mitted to the Treasury Regiorlal Oftice for payment. The effective date
of the disbursement shall be thc date on lyhich the check is drarvn by the
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7-12.t I Books qnd Records

Treasury Regional Office as sho$,n on the aceomplished. Voucher onil
Schedule of Pallments returned to the Regional Office. If the effective
date is diffelent from the date of entry, the effective date of disburse-
ment slrall also be entered in the applicable Srr,bsidiary Loan Recorcl.

Each collection shall be lecordecl in the appropriate Subsicliarpl Loan
Becord, on the date the Certifica,te of Deposit is forrvardeil to the Fed-
eral Reserve Bank or Rranch rvith the remittance. The effective date
of a collection shall be the date on rvhich a lernitttrnce is mailed in
payment of an account, as evidenced by the postmark on the envelope
in which the remittalree lvas rnailed to tlre Regional Office, without
regard to the date on which the cheek u,as received in the Regional
Offiee. Such envelopes shall be retained ancl attached to the posting
copies of the related Certificates of Dcytosit. fn the case of a repay-
rnent of aclvanees and accruecl interest thereon collected by setoff at
the time of a bontl purchase transaction, the effective date of the re-
payment is the clate of the eheck in a net amount delivered to the bor-
rolver for the bonds. If the effective date of collection is tlifferent from
the entry date the effectivc rlate sJrall also be enterecl in the applicable
Snbsidiarll Loan Record.

Extreme care shoulc.l be exercisecl that effeetive clates are always
recorded as inclicated abovc to insure that interest aecruals and eollec-
tions are correct.

The information to be rccordecl on ,Sirbsfdrorl1 f,oam, Re.corcl earcls
shall be in accordanee ryith the follo'r,r,ing irrstructions u,hich crorrespond
to the parenthetical numbers shotrr on Exhibit A:

(1) Sho*, the projoct trumber in the upper rightJrarrd corner of
the form.

(2) Shou'tlre loeation ancl nunrbel of the Regional Office.
(3) Enter the number assignerl to the Loan Agreement.
(4) Shol, the name antl adtlress of the borrou,er.
(5) Entcr the effectir.e date of the I-.ioan Agreement.
(6) Enter the date on which tJre last issue of bonds mtrtures.
(7) Include a brief descliption of disbursemeut ancl lepayrnent

provisions as contained in the Loan Agreement.
(8) Enter the amount of loan specified in the l-.ioan Agreement atrd

itrereases thereof as shorur by amenclrnents thereto.
Enter in brackets the amounts of rcfuncls reeeivecl because of
an underrun in final projeet costs, as shorvn by Notices of Col-
lection received frorn the Division of Finance and Aecounts.

(9) Enter dccreases sho$,n bI, amendments to l-.loan Agreements.
Also enter decreases shos,n by Forms Ctr'A-105, Ee,u,ised Project
Su.mntol'11, after bonds have been purchasecl for less than froan
Agreement amonnts beeausc of underruns in project costs. See
instructions follos.irrg Ttem (24) lith respect to boncls alvarded
to private biddels.
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Bookr ond Records 7-t3-l I

(9) Enter decreases shown by amendments to loan agreements.
Also enter deereases shown by Forms CFA-105, Reuised, Project
Su,rnmary, after bonds have been purchased for less than loan
agreement amounts because of underruns in project costs. See
instructions follorving Item (24) l,ith respect to bonds awarded
to private bicltlers.

(10) Enter amounts of loan adyances from Vouchers aniL Bc'h,edul,es
of Payments and basic documents and the difference between
the principal value of bonds purchased antl the total of ad-
vances repaid at the time of final settlement from Forms
CFA-301, Calcu,la,tion of Net Amount Due for Bond, Purchase.
Enter in brackets the anrounts of refunds received because
of an unclemun in final project costs, as shown by Notices of
Collection received from the Division of Finance and Accounts.

( 11)

(12)
( 13)

Entries in colmn (8) increase thc previous balance in this
column and entries in columns (9) antl (10) decrease the pre-
vious balance. Bracketed ertries in columns (8) and (10) are
offsetting and have no effeet upon the balance.

Shorv the interest rate speciffetl in the loan agreement.

Show both bases on which interest is computed. Interest on
advances is computed on a 365 day basis and on bonds pur-
chased on a 360 day basis.

Shorv entry date.

Shor'v effective date if different from entry t'late.

Cite posting document or brief deseription of the transaction.
Entcr amounts of advances and the principal amounts of bonds
purchased as shown by Vou,chers and Scheclules of Pallments,
basie documents and Forms CFA-301.
Enter the total of advances collected by setoff at the time of
settlement for the purchase of bonds as shown by Forms
CFA-301 and repayments of advarrees rvhen bonds are sold to
bidders other than thc Covernment as shown by Certificates
of Deposit.

Entries in colurnrr (17) increase the previous balanr:e in this
eolumn and entries in column (18) deerease the previous
balance.

Show the number of days for which interest is acerued.
Enter the accruals of interest on advances from Jou,rnal,
Vouchers and for bontl interest purchased as shown by Forms
cFA-301.
Enter the amount of accrued interest on arlvances collected.
by setoff at the time of final settlement for purchase of bonds
from Form CFA-301 antl the amount of accrueil interest col-
lected on advances rvhen bonds are solcl to bidilers othcr than
tlrc Governrncut from Certificates of Dcltosit.

Poge 3
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7-r3-r t Books ond Records

(23) Entries in column (21) increase the previous balance in this
column and entries in column (22) decrease the previous
balance.

(24) Record the balances transfemed to the Central Office in paren-
theses in columns (19) and (23) as shown by Inter Ofice
Transfer Vouchers and include the notation as illustrated on
Exhibit A.

In those cases where all or part of a bond issue related to a particular
project has been awarded to bidders other than the Government, a copy
of Form CFA-105, Reuised Project Su,m,mary, will be reeeived in the
Administrative Braneh. Upon receipt thereof, a eancellation entry
shall be made in the Authorizations block of the applicable Subsidiary
Loan Record, as follows:

(1) If the entirc bond issue rclated to a particular project is arvarded
to bidders other tharl the Governmettt, att entry shall be made
in column (9) of the recorcl in an arnount u'hich rvill reduce
the balanee in column (11) to zero.

(2) If only part of a bond issue is arvarded to bidders other tharr
the Goverrrrttent, an errtry shall be made in column (9) of the
reeord itr an amount representing the difference between the
faee amount of bonds so awarded and the principal amount of
loan aclvancts repaid, or to be repaid, as the result of the sale.

Poge 4 3/9/52
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Pqrt 7. Accounting and Fiscol Procedures
Choprer 12. College Housing Progrom

7-12-12

Section 12

REPORTS

'l'he reports referred. to below in this Section shall be forwarded to
the Division of Finance and Accounts in accordance with Section 7-1-8
rvhich specifies the number of copies of each report required.

STATE'IAENT OF GENERAI. TEDGER BA1ANCES

As of the end of each month, after all entries for the month have been
posted to the General I-,ledger, the balances reflected in columns (19)
and (23) of the Subsid,iarg Loan Records shall be totalled separately
and each such total shall be reconciled and agreed with the balance of
the applicable General Ledger Control Account. A trial balance of
General Ledger accounts shall then be taken and. reported in the appro-
priate colunrn of Form H-229, Statement of General Led,gar Balances-
Program Accounts. As of June 30 of each year, a post closing trial
balance shall be submitted immediately after fiscal year end closing
entries have been mad.e.

NET IOAN COMMITMENTS, CONSIRUCTION ADVANCES, BOND PURCHASES, AND UNDI$
BURSED COMMIIMENIS

Form H-245, Net Loan Contmitments, Construction Aduances, Bonil
Ptr,rchases, ancl Undisburseil Comm'itments (Exhibit A) shall be pre-
pared at the close of business each month. Only those projects with
lespect to rvhich fully executed Loan Agreements are on file in the
Regional Office shall be reported on Form H-245.

"Completed projects previously reported" shall not be listed indi-
vidually on the form. Projects rvhich are required to be listed individ-
ually, or "Projects completed during month" and "Projects not eom-
pleted " shall be ananged in alphabetical order by States and by projects
within each State.

The information to be shown on Form H-245 shall be in accordance
lvith the following instructions which correspond to the parenthetical
letters and numbers on Exhibit A. Except for items (a) antl (b) the re-
quired information shall be obtained from Form H-213, Subsid,iarg Loan
Record,.

Itern (a) Enter month-end clate as of rvhich report is prepared,.

Item (b) Enter number ancl loeation of Regional Office.

Cornpletetl projects to be reportcd in columns (4), (6), and (8)
opposite Item (c) are those on which the net commitments have been
fully clisbursecl for bond purchases. Projects on which construction
advances have been fully repaicl as the result of bond sales to bidders
other tlran the Government shall be exeluded. from ftem (c) and not
listed uuder Itern (d). fn other lyords, such a project shall be elimi-
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7-12-12 Reports

nated from the report when the construction advance is fully repaid and
the undisbursed commitment, if any, is cancelled.

Item (c) Enter in column (a) of this line the total number of com-
pleted projects as of the previous month end. Enter in
column (6) of this line the total of net loan commitments
(commitments less cancellations) for all projects reported
completed as of thc previous month end.
Enter in column (8) of this line the total disbursements for
bond purchases for all projects reported completed as of thc
previous month end.
List uncler this heading information with respect to each
project completed during the month, as indicated below:
Enter in column (1) State in which borrowing agency is
located.
Enter in column (2) town or city in which borrowing
agency is located.
Enter in eolumn (3) name of borrower.
Enter in column (5) project number.
Enter in column (6) net loan commitment (commitment
less cancellations).
Enter in eolumn (8) principal amounts of bonds purchased.
Count the number of projects completetl during month and
to this add the number of completed projects previous)y
reported. (Do not inclutle projects required to be listed
for the purpose of reporting decreases beeause of retlemp-
tion of bonds on projects previously reported as eompleted.
These projects have been previously counted.) Enter such
sum as a subtotal in column (4).
Enter as subtotals in columns (6) and (8) the totals of
such columns for completed projects previously reported
and for projects completed during month.
List under this heading information with respect to each
project not eompleted as indicated below.
Enter in columns (1) through (6) antl column (8) the in-
formation ancl amounts as indicated above under Item (tl).
Enter in column (7) the amount of construction ad.vances.
Enter in columrr (9) the difference between the amount of
column (6) and the sum of the amounts in columns (7)
and (8).
Count the number of projects not completeil (Item (f))
and enter such sum as a subtotal in column (4).
Enter as subtotals in columns (6) antl (8) the totals of such
columns for projeets not completed (Item (f ) ).
Enter as cumulative totals in eolumns (4), (6) and (8)
the sums of tlre subtotals of such eolumns. Enter as cllmu-
lative totals in columns (7) antl (9) the totals of such
columns.

Itcrn (d)

Item (e)

Item (f)

Item (g)

Item (h)

Where a purchasc of b<lntls lcsults in a loatr in exeess of final project
costs, thc borrower is usually requirecl to rcfund such excess amount by
redenrption of bontls, in multiples of $1,000 and in inverse oriler of
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Reporls 7-12-12

maturity or, in the case of a single registered nonnegotiable borrd, by
payment of a sum equal to the amount of principal installments to be
retired. Such redemptions of bonds shall be reported on Form H-245 for
the month in which Notice of Collectiorr is received from the Division of
Finance and Accounts, as outlirred brrlow:

(1) If the project has beerr reported as completecl in a month prior
to receipt of Notice of Collection, enter the amount of refund as
a minus amount (in brackets) in columns (6) and (8) of Item
(d), with the required identification data in columns (1), (2),
(3) and (5). These amounts shall be deducted in obtaining sub-
totals for colurnns (6) and (8) opposite Item (e).

(2) 7t the project is being reported as completed during the same
month as that in which Notice of Collection is received, the
amount of bonds purchased, reduced. by the amount of refund
stated in the Notice, shall be reported in columns (6) and (8)
under Item (tl).

Where two or more projects are combined as authorized by an amenda-
tory contract, the project number for the combined project preeeded by
Combined shall be shown on the Subsid,iary Loan Record, for each project
involved in the eombination and the old number lined out. The Sabsid-
iarg Loan Record cards shall then be filed together to facilitate reporting
the combined amounts.

Combined projects shall be reported on tr'orm H-245, as follorvs:
(1) If two or more projects previously reported as completed are

combined, the amounts applicable thereto, which are included in
columns (6) antl (8), Item (c) are not affected. However, the
number of projects shown in column (4),Item (e), of the pre-
vious month's report, shall be reduced by one less than the num-
ber of projects so combined and included in column (4), Item
(c), of the eurrent month's report, with an appropriate foot-
note 1 identifying the projects combined.

(2) If one or more projects previously reported as completed are
combined with one or more projects not completed, column (4),
Item (c) shall be reduced by the number of projeets previously
reported as completed, and columns (6) and (8), Item (c) shall
be reduced by the related amounts applicable to the eompleted
projects. The amounts thus removetl from columns (6) andl (8),
Item (c) shall be combined with the amounts applicable to the
projects not completetl and reported as a single project in the
appropriate columns of Item (f) as not completetl, itlentifietl by

. the combined project number. Such project number shall be
footnoted I to identify the intlividual projects combined (see
Exhibit B).

(3) If two or more projects not completed are combined, the com-
bined amounts shall be reported as a single project in the appro-
priate columns of Item (f), identified by the combined. project
number, and the number of projects adjusted (Item 49) antl
footnoted 1 as illustratetl on Exhibit C.

IEE-riruA footnotes shall be shown only on the first report rvhich reflects e combinrtion of
projects.
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7.12-12 Reporls

(4) If one or more projects that would otherwise be reported as com-
pleted in the current month, are combined with project(s) not
completed, the combined amounts shall be reported as a single
project in the appropriate columns of Item (f), properly identi-
fied and the number of projects adjusted (Item 49) and foot-
noted. 1 in the same manner as illustrated on Exhibit C.

IRANSCRIPI OF ACCOUNT IOI.I2 CASH

As of the close of each month, Form H-200.14, Transcript of Account
101.72 Cash, shall be prepared and submitted in order that the Central
Office Division of Finance and Accounts may compute any interest re-
bate due this Agency on daily cash balances on deposit in the Treasury.
The information for this report shall be obtained from General Ledger
Account 101.12 Cash and from posting documents and shall be reported
in accordance with the following instructions which are numbered to
correspond with the parenthetical numbers printed on Form H-200.14
(Exhibit D):

(1) Show month end as of which the report is prepared.
(2) Show number of the Region preparing the report.
(3) Cite posting document or brief description of transaction and

show related project number opposite each amount reportecl.
(4) Disbursem.ents. Show date on which each check is drawn by the

Treasury Regional Office, as shown on the accomplishedVouchcr
and Schedule of Paym,ents. fn those rare instances where a
check drawn by the Treasury Regional Office is eancelled, every
effort should be made to effect cancellation on or before the date
of settlement, otherwise interest rebate on the amount of such
check will be lost.
Collections. Show date on which each Certificate of Deposit is
receipted (accomplished) by the Federal Reserve Bank or
Branch.
Ot'h,er Debits and Cred,ifs (transfers from and to the Central
Office cash account). Show date of issuance of Inter Office
Transf er Vou,cher, as prepared by the Central Office or the
Regional Office.

(5) Show increases in cash balances as shown by the General Ledger
Account maintained by the Regional Office for Account 101.12.

( 6) Show decreases in cash balances as shown by the General Ledger
Account maintained. by the Regional Offrce for Account 101.12.

(7) Amounts shown in column (5) inerease the previous balance
in this column and amounts shown in column (6) decrease the
previous balance.

(8) Enter on this line in column (7) the amount of cash balance in
Account 101.12 as of the beginning of the month for which the
report is prepared.

(9) Enter on this line in column (7) the amount of cash balance in
, R"q"tr"d footnotes shall be shown only on the first report which reflects a combination of

projects,
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Report3 7-12-12

Account 101.12 as of the end of the month for which the report
is prepared.

(10) Show date of submission of the report to the Central Office
Division of Finance and Accounts.

(11) The Regional Director, Administrative Management, or his
designee, shall certify each report submitted.

TRANSCRIPT OF ACCOUNI IOI,I3 CAsH-INSPECTION AND AUDII FEES

As of the close of business each month Form II-200.15, Transcript of
Account 101.13 Cash-Inspection and Aud,it Eees, shall also be prepared
and submitted in order that the Central Office Division of Finance
and Accounts may compute any interest rebate due this Agency on
daily cash balances on deposit in the Treasury. Data for this report shall
be obtained from the General I,,edger Account 101.13 Cash-Inspection
and Audit Fees and from posting documents and shall be reported in
accordance with the following instructions which are numbered to
coruespond with the parenthetical numbers printed on Form H-200.15
(Exhibit E of this Section) :

(1)
(2)
(3)
(4)

(5)

(6)

(7)

(8)

(e)

(10)

(11)

Show month-end as of which report is prepared..
Show number of the Region preparing the report.
Cite posting document or brief description of transaction.
Disbursemenls (in the event an occasional refund may be neces-
sary because of overcollection). Show date on which each check
is drawu by the Treasury Regional Office as shown on the ac-
complished Voucher and, Sched.ule of Payments.
Collections. Show date on which each Certi,ficate of Deposit is
receipted (accomplishetl) by the Fed.eral Reserve Bank or
Branch.
Other Cred,ifs (transfers to Central Office cash account). Show
date of issuance of the Inter Office Transfer Voucher prepared
by the Regional Office.
Show increases in cash balances as shown by the General Ledger
Account maintained by the Regional Office for Account 101.13.
Show decreases in cash balances as shown by the General Ledger
Account maintained by the Regional Offiee for Aceount 101.13.
Amounts shown in column (5) increase the previous balance in
this eolumn and amounts shown in column (6) decrease the
previous balance.
Enter on this line in column (7) the amount of cash balance in
Aceount 101.13 as of the beginning of the month for which the
report is prepared.
Enter on this line in eolumn (7) the amouut of cash balauce in
Account 101.13 as of the end of the month for which the
report is prepared.
Show date of submission of the report to the Central Offfce
Division of Finance and Accounts.
The Regional Director, Administrative Management, or his
designee, shall certify each report submittetl.
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EXHIBIT B
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EXHIBIT C
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Cotegory

101
Cash:

111
Loans and
Advances
Receivable

tzt
Accrucd
Iieccivablcs

131
Accounts
anal Notes
Receivable

221
Trust and
Deposit
I-.riabilities

331
Real and
Nominal
Accounts:

{tt
fnterest:

Accounl

Numbers

Section I3

CHART OF GENERAT TEDGER ACCOUNIS

ASSETS

Cash in Transit
Cash
Cash-Inspection and. Audit Fees

Loans
Advances

Accrued Interest Rcceivable-Loans
Accrued Interest Receivable-Advances

Accounts Receivable-Inspection and Audit
Fees

UABtUTtES

227.72 fnspection and Audit Fees

INTEROFFICE CONIROT ACCOUNIS

331.51 Regional Office Books-Account with Central
Office

lNCOME

Tirle

101.11
101.12
101.13

111.11
I11.41

121.11
721.47

737.22

9/25/61

4L7.47 fnterest Earnecl-Advanees

Pogc I



Administrative Prooice Hondbook-Field Service
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7-12-14

Section 14

DESCRIPTION OF GENERAL I.EDGER ACCOUNTS

IOI.II CASH IN IRANSIT

This is a tlebit balance (asset) account maintained to record the
amorurt of cash collections in transit at the end of each month.

Debit this account with: Cretlit this account with:
11. Amounts of cash collections 12. Amounts of month-entl adjust-

in transit at the end of each merts for cash collections i:r
month. transit reversed at the begin-

ning of each month.

r0r.l2 cAsH

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Offiee for the purpose of
making construction advances and loans to Educational Institutions in
the Region.

Debit this account with:
1. Amounts transferred from

Central Office Cash Account.
10. Amounts collected represent-

ing repayments of construc-
tion advances aud accrued
interest thereon, when the
related bonds are sold to bitl-
ders other than the Govern-
ment.

12. Amounts of month-end ad-
justments for cash collec-
tions in transit reversed at
the beginning of each month.

Credit this account with:
2. Amounts disbursed representing

loan advances.
4. Amounts disbursed at the time of

final settlement for the differ-
ence between the principal value
of bonds and related interest
purchased and amounts due the
Government, if any, for con-
struction advanees and acerued
interest thereon.

6. Amounts of cash balance in Ac-
count 101.12 in excess of actual
disbursements, and amou:rts of
collections representing repay-
meuts of construction atlvances
and accrued. interest thereon,
transferred to the Central Office.

11. Amounts of cash collections in
transit at the end of each month.

IOI.I3 CASH_INSPECIION AND AUDII TEES

This is a tlebit balance (asset) account maintained to show the amount
of inspection and autlit fees collected antl transferred to the Central
Office.

Debit this account with: Credit this aeeount with:
8. Amounts of inspection and 9. Amounts of inspection and audit

audit fees collected. fees refunded to Educational In-
stitutions.

4/13/60 Pqsc I
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Debit this account with:
12. Amounts of month-end ad-

justments for cash collee-
tions in transit reversed. at
the beginniug of each month.

Debit this account with:
4. Amounts of accrued interest

on bontls purchasecl at time
of final settlement for pur-
chase of bonds.

Description of Generol Ledger Accounls

Credit this account with:
11. Amounts of cash collections in

transit at the end of each month.
14. Amount of balance in Accouut

101.13 representing inspection
and audit fees eollected, trans-
fered to the Central Office.

Cretlit this account with:
5. Amounts of purchasetl bontl in-

terest transferred to the Central
Office upon completion of bond
purehases.

ilt.u toANs

This is a debit balance (asset) account maintained to show the princi-
pal amount of bonds purchased under Loan Agreements with borrowers
and transferred to the Central Office.

Debit this account with: Cretlit this account with:
4. Principal value of bonds 5. Principal value of bonds trans-

purchased at time of final ferred. to the Central Office.
settlement.

NOTE: Maintain individual subsidiary aecount on Form E-213 for
each project.

ilt.4t ADVANCES

This is a debit balance (asset) account maintained to show the amount
of advances made for construction prior to the purchase of bonds. The
debit balance of this account represents the total outstanding amount
of advances due the Government from Educational Institutions in the
Begion.

Debit this account with: Cretlit this account with:
2. Amou:rts disbursed repre- 4. Amounts of advances repaid at

senting loan advances. time of bond purchases.
1.0. Amounts collected representing

repayments of eonstruction ad-
vances, when the related bouds

ffi s"q*"f-:lfers 
other than

NOTE: Maintain individual subsidiary account on Form E-213 for each
project.

I2I.II ACCRUED INIEREST NECEIVABIE-LOANS

This is a tlebit balance (asset) account maintained to recortl the
amount of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Central Office.

NOTE: Maintain individual subsidiary accoult on Form H-213 for each
project.
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Description of Generol ledger Accounts 7 -12-l 4

I2I.4I_ACCRUED INTEREST RECEIVABLE ADVANCES

This is a debit balance (asset) account maintained to show the amount
of accrued interest receivable on adyances. The debit balance of this
account represents the total accrued interest receivable on advances due
the Government from Educational Institutions in the Region.

Debit this account with: Credit this account with:
3. Amounts of interest accrued 4. Amounts of accrued. interest re-

onadvances. ceivable on advances, collected
at the time of final settlement
for purc,hase of bonds.

10. Amounts collected representing
accrued interest receivable on
advances, when the related
bonds are soltl to bidders other
than the Government.

NOTE: Maintain individual subsidiary account on Form H-213 for
each project.

I3I.22 ACCOUNTS RECEIVABTE_INSPECTION AND AUDII FEES

This is a dcbit balance (asset) account maintained to record the
amount of billings rendered for inspection and audit fees as specified in
the related I-,oan Agreements. The debit balance of this account repre-
sents the total amount of inspection and audit fees due the Government
from Edueational Institutions in the Region.

Debit this account with:
7. Amounts of bills rentlered

covering inspection and
audit fees.

Credit this account with:
8. Amounts of inspection

audit fees collected.
and

221.12 ]NSPECTION AND AUDII FEES

This is a crcclit balance (trust and deposit liability) aecount main-
tained to shorv the total amount of bills renderecl for inspection and
audit fees less rcfunds antl amounls transferred to thc Central Offfce.

Debit this account with: Crcrlit this account with:
9. Arnounts of inspection antl 7. Arnounts of bills rendered cov-

audit fees refunded to Eclu- ering inspection and audit fees.
cational Institutions.

14. Amount of balance in Ac-
count 221.12 representing
inspection and audit feei
collected, transferred to the
Central Office.

33T.5I REGIONAT OFFICE BOOKS_ACCOUNI WITH CENTRAI OTFICE

This is a Rcgional interofffce contro.l aecount maintained to record all
trausfers betrveor the Central Offiec iurd the Regional Office.
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Debit this account rvith:
5. Principal value of bonds

and related amount of in-
terest purchased trans-
ferred to the Ceutral Of6ce
upon completion of bond
purchases.

6. Amounts of cash balance in
Account 101.12 in excess of
actual disbursements, and
amounts of collections rep-
resenting repayments of
construction ad.vances and.
accrued interest thereon,
transferred to the Central
Office.

14. Amount of balance in Ac-
count 101.13 representing
inspection and audit fees
collected, transferred to the
Central Office.

Description of Generol ledger Accounts

Credit this account with:
1. Amounts transferrerl froru Cen-

tral Office cash account.
13. Amount of interest earned on

ad.vances transferred to the Cen-
tral Office as of tJre close of each
fiseal year.

14. Amount of balance in Account
221.72 representing inspection
and audit fees collected, trans-
ferred. to the Central Office.

4I I.4I INTERESI EARNED_ADVANCES

This is a credit balance (ineome) account maintained to show the
amount of interest earned on advanees made to Educational Institu-
tions in the Region.

Debit this account with: Credit this account with:
13. Amount of interest earned 3. Amounts of interest accrued

on advances transferred to on advances.
the Central Office as of the
close of eaeh ffscal year.

Poge 4 9/25/61



Administrotive Proctice Hsndbook-Field Service

Pqrt 7, Accounting ond Fiscql Procedurer

Chopler 12. College Housing Progrom

7-12-15

Cr. Iitle

Cash.
331.51 Regional Office Books-

Account with Central
Office.

Advances
101.12 Cash.

Section l5

IYPICAT TRANSACIIONS WITH APPROPRIAIE ENTRIES

fron+
oclion
Number Descriprion

1. Amounts transferred.
from Central Office Cash
Account. Posting media :

Inter Ofrne Transf er
Vouchers.

2. Amounts disbursed rep-
resenting loan advances.
Posting media tV ouchers
anil, Sch,etltcles of PaU-
ments,

3. Amounts of interest ac-
crued on advanees. Post
ing media t Jou,rnol,
Vouch,ers.

4. Purchase of bontls and
related interest and the
collection of advances
and accrued interest
thereon, at time of final
settlement.l Posting me-
dia: Vouch,ers anil,
Bched,ules of Pagments
and related basic docu-
ments.

5. Principal value of bonds
and related. amount of
interest purchased, trans-
ferred to the Central
Office upon completion
of bond purchases. Post-
ing media z Inter Ofi,ce
Transf er Vouchers,

6. Amounts of cash balance
in Account 101.12 in ex-
cess of actual tlisburse-
ments, and amounts of

Accrued Interest Receiv-
able-Advances.
Interest Earnetl-
Advanees.
Iroans.
Accrued Interest Receiv-
able-Loans.
Cash.
Advances.
Accrued fnterest Receiv-
able-Ad.vances.

Dr.

101.12

111.41

111.11
Lzt.lt

tzt.4t

331.51

331.51

477.47

101.12
111.41
I2I,4L

Regional Offfce Books-
Account with Central
Office.

111.11 Loans.
121.11 Accrued fnterest Receiv-

able-Loans.

Regioual Office Books-
Account with Central
Office.

101.12 Cash.

lThe credit entries to Accounts 111.41 and 121.41 ere not involved in cases where no ad-
vances haye been made prior to bond purchases.

9/25/51 Poge I



7-12-ls

frons-
oclion
Number Descriplion

collections representing
repayments of construc-
tion ad.vances and, ac-
crued interest thereon;
transferred to the Cen-
tral Office. Posting me-
dia: Inter Office Trans-
f er Vouchers.

7. Amounts of bills ren-
dered covering inspec-
tion antl audit fees. Post-
ing media : Inuoices.

8. Amounts of inspection
and aud.it fees eolleeted.
Posting media: Certifi-
cates of Deposit.

9. Amounts of inspection
and audit fees refunded
to Educational fnstitu-
tions. Posting media:
V ouchers and, Schedu.les
of Payments.

10. Amounts collected repre-
senting repayments of
construction advanees
and accruecl intcrest
thereon, rvhen the re-
lated bonds are soltl to
bidders other than thc
Government. Ilosting
nredia: Acrtifi,col.cs of
Deposit.

11. Amounts of r,ash collec-
tions in transit at the
end of each month. Post-
irrg media: ,Iou,rnal
Vouchers.

12. Amounts of month-end.
adjustments for cash col-
lections in transit re-
versed at the beginning
of eaeh month. Posting
media : Jortrnal, Vouch-
ers.

Poge 2

fypicol Tronsoctions with Appropriote Entries

Cr. TitleDr,

731.22

101.13

221.72

101.12

101.11

101.12
101.13

227.12

131,.22

101 .13

Accounts Receivable-
Inspection and Audit
Fees.
fnspection and Audit
Fees.
Cash-fnspection and
Audit Fees.
Accounts Receivable-
Inspection and Autlit
Fees.
Inspection and Autlit
fees.
Cash-Inspection and
Audit Fees.

Cash.
111.41 Advances.
121.41, Aecrued Iuterest Reeeiv-

ablc-Advarrees.

Cash in Transit.
101.12 Cash.
101.13 Cash-fnspection ancl

Audit Fees.

Cash.
Cash-Inspection and
Audit tr'ees.

101.11 Cash in Transit.

9/7s/61
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Typicol Tronsoctions with Appropriote En?ries 7-12-15

Cr. Title

Interest Earned-Ad-
vances,

331.51 Regional Office Books-
Account with Central
Office.

frqns-
oclion
Number Description

13. Amount of interest
earned on aclvances
transferred to the Cen-
tral Office as of the close
of each fiscal year. Post-
ing media: Inter Office
Transf ar Vouchers.

14. Amount of balance in
Aecount 101.13 repre-
senting inspection and
audit fees collected and
a corresponding amount
of balance in Account
221.12 transferred to the
Central Offiee. Posting
metlial. Inter Ofr,ce
Transf cr Vouchcrs.

Inspection and Autlit
Fees.
Regional Office Books-
Account with Central
Office.
Regional Office Books-
Account with Central
Office.
Cash-fnspection and
Audit Fecs.

Dr.

417.+1

221.72

331.51

331.51

101.13

9/25/61 Poge 3
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Adminidrativc Proctice Hondbook-Field Service

Port 7. Accounting ond Fircol Proceduret
Chopter 13. Public Focility Loonr Progrom

7-t3.I

Section I

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements for
the Public Facility Loans Program (Public Law 345, 84th Congress,
as amended). Program policies and procedures are contained in
Volume VI and other releases.

Generally accepted commercial principles of accounting have been
employed in the system rvhich provides for decentralized accounts on
the branch office principle. Control accounts with each Regional Office
are maintained in the Central Office Division of Finance and Accounts
and contra-eontrolling accounts are maintained on the Regional Ofifice
books.

The proceclure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts and the
Subsidiary Loan Recorils shall be established and maintainecl in accord-
ance with the detailed instructions contained in Section 7-13-11. Cash
receipts and disbursements journals have not been provided since it
appears that the number of transactions to be handled monthly by each
Regional Office rvill not warrant the use of sueh books of original entry.

Applications for loans will be approved by the Community Facili-
ties Commissioner or by Regional Administrators pursuant to authority
delegated to those officials by the Administrator. However, prior to
approval of applications for loans, the Community F-acilities Commis-
sioner will arrange for the reservation of funds for such applications
and increases thereto. The Division of Finance and Accounts main-
tains overall allotment and fund reservation controls. Regional Offices
shall establish Bubsicliary Loan Recoril cards for particular projects
upon receipt of approved fund reservations. If for any reason a loan
agreement is executed in an amount different from that prescribed in
the approved fund reservation for the project, the Division of Finance
ancl Accounts shall be advised promptly by memorandum itlentifying
the project, the name and atldress of the applicant, ancl explaining the
difference.

)

12/5/61 Poge I



Administorive Proclice Hondbook-Field Servicc

Port 7. Accounring ond Fiscal Procedurec
Chopter 13. Public Faciliry loons Progrom

7-13-2

Section 2

TRANSACTIONS BETWEEN OFFICES

AII transactions betrveen the Division of Finance and Accounts and
Regional Offices shall be supported in eaoh instance by a Form H-219,
Inter Office Transf er Vou,cher, prepared in duplicate by the originating
offrce. The original only shall be forwarded to the receiying office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained eopy. Except as described in the second paragraph,
Section 7-13-3, Inter Office Transf er Vouchers shall be prepared and for-
rvarded in sufficient time to permit entry in the accounts of the receiving
office prior to the end of the month in rvhich transactions occur. Such
documents prepared by Regional Offices shall be atldressed. to the Divi-
sion of Finance and Accounts and Regional Offices located west of the
Mississippi River shall forrvard the documents by airmail.

tl /t /62 Poge I



Adminirtrqtive Prqclice Hqndbook-Field Service

Poil 7.. Accounling ond Ficcql Procedures

Chcpter 13. Public Focility Loons Progrom

7-I 3.3

Seclion 3

FUNDS

The follorviug symbol alrd title have been assigned by the Treasury
Department to the Revolving Fund for the Public Facility Loans
Program:

Symbol Tirle

86X4234 1'ublic l'acility l./oans, Office of the Administrator, Hous-
ing and Home Finance Agelrcy

Disbursing authority rvill be transferred to Regional Offices entirely
on a project basis. \\rhen funds are needed for a disbursement in con-
nection s'ith a particular project, the Regional Office shall prepare an
Inter Office Transf er Vou.chcr, in duplicate and complete the Transfer
Voucher No. and Date Issued blocks on the form. (See Exhibit A.)
Irrsofar as possible the Intcr Officc Transf er Vou,cher should be prepared
and a copy mailed to the Division of Finance and Aceounts at least trvo
days prior to the date of disbursement. The date shown in the Date
Issued block shall be the date that the copy of the Voucher is mailetl.
The Regional Office shall post the transfer in its aecounts on the basis
of tlie retained original, which shall be considered as accomplished.
Such /nfer Office T'ra,nsfcr Vounhers when reeeived in the Division of
I,'inance and Accounts rvill serve both as reqnests for lending fund
disbursing authority and as the actual clocuments by which required
transfers of funds are effected.

fn any case rvhere thc amouut of funds transferred to a B,egional
Office exceeds the amount actually disbursed to a borrower, sueh excess
amount, identified by the project number, shall be returnetl promptly
to the Division of Finance and Accounts in accordance with Exhibit B.
Also an amount collected from a borrorver and deposited, representing
a repayment of construction ad.vanee and aeerued interest thereon, shall
be transferred prornptly to the Division of Finance and Aecounts in
aceordarree rvith Exhibit C. The Inter Office Transfer Voucher shall
indicate for each collection transferred the project number, the total
amount collected and a breakdown between principal and interest. Sueh
Intar Office Tra,nsfer Vonclr,ers shall be prepared in duplicate in the
usual manner.

tr /1 /62 Pogc I



Funds 7,13-3

EXHIBIT A

(r-51)

IIOUSINC AI{D HOME FINANCE AOENCI
raxri l6rrrtoi

INI€N OTFICE TRANSFER VOUCHER

t,rrt. t0ulrat ac

l.l6shlmton, D, c. fPreDared bv Beaional ofllcc)

(IrcotloD ot RcrlonaL Olflcc)
DETAIL OF INAiSFTR OR I-ISTIIIO OF ATITCilED DOCUIIEIITS

PUBLIC !'ACILITY LOAI,IS PROCRAIiI
86xrra3!

fo trangter funds for lendln8 Irurlro6eE aa tol,l@r:

4,,ri-e. 4ss4!.

$

these funds 6re scheduled lor dlsbuoe6.lt on + 19_.

r ?o be asolgDcd by Rcglonal oftlce

(see No. 1, 7-r3-1r)

t2/to/52



7-I3-3 Funds

EXHIBIT B

HOUSITC ND HOI'E FTXANCE ACEilCI

IIITER OTFICE TRAXSTER VOUCHER

rr^rt. r0ucrtr r0.

(Ibcatlon of Rerionel offLce)
ttctN,ra orttca

WashlPton. D. C.

DETTIL OF TRATSfEf, ON LISTITG OF ATTACIIID DOCUHEIITS

PIJBLIC T'ACILIIY L).1IIS PRCCR-I-M

86rL23L

To tlansfer to the Central offlco the enount of funds

transferred ln excess of the actual dlsbursenent(s) 8s

follovs:

Projec-g ilo. irount

I

,L.5t
(5€e lt?nssc!1,

101.12

n No.6, Secil

$m
n ?-13-15)

l2/to/62



tundr 7-t3-3

EXHIBIT C

HOUSINO rllD IIOIIE FIIIANCE AOMICY
ortrat oa lrt rDrltlattrloi

I}ITER OTFICE TRATISFER VOUCHER

lartt. t00attt ro.

trla rttt€t

(locatlon ol Reclonel offlce)

r.,rashlmton. D. c-

itrrn or rnlrgrtl oR llsnro 0F arraclrEo oocl,xExrs

PUBLIC TACILITY LOINS PRCCRA}.
861112llr

?o tr€nsfer to the Centr?I 0ff1e collectlon(s) representing

repaynent(s) of constructlon advance(s) and accrued lnt€rest

recelvabl4 theEon, ps llsted belowi

ProJecl l:o. Princlpal fnterest Totel

0$$

ttrurre 0f;lct
cosTriGS r0 GriaPlL ftDcEi

-- o,* --T_- .w---f--.m
311.51

-ll';l',"",]".
$m
L ?-13-15)(See

prtt
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Adminislrqtive Proclite Hondbook-Field Service

Porl 7. Accounling ond Fiscol Procedures

Ghopter I3. Public Fociliry loons Progrom

7-134

Section 4

DISBURSEfrIENTS_ADVANCES AND TOANS

A d.isbursement for a construction advance, or for the purchase of
bonds and accrued interest thereon, sha1l not be made until a fully
executed loan agreement (offer and acceptance) betrveen the Govern-
ment and the applicant is on file in the Regional OfiEce and the re-
quired amount of cash balance has been transferred to the Regional
Office. The requirements for disbursements under the program are sum-
rnarized as follows:

(1) The original and memorandum copies of each completed Form
CFA-300, Reclu,isttion ancl, Voucher for Bond Pallment or Ad-
uance, signed by the borroler as payee, signed by the authorized
Regional Office personnel, and approved by the Regional Ad-
ministrator, or his designee, together with all required support-
ing attachments as listed and describecl in program procedures,
will be received in the Administrative Branch.

(2) The basic requisition and voucher and supporting attachments
thereto shall be examined in the Administrative Branch against
the related loan agreement. It shall be determined that (a) all
required recommendations and approvals by authorized Regional
Office personnel have been supplied, (b) that the amount of the
undisbursed commitment as shown in the applicable Su,bsidiarg
Loan Record, Form H-213, is not less than the proposetl tlis-
bursement, and (c) that the transaetion is proper and correct
in all other respeets.

(3) After determining that the proposecl disbursement is in order,
a Vouchcr ancl Schedu.le of Paymemis, S.F. 1166, shall be pre-
pared, certified antl submitted to the Treasury Regional Offfce
requesting that a check be drawn antl delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
shall be followed with respect to the processing, numbering
and ffling of disbursement documents (basic documents antl
Vouchers and Schedules of Pa,gmettts) except that posting
copies of such doeuments shall be filed in aceordanee with
Section 7-1-3.

Disbursements for construction ad.vances shall be reeorded. in accord-
anee with Transaetion No. 2, Section 7-13-15 and disbursements for the
purehase of bonds and accrued interest thereon, as illustrated on Ex-
hibit A, shall be reeorded in aecordance with Transaetion No. 4. For
the postings to be made in the Subsicliarg Loan Record covering a con-
struction advanee or a bond purchase transaction, refer to the instruc-
tions in Section 7-13-11 under that heading.
12/5/51 Poge I



Disbursements-Advonces ond loons 7-134

EXHIBIT A

iqrstic ND l(II Pti^xcE rcErct
cololuxltY FAouTrEs .ADrdNtsTRlTtoN

CATCUTATIOI OF TET AXOUIT DUE

R.l.id n.qui.itio. 

-
Coldldio! ot o6t dE to

11... .t a......r .. i. .rr.... .. .t. 1... rat......)

Prlrclral @6t of bo!d. b.iq Frclo.d g !00.000.00

?.000.00

1 OOTOOO -(t(r

(r)-$86-e9-

ldd: lcqurd btcr..t b.h{ puch€.d.
f ro! -N.ereDhll-]- to lDEl]-L9-
cl=-Vlrx (t.o t., ...t.t (166 days)

Lda

15i@ .i t.t^., i..a r.rr.'.r..t i..
.1 4..r...t,

Crora @Et dD Dorroit

lo1r 186-qq

.--lE 61l,9l-l{.t @rt dr borroE by C-r.6Dnt

(*) Intcrcst on $IOO,OOO.OO fron
DcceDber 5, through
Aprl1 I0, (135 dsys)

D.dEt o6l dr Govomt b, borronr
for l@ dr@.. rod. purrEt to
le A9r..6t:

Principol @Et of lo odvmr

Iotol @ut du Goiarunt D7 borrorcr
oD l@ odr@€.

t2/5/61



Administrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Choprer I3. Public Focility loons Progrom

1 X'or proceilure
tho Central Office.

12/5/51

7.I3-5

Section 5

BONDS EVIDENCING I.OANS

TRANSFER OF BOND ACCOUNIS

Promptly after bonds have been purchased and the transaction has
been recorded in the accounts of the Regional Offrce, at Inter Office
Transf er Voucher shall be prepared in accordance with Exhibit A, for
the purpose of transferring the principal value of boncls and the related
amount of interest purchased to the Central Offrce. As indicated by the
exhibit sttch Inter Office Transf er Vouchers shall shorv the amount of
construction advance, if any, and accrued interest thereon deducted at
settlement for the purchase of bonds.

BOND DE1IVERY SHIPMENI 1

Bonds shall be placed promptly after purchase with the local
Federal Reserve Bank or Branch, and a letter of transmittal prepared
giving a description of the bonds. One copy of this letter, properly
acknowledgett by the Federal Reserve Bank, shall be obtained and
retained in the Regional Office fiies of the Administrative Branch. A
facsimile copy of such Ietter shall be forwarded to the Community
Facilities Commissioner.

relating to bontl delivery antl shipment, see program releases issued by

Poge I



Bonds Evidencing Loons

EXHIBIT A

7.I 3-5

ilousrt{G lxD HoltE Frt{aIcE aoEIcl
orlrct o, rrr lrrlrrrtrlroi

II,ITER OFFICE TRA}ISFER VOUCHER
ADril 22. 19

(Ipetlon of Roglonal offlce) ADr11 19

lrashlnt:toD, D. C.

DETIIL OF TRAIISFEN OR IISTIXG OF ATTACIITD DOCUI4EIIIS

PUBLIC FACILITI LOANS PRMR,Ai,I
B6x\2)t!

To transfer tho prlnclpal valuc of bonds and toe ilout of eccrucd

lntarest pBchased to the Centrat office as detallcd belov.

ProJecf No. (N@ od locatlor of borrorer)

Bond prlncipal ELoo,o@.@

Accrsd htgrcst prchaaed
(168 days ar )-il\* on a 36O day
b.Eie fr@ U/1/_ through L/16/_) ?.000.m

$100,000.0o

3Uo7,o0o,0o

Outstmdlng advrnces collect€d

lccrwd lnt€r"gt on advancca
(115 days et, 3-3/L1 on a 365 day
balla fron lz/5/_l"l\rogh l!/Ll/_l

Nct eout dlsbused

1.185.99 10r..186.99

$105.613.01

311.51 Lor,*o.ooltl.tr lLoo,ooo.oo

-".';:',:'".,1.;fi;

I

()ea
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Administrqtive Prqctice Hqndbook-Field Service
Pqrl 7. Accounting ond Fiscql Procedurec

Choprer 13. Public Fociliry loons Progrom

Section 6

INTEREST

fnterest on loans and ad.vances shall be computed in accordance with
Section 7-1-4.

fnterest ou construction ad.vances shall be accrued at the end of each
quarterly period (I\[arch 31, June 30, September 30 and December 31)
on a 365 day basis, at the rate specified in the loan agreement. A
Jou,rnal Vou,c'hcr, S.F. 1017c-Revised, shall be prepared at the close of
each quarter in accordance rvith Exhibit A, and the entries thereon
shall be posted in the General I:edger (see Transaction No. 3, Section
7-13-15) and in the related Su,bsidiary Loan Recon{s. As of the close
of each ffscal year, an lytter Ofi,ce Transf er Voucher shall be prepared
in accordance with Exhibit B, transferring the amount of current fiscal
year interest earned on advances to the Central Office.

Interest normally shall be accrued quarterly, however, it will often
be necessary to accrue interest on an individual account in connection
with the collection of the account by setoff or by payment.

Interest to be purchased in connection with a purchase of bonds
shall be computed on a 360 day basis, rvith each full month considered
as one-twelfth of a year, or 30 days. When a bond purchase settlement
is made, the amount of interest purchased shall be recorded in the
accounts as indicated by Transaction No.4, Section 7-13-15.

fnterest shall be accrued on a construetion advance from the effec-
tive date of the advance; i.e., the date of the check, through the day
preceding the date of settlement in the case of bonds purchased by the
Government, or the day preceding the date on which a check in pay-
ment of an account is mailed by the borrower. Interest purchased on
bonds shall be computed from the beginning date of the curuent semi-
annual interest period through the day preceding the date of setUe-
ment. The effective dates of disbursements and collections are de-
scribed in detail under the heading Subsidiary Loan Record, Section
7-13-11.

t2/5/ 51 Poge I
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lnto163l 7-13-6

EXHIBIT A

€l@tutuNo. 10170

JOURNIf, VOUCHER
J.V No...............-......-...-....

Dato

clcDtt

121.11
L1r.Lr 8ss

Prolect No.

Prepwd by Approved by

9m
!.
lccned fn&rest iecei.vab:.e - Advenceg
fnkrest Esrned - Advanceg

)A!l RucotD

PrlDclpal Dal's Rat€ lccrual

To record accrued lnterest recelvshle
and lnt€rest eemed durlng the querter
erded . 19 . on advances
Dade ln connection slth nrcjects under
the Public Paclllty Loens Progril.

Tor^L,

8am

(L1st)

PI?6P^}ITUB!IC

12/5/51
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7-13-6 lnteresl

EXHIBIT B

IIOTISIXG ND fiOlIE FIXAI{CE AGETCY

IIITER OFFICE TRAIISFER YOUC}IER

(L@ation of Realonal Offlce)

:lashlnAton. D. C.

OETAIT OF TRAISFER OR LISTITC OT AITACSED OOCUI{EIITS

PI,SLIC FACI;I?Y LOAIIS PROOIW{
36x\44

ADount of lntereet earneal on coostluctLon aalvances tturlng

the !1ccal :rear cnded. June 30, 19_ transferred to the

Central OIfice.

Lu.41 331.51

No.13, ,""1

$w
llon 7-13-1,(see

12/5/61
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Administrotivc Prsdice Handbook-Field Service
Psrt 7. AccounrinE ond Fiscql Proccdurcs
Choptcr t3. Public Focilirli Loons Progrom

7-13-7

Section 7

BttuNGS

lnspcclion ond Audir Fees

Upon reeeipt of advice from the Regional Director of Community
Facilities Activities as to award of the construction contract, the Atl-
ministrative Braneh shall bill the borrower for the inspection ancl audit
fee. Such bill shall reqrlest prompt payment from the first funds avail-
able to the boruower for construction of the project.

An original antl 4 copies of Inxoi,ce, Form H-216, shall be pre-
pared for this purpose in accordanee rvith Exhibit A, ancl such copies
distributed as follorys:

(1) The original and duplicate shall be mailed to the borrorver.
(2) The triplicate shall be used to establish the receivable, then

placed in the appropriate Fiscal Project File (see Section 7-1-3).
(3) The quadruplicate shall be furnishetl the Regional Director of

Community Facilities Activities.
(a) The quintuplicate shail be retained. in a pending file for follow-

up purposes, for matehing with the remittance rvhen received
and then marked Paid and placed in the appropriate Fiscal
Projeet File as evitlenee that the eollection was reeeived.

On the basis of the triplicate of each billing renclerecl a borrorver
for a project inspeetion and audit fee, an entry shall be reeorded in
the General Ledger in aecordance with Transaction No. 7, Section
7-1"3-15.

fn any case rvhere the borrorver fails to make payment within 30
days following the dispatch of the bill for the inspection and autlit
fee, the Administrative Branch shall notify the Regional Director of
Community Facilities Activities by memorandum so that such further
action as deemetl appropriate may be taken to effect collection.

The amount of unpaid bills for inspection and audit fees remaining
in the pending file shall be reconciled and agreed at the end of each
month with the balance in General I-,edger Control Aecount 131.22
Aecounts Receivable-fnspection and Audit Fees.

Outslonding Advonces snd Accrued lnterest

Where an errtire bond issue has been a\vardecl to bidders other than
the Governnrent, a bill requesting repayment of all previous advanees,

9/24/6? Poge I
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7-13-7 Billings

plus accrued interest thereon, shall be prepared by the Adrninistra-
tive Branch. Form H-216 shall be prepared for this purpose in ac-
cordance with Exhibit B, and copies shall be distributed as shown
above. Interest shall be assessed at the rate established in the loan
agreement for the periocl beginning on the date each ad.vance was made
through the day preceding the date on which remittance is mailed by
the borrower to the Regional Office.

Billings for repayments of construction advances ancl aecruecl in-
terest shall not be recordecl in the General Ledger since such amounts
due are already reflected as receivables in the accounts.

Poge 2 9/24/63



Billings 7-13-7

EXHIBIT A

F2 ra
(&!!)

NOUSIIIO AXD NOIE FIXANTD AOATCI
MBNMD'@z@

(Shor addre6s of RegloEI 0fl1ce)
lilv0rcE

T -l

-]
N6Ee and sddress ol bouoter

L

PTIBLIC F.qCILITY LOAilS PROCP,AII

ADount to be trE1d the Gover@eDt for f1eId lnspectloo6

ond audltE at tbe olte ol PrgJect No, ae
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscal Procedures

Chopler 13. Public Focility loons Progrom

7-13-8

Section 8

coLrEcTtoNs

All amounts collected by each Regional Office shall be deposited in
the nearest Federal Reserve Bank or Branch for credit to the revolving
fund symbol86X4234. For the procedure to be followed in depositing
collections and for the preparation and distribution of related Certifi-
cates of Deposit, reference shoulcl be made to Section 7-1-2.

Collections of inspection and audit fees shall be recorded in the
General Ledger in accordance v,ith Transaction No. 8, Section 7-73-15
and collections which represent repayments of construction atlvances
and accrued interest thereon when the related bonds are sold to bidders
other than the Government, shall be recorded in the General I-.redger
in accordance with Transaetion No. 10 and. in the appropriate Sub-
sid,iary Loan Record as provirled in the instructions in Section 7-13-11.
As stated in Section 7-13-3, the amounts collected representing repay-
ments of construetion advanees and accrued interest thereon shall be
transferred. promptly to the Central Office. (See Exhibit C, Section
7-13-3 antl Transaction No. 6.)

Collections of inspection and audit fees shall be transferred to the
Central Office as of the close of each fiscal year or at the request of
the Division of Finance ancl Accoutrtsby Inter Office Transf er trrottcher
prepared in accordance with Exhibit A.
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Collections 7-t 3-8

EXHIBIT A
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Administrotive Proctice Hqndbook-Field Service

Porl 7. Accounling ond Fiscql Procedures

Chopter I3, Public Focility Loons Progrom

7-r3-9

Section 9

REFUNDS-INSPECTION AND AUDIT FEES

In those cases where the entire bond issue related to a particular
project is sold to bidders other than the Government, a refund of
all or a portion of an inspection and audit fee previously collected
shall be madc to the borrower \rhen an original and 1 copy of a
basic document, dcscribing the refund transaetion, together with a
rnemorandum signed by the Community Facilities Cornmissioner ap-
proving the refund, arc receivcd in the Administrative Branch. After
tletermination in the Administrative Branch that all requirements have
been fulfilled, a Vou,cl'tar amcl Schedule of Paym,ants shall be prepared,
certifierl and submitted to thc Treasury Regional Office (see Section
7-73-4). In connection with any such refund the Regional Office shall
transmit a letter to the borrower explaining the nature of the refund
and the method used in determining the amount thereof. Refunds of
inspection and audit fees shall be reeorded in the General Ledger in
accordance rvith Transaction No. 9, Section 7-13-15.
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Administrative Proctice Hondbook-Field Service 7-I3J0
Port 7, Accounting ond Fiscol Procedures

Chopter 13. Public Fociliry loons Progrom

Section I0

!N TRANSIT ITEiflS

At the end of each month, Regional Offices shall adjust Accounts
101.12 Cash and 101.13 Cash-Inspection and Autlit Fees by removing
therefrom those transactions 'vvhich have not been accomplished. AII
such adjustments shall be recorded in the General Ledger and in the
related Subsidiary Loan Records on the basis of journal entries as
follows:

(1) Adjustrnents for the amount of collections in transit shall be
recordecl in accordance with Transaction No. 11, Section 7-73-75
and such entries shall be reversed at the beginning of the follow-
ing month in accordance with Transaction No. 12.

(2) Adjustments for the amount of unaccomplished disbursements
shall be recorded in the General Ledger and, when applicable, in
the related Subsid,iary Loan Record(s), by reversing the original
entries made in the accounts on the basis of the certified dis-
bursement documents. At the beginning of the following month,
adjustments shall be made restoring the original entries.

t2/5/61 Poge I



Administrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscol Procedures
Chopter 13, Public Focility loons Progrom

7-13-l I

Section I I

BOOKS AND RECORDS

A General I-,edger and individtal Subsid,iarq Loan Rccorcls shall be
established and maintainecl by each Regional Office. The posting media
for General I.,edger entries are identified in Section 7-13-15, Typical
Transaetions with Appropriate Entries and for Subsidtary Loan
Records in the instructions that follorv for the maintenance of such
records. After documents have been posted, notations to that effect
shall be made on the face of the documents or in the case of documents
such as executed agreements and arnendments thereto, on a small slip of
paper whieh shall be stapled to the face sheet or the first page of the
document. Such notations shall show the posting date antl shall be
initialled by the employee who posted the transaetion.

Generol ledger

S. F. 1014-Rt-.viserl shall bc used for the Gcneral Ledger. General
I:edger accounts shall be established and maintained in accordance
with the Chart and l)escription of General I:eclger Accounts contained
in Sections 7-13-13 and 7-13-14. Refer to Typical Transactions with
Appropriate Entries, Section 7-73-75, for thc accounting docuttrents
rvhich support entries in tlre General frc(lgcr.

Subsidiory loon Record

Form II-213, Subsid,iary Loan RaconZ (Exhibit A), shall be main-
tained for each project. Immediately following receipt in the Ad-
ministrative Braneh of a project fund reservation, Form H-213 shall
be established for the project. The loan commitment or authorization
shall be recorded on Form H-213 upon receipt of a fully executed loan
agreement (signed offer and acceptance) for the project.

Su,bsidiarSl Loan Records shall be posted currently from Vouch,ers
and, Sched,u.l,es of Paynren,ts, Certifi,cates of Deposit, Inter Office Trans-
fer Vouchers, ,Ioutnal Vou,chcrs, Notices of Collection, project sum-
maries and other similar clocumcnts.

Each disbursement for a corrstruction advance or for the purchase
of bonds shall be recordecl in the appropriate Su,bsidiary Loan Recorcl
on the date the Youchcr and, Sclted,u,le of Pa,11nt,ezils is certified and sub-
mitted to the Treasury Regional Office for payrnent. The effective date
of the disbursement shall be the clate on r,vhich the check is drawn by
the Treasury Regional Office as shorvn on the accomplished copy of
the Vou,cher and, Schedule of Pallnt,emfs returned to the Regional Office.

12/5/61 Poge I
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If the effective date is different from the date of entry, the effective
date of disbursement shall also be entered in the applicable Subsid,iary
Loan Record.

Each collection shall be recorded in the appropriate Bu,bsidiary Loan
Record on the date the Certifi,cate of Deposit is forwarded to the Fetl-
eral Reserve Bank or Branch with the remittance. The effective date
of a collection is the date on which a remittance is mailed in payment
of an account, as evidenced by the postmark on the envelope in which
the remittance was mailed to the Regional Office, without regard to the
date on which the cheek rvas received in the Regional Office. Such
envelopes shall be retained and attached to the posting copies of the
related Certificates of Deposit. In the case of a repayment of advances
and accrued interest thereon collected by setoff at the time of a bond
purehase transaetion, the effective date of the repayment is the date
of the check in a net amount delivered to the borrower for the bonds.
If the effective date is different than the entry date the efrective date
shall also be entered in the applicable Subsidiarg Loan Record.

Extreme care should be exercised that effective dates are ahvays re-
corded as indicated above to insure that interest accruals antl collec-
tions are correct.

The information to be recorded on Subsidiary Loan Record eards
shall be in accordance with the follorving instructions whioh correspond.
to the parentheticai numbers shorvn on Exhibit A:

(1) Show the project number in the upper right-hancl corner of
the form.

(2) Show the location and number of the Regional Office.

(3) Enter the number assigned to the loan agreernent.

(4) Show the name and address of tJre borro'n'er.

(5) Enter the effective date of thc loan agreement.

(6) Enter the date on which tlic last issue of bonds matures.
(7) Enter the amount of fund reservation approved by the Com-

munity Facilities Commissioner for the project. fn ease the
amount of a fund reservation is subsequently revised, the
revised amount shall be entered and the prior amount lined out.
Include a brief descriptiorr of disbursement and repayment
provisions as contained in the Ioan agreement.

(8) Enter the amount of loan specified in the loan agrcement and
increases thereof as shol'n by arnendmcnts thereto. As pre-
viously stated, the Division of Finance and Accounts shall be
promptly notified if a loan agreement is executed in a different
amount than that prescribed in the current approved fund
reservation for the project.

Enter in brackets the amounts of refunds received. because
of an underrun in final project eosts, as shown by Notices of
Collection received from the Division of Finance antl Accounts.

Poge 2 12/5/61
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Books ond Records 7-t3-t I

Enter amounts cancelled as shown by signed documents which
decrease the amount of the loan agreement. (See instructions
following Item (24) for entries to be made in those cases where
all or part of a bond issue related to a particular project has
been awarded to bidders other than the Government.)

Enter amounts of loan advances from Youclters anil, Schedu,l,es
of Paam,ents and basic documents and the difference between
the principal value of bonds purchaserl and the total of ad-
vances repaid at the time of final settlement from Forms
CFA-301, Calculation of Net Aruount Due for Bond, Purchase.

Enter in brackets the amounts of refunds received. because
of an unclerrun in final project costs, as shown by Notices of
Collection received from the Division of Finance and Accounts.

Entries in colmn (8) increase the previous balance in this
column and entries in columns (9) antl (10) decrease the pre-
vious balance. Bracketed entries in columns (8) antl (10) are
offsetting and have no effect upon the balance.

Show the interest rate speciffed in the loan agreemcnt.

Show both bases on which interest is computed. Interest on
ad.vances is computed on a 365 day basis and on bonds pur-
chased on a 360 day basis.

Show entry date.

Show effective date if different from entry date.

Cite posting document or brief description of the transaction.

Enter amounts of advances and the principal amounts of bonds
purchased as shown by Vonchers and, Schedules of Pagments,
basic documents and Forms CFA-301.

Enter the total of advances collected by setoff at the time of
settlement for the purchase of bonds as shown by Forms
CFA-301 and repayments of advances when bonds are sold to
bidders other than the Government as shown by Certifi.cates
of Deposit.

Entries in eolumn (17) increase the previous balanee in this
column and entries in column (18) decrease the previous
balance.

Shorv the number of days forwhich interest is accrued.

Enter the accruals of interest on advances from Journal
Vouc'hers and for bond. interest purchased as shorvn by Forms
cFA-301.

Enter the amount of accrued interest on aclvances collected
by setoff at the time of final settlement for purchase of bonds
from Form CFA-301 and the amount of accrued interest col-
Iected on advances when bond.s are sold to bidders other than
the Government from Certificates of Deposit.

Poge 3

(e)

(10)

(11)

(12)
(13)

(14)

(15)

(16)

(17)

(18)

(1e)

(20)

(21)
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7-I3-t I Books ond Records

(23) Entries in column (21) increase the previous balance in this
column and entries in column (22) decrease the previous
balance.

(24) Record the balances transferred to the Centrai Office in paren-' 
theses in columns (19) and (23) as shorvn by Inter-Office
Transf er Vouc.hers and include the notation as illustrated on
Exhibit A.

fn those cases where all or part of a bond issue related to a particular
projeet has been awarded to bidders other than the Government, a copy
of Form CFA-105, Reuised, Project Su,mmary, wiII be received in the
Administrative Branch. Upon receipt thereof, a cancellation entry
shall be made in the Authorizations block of the applicable Subsicliary
Loan Record, as follows:

(1) If the entire bond issue related to a particular project is awarded
to bidders other than the Government, an entry shall be macle
in eolumn (9) of the record in an amount which will reduce
the balance in column (11) to zero.

(2) If only part of a bond issue is arvarded to bidders other than
the Government, an entry shall be made in column (9) of the
record in an amount representing the difference between the
face amount of bonds so awarded and the principal amount of
Ioan advances repaicl, or to be repaid, as the result of the sale.
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Administrotivc Proctice Hsndbook-Ficld Scrvico

Porl 7. Accounling ond Fircsl Proccdurcr

Chopter 13. Public Fociliry Loonr Progrcm

and rumbers on Exhibit
i:rformation shall be o

7-13-t2

which correspond to the parenthetical
A. Except for items (a) anil (b) the

,btained from Form H-213, Subsid,iarg

Section I2

REPORTS

The reports described below shall be forwarded to the Division of
Fi:ranee and Accounts in accordance with the instruetions contained in
Seetion 7-1-8, which specifies the number of eopies of eaeh report
required.

5IATEMENI OF GENERA] TEDGER BAIANCES

As of the end of eaeh month and after all General l-redger postings
for the month have been made, the balances reflectetl in the Subsi,ilinrg
Loan Eecords for Advances and for Accrued Interest Beeeivable-
Advanees (Columns (19) anct (23) of Exhibit A, Section 7-13-11) shall
be totalled separately and each such total shall be reconciled and agreed
with the balance of the applieable General Ledger Control Aeeount.
A trial balance of Gereral I-redger accounts shall then be taken and
reported on Form H-200.60, Statement of General, Led,ger Bol,ances.
As of June 30 of each year, a post closing trial balance shall be submitted
immediately after ffseal year-end closing entries have been made.

NEI ]OAN COIAIIAIIIIAENIS, CONSTRUCIION ADVANCES, BOND PURCHASES AND UNDIS.

BURSED COMNAIIMENTS

Form H-245, Net Loan Comrnitments, Construction Ad,uances, Bond,
Purchases anil, Unil,i,sbursed, Cornrnitments (Exhibit A) shall be pre-
pared at the close of business each month. Loans to Educational fnsti-
tutions in the heatling of this form shall be lined out and Public
Facility Loans Program typetl in. Only those projects with respect
to which fully executed loan agreements are on file in the Regional
Office shall be reported on Form H-245.

state.

The information to be shown on Form H-245 shall be in accordance
the following instructions

Record,.

Item (a) Enter month-end date as of which report is prepared.
Item (b) Enter number and location of Regional Office.

lr /15/63 Poge I
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7-13-12 Repods

Completed projects to be reported in columns (4), (6), antt (8)
opposite Item (c) are those on which the net commitments have been
fully tlisbursed for bond purchases. Projects on which construction
advances have been fuily repaid as the result of bond sales to bidders
other than the Government shall be excludetl from Item (c) and not
listed under Item (d). In other words, such a project shall be elimi-
nated from the report when the construction advance is fully repaid
and the und.isbursed commitment, if any, is cancelled.

ftem (c) Enter in column (4) of this line the total number of com-
pleted projects as of the previous month end. Enter in
column (6) of this line the total of net loan commitments
(commitments less cancellations) for all projects reported
completed. as of the previous month end.
Enter in column (8) of this line the total disbursements
for bond purchases for all projects reported completed as
of the previous month end.

List under this heading information with respect to each
project completed during the month, as indicated below:
Enter in column (1) state in which borrorving agency is
located.
Enter in column (2) town or city in rvhich bomowing
ageney is loeated.
Enter in column (3) name of borrower.
Enter in column (5) project number.
Enter in column (6) net loan commitment (commitment
less cancellations).
Euter in column (8) principal amounts of bonds pur-
chased.

Count the number of projects completed during month
ancl to this atltl the number of completetl projects pre-
viously reported. (Do not inelude projects required to be
Iisted for the purpose of reporting decreases because of
redemption of bonds on projeets previously reported as
completed. These projects have been previously counted.)
Enter such sum as a subtotal in column (4).
Enter as subtotals in columns (6) and (8) the totals of
such columns for completed projects previously reported
and for projects completed cluring month.

I-,list under this heading information with respect to each
project not eompleted as indicated below:
Enter in columns (1) through (6) antt column (8) the in-
formation and amounts as indicated above under Item (dl).
Enter in column (7) the amount of construction advances.
Enter in column (9) the difference between the amount
of column (6) antl the sum of the amounts in columns (7)
antl (8).
Count the number of projects not completetl (Item (f ) )
and enter such sum as a subtotal in column (4).

tl/15/6?

Item (d)

ftem (e)

Item (f)

Item (g)
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Reports

Enter as subtotals in columns (6) and (8) the totals of
such columns for projects not cornpleted (Item (f)).

Item (h) Enter as cumulative totals in columns (4), (6), antt (8)
the sums of the subtotals of such columns. Enter as cumu-
lative totals in columns (7) and (9) the totals of such
columns.

Where a purchase of bonds results in a loan in excess of final projeet
costs, the borrower is usually required to refund such excess amount by
redemption of bonds in multiples of a stated amount, such as $500
or $1000 and in inverse order of maturity, as stipulated in the loan
agreement (see Section 4-7, Volume VI). Such redemptions of bonds
shall be reported on tr'orm H-245 for the month in which Notice of
Colleetion is received from the Division of Finance and Aceounts, as
outlincd below:

(1) If the project has been reported as completcd in a month prior
to receipt of Notiee of Collection, enter the amount of refund as
a minus amount (in brackets) in columns (6) and (8) of Item
(d), with the required identification data in columns (1), (2),
(3) and (5). These amounts shall be deducted irr obtaining
subtotals for columns (6) and (8) opposite Item (e).

(2) lt the project is being reported. as completed during the same
month as that in rvhich Notiee of Collection is received, the
amount of bontls purchased, reducetl by the amount of rcfund
stated in the notice, shall be reported in eolumns (6) antt (8)
uncler Item (d), together with the required iclentification.

Tronscript of Accounl l0l,l2 Cosh

As of the close of each month Form H-200.14, Transcript of Accou,nt
101.12 Cash, shall be prepared and submitted in ortler that the Division
of Finance and Accounts may eompute any interest rebate due this
Ageney on daily cash balances on deposit in the Treasury. The informa-
tion for this report shall be obtained from General Letlger Account
101.12 Cash and from posting documents and shall be reported in
aceordanee with the followiug instruetions which are numbered to
correspond. 'lvith the parenthetical numbers printetl on Form II-200.14
(Exhibit B):

(1) Shorr month-end as of rvhich the report is prepared.
(2) Show number of the Region preparing the report.
(3) Cite posting doeument or brief description of transaction, and

show relatecl project number opposite each amount reported.
(4) Disbursemants. Show date on whieh each check is drawn by

the Treasury Regional Offiee, as shown on the accomplished
Voucher and, Sched,ule of Pagments. In those rare instances
where a eheck drawn by the Treasury Regional Office is can-
celled, every effort should be made to effect cancellation on or
before the date of settlement, otherwise interest rebate on the
amount of such check will be lost.

l2/S/bl poge 3
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7-I3-t2 neporlr

Collcctions. Shorv date on which each Certtficate of Daposit is
receipted (accomplishetl) by the Fecleral Reserve Bank or
Branch.
Oth,er debits and, credifs (transfers from and to the Central
Office cash account). Shorv date of issuance of Inter Office
Transfer Voucher, as prepared by the Central Office or the
Regional Office.

(5) Show increases in cash balance as shown by the General Ledger
Aceount maintained by the Regional Office for Account 101.12.

(6) Show decreases in cash balance as shown by the General Ledger
Account maintained by the Regional Office for Aecount 101,12.

(7) Amounts shown in column (5) increase the previous balance
in this eolumn and amounts shown in column (6) decrease the
previous balanee.

(8) Enter on this line in column (7) the amount of cash balanee in
Account 101.12 as of the beginning of the month for rvhich
the report is prepared.

(9) Enter on this line in column (7) the amount of eash balance
in Aecount 101.12 as of the end of the month for whieh the
report is preparetl.

(10) Show date of submission of thc report to the Division of
Finance and Aecounts.

(11) The Regional Director, Adrninistrative Branch, or his designee,
shall certify each report submitted.

Tronscript of Account t0l.t3 Cash-lnspection ond Audir Fees

As of the close of business eaeh month Form II-200.75, Transcript of
Accotr,nt 101.13 Cash-Inspection ancl Audit -F'ees, shall also be pre-
pared antl submitted in orcler that the Division of Finance and Ac-
eounts may compute any interest rebate due this Agency on daily cash
balances on deposit in the Treasury. Data for this report shall be
obtained from General Ledger Aecount 101.13 Cash-fnspection and
Audit Fees and from posting doeuments and shall be reported in ac-
cordance with the following instructions which are numbered to corre-
spond with the parenthetical numbers printed on Form H-200.15
(Exhibit C):

(1) Show month-end as of which report is prepared.
(2) Show number of the Region preparing the report.
(3) Cite posting document or brief description of transaction.
(4) Disbursements (in the event an occasioual refuntl may be nec-

essary because of overeolleetion). Show date on which eaeh
check is drawn by the Treasury Regional Office as shown on
the accomplished. Voucher anil, Sched,ule of Payments.
Collections. Show date on whieh eaeh Certificate of Deposit is
receipted (aeeomplishetl) by the Federal Reserve Bank or
Branch.
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Roports 7-13-12

Other creclifs (transfers to Central Office cash account). Sho.lv
date of issuance of the Inter Office Transf cr Vou,ch.er prepared
by the Regional Office.

(5) Show increases in eash balances as shown by the General I-:edger
Account maintained. by the Regional Office for Account 101.13.

(6) Show decreases in cash balances as sho'wn by the General Ledger
Account maintained by the Regional Office for Account 101.13.

(7) Amounts shown in column (5) increase the previous balance
in this column and amounts in column (6) decrease the previous
balance.

(8) Enter on this line in column (7) the amount of cash balance
in Account 101.13 as of the beginning of the month for which
the report is prepared.

(9) Enter on this line in column (7) the amount of cash balanee
in Account 101.13 as of the entl of the month for which the
report is prepared.

(10) Show date of submission of the report to the Division of
Finance and. Aceounts.

(11) The Regional Director, Administrative Brarrch, or his designee,
shall certify each report submitted.
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Reports 7.r3-12

EXHIBIT B
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EXHIBIT C

HOUSIT{O AND I{OT{E FINANCE AOtrIiCY
orrrcr or lrt rDrIrl!rirror

pro. g
(?-se)

PIJIILIC FACIIITI IOAI{S Pmw

Tn^rscirPT 0F AccoultT t0t.t3 cAsH-trspEcTtofl Aio luDtT FEES

19- (2) i.9lo. 

-
t3t

(gl &h!c. q. ol 5qlner.9 ol .o.rh t

(!l E.r@c. r. oa..a ot ro.rl

l9-

(ll, C..tlrld cor..ct

ta):=::r-
iii:!i:i:lii:::ititii::

t3) l6)

t2/5/61



Administroliva Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter I3. Public Fociliry Loons Progrom

7-13-13

Coregory

101
Cash:

111
Loans ancl
Advances
Receivable:

721
Accrued
Receivables:

131
Aecounts
and Notes
Receivable

221.
Trust and
Deposit
Liabilities

331
Real and
Nominal
Accounts:

fnterest

Accounl

Numberr

Section 13

CHART OF GENERAT TEDGER ACCOUNTS

ASSEIS

Cash in'I'ransit
Cash
Cash-Inspection and Audit Fees

IrOanS
Advances

Accrued fntercst Receivable-Loans
Accrued Interest Receivable-Advances

Accounts Reccivable-fnspection and Audit
Fees

IIABITITIES

227.12 fnspection and Audit Fees

INIEROFFICE CONTROT ACCOUNTS

331.51 Regional
Office

Offiee Books-Account with Central

INCOME

Iitle

101.11
101.12
101.13

111.11
111.41

121.11
12r,47

131.22

411

t2/5/61
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Section l4

DESCRIPTION OF GENERAT TEDGER ACCOUNTS

l0l.II Cosh in Tronsit

This is a debit balance (asset) account maintained to record the
amount of cash collections in transit at the end of each month.

Administrotive Prqctice Hondbook-Field Service

Port 7. Accounting ond Fiscql Procedure:

Chopter 13. Public Fociliry loons Progrom

Debit this account with:
.l 1. Amounts of cash collections

in transit at the end. of each
month.

Debit this aecount with:
1. Amounts transferred from

Central Office Cash Accouttt.
I0. Arrrounts collected represerrt-

ing repayments of construc-
tion advances and accrued
interest thereon when thc
related bonds are sold to
bidders other than the Gov-
ernment.

12. Amounts of month-end ad-
justments for cash collections
in transit reversed at the be-
ginning of each month.

7-13-14

Credit this account with:
12. Amounts of month-end adjust-

ments for cash collections in
transit reversed at the begin-
ning of each month.

l0l.l2 Cosh

This is a debit balance (asset) account maintained to sho'w the un-
expended cash balance available to the Regional Office for the purpose
of making construction advances and loans in the Region.

Credit this account with:
2. Amounts disbursed represent-

ing loan ad.vanees.
4. Amounts disbursed. at the time

of final settlement for the dif-
ference betrveen the principal
value of bonds and related in-
terest purchaserl and amounts
clue the Government, if any,
for construction advances and
accrued interest thereon.

6. Amounts of cash balance in
Account 101.12 in excess of
actual disbursernents and
amounts of collections repre-
senting repayrnents of con-
struction advances and accrued
interest thereon, transferred
to the Central Offiee.

11. Amounts of cash collections in
transit at the end of each
month.

12/5/61 Poge I



7-13-14 Description of Generol Ledger Accounls

I0I.l3 Cosh-lnspection qnd Audit Fees

This is a debit balance (asset) account maintained to show the amount
of inspection ancl audit fees collected and transferred to the Central
Office.

Debit this account with:
8. Amounts of inspection and

audit fees collected.
12. Amounts of month-end ad-

justments for cash collections
in transit reversed at the be-
ginning of each month.

Credit this account with:
9. Amounts of inspection and

audit fees refunded to borrow-
ers.

11. Amounts of cash collections in
transit at the encl of each
tnonth.

14. Amount of balance in Account
101.13 representing inspection
and audit fees collected trans-
ferred to the Central (Jfficre.

lll.Il loons

This is a debit balance (asset) account maintained to show the prin-
cipal amount of bonds purchased uncler loan agreements with bor-
rowers and transferred to the Central Office.

Debit this account r,vith: Crcdit this account with:
4. Principal value of bonds pur- 5. Principal value of bonds trans-

chased at time of final settle- ferred to Central Office.
ment.

NOTE: Maintain inrlividual subsidary aceount on Form H-213 for
cach project.

IIl.4l Advonces

This is a debit balance (asset) account maintained to sholv thc
amount of advances made for construction prior to the purchase of
bonds. The tlebit balance of this account represents the total outstand-
ing amount of advances due the Government from bonowers in the
Region.

Debit this account u,ith: Credit tltis accouut ,lvith:
2. Amounts disbursed repre- 4. Amouuts of advances rcpaid

scnting loau aclvances. at time of bond purchases.
10. Amouuts collected represent-

ing repayments of eonstrrlc-
tion ad.vances when the related
bonds are sold to bidders other
than the Gdvernment.

NOTE: Maintain individual subsidary aeeount on Form H-213 for
each project.
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Description of Generol ledger Accounts 7-13-14

l2l.ll Accrued lnterest Receivoble-Loons

This is a debit balance (asset) account maintained to record the
amouut of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Central Office.

Debit this account with:
4. Amounts of accrued interest

on bond.s purchased at time
of final settlement for pur-
chase of bonds.

Credit this account with:
5. Amounts of purchased bond

interest transferred to Central
Office upon completion of bond
purchases.

NOTE: Maintain individual subsidary account on Form H-213 for
each project.

l2l .41 Accrued lnterest Receivoble-Advonces

This is a debit balance (asset) account maintained to show the
amount of accrued interest receivable on advances. The debit balanee
of this account represents the total accrued interest receivable on aal-
vances due the Government from borrowers in the Region.

Debit this account with: Credit this account with:
3. Amounts of interest accrued 4. Amounts of accrued interest

on advances. receivable on advances col-
Iectedatthetime of final settle-
ment for purchase of bonds.

10. Amounts collected. represent-
ing accrued interest receivable
on advances when the related
bonds are sold to bidders other
than the Government.

NOTE: Maintain individual subsidary account on trrorm H-213 for
each project.

131.22 Accounts Receivoble-lnspeclion ond Audir Fees

This is a debit balance (asset) account maintained to record the
amount of billings rentlered for inspection antl audit fees as specified
in the related loan agreement (Offers). The debit balance of this
account represents the total amount of inspection and audit fees due the
Government from borowers in the Region.

Debit this aceount rvith: Credit this account with:
7. Amounts of bills rendered 8. Amounts of inspection and.

covering inspection and audit audit fees collected.
fees.

l2/5/51 Poge 3



7-t3-t4 Description of General ledger Accounls

22I.I2 lnspection ond Audit Fees

This is a credit balance (trust and deposit liability) account main-
tained. to sholv the total amount of bills rendered for inspection and
audit fees less refunds and amounts transferred to the Central Office.

Debit this account lvith: Credit this aecount with:
9. Amounts of inspection and 7. Amounts of bills rendered cov-

audit fees refunded to bor- ering inspection and auclit
rowers. fees.

14. Amount of balance in Ac-
count 221.12 representing in-
speetion antl audit fees col-
lected transferred to the Cen-
tral Office.

331.51 Regional Ofiice Books-Account wirh Cenrrol Ofiice

This is a Regional interoffice control account maintained to recorcl all
transfers between the Central Office and the Regional Office.

Debit this account with:
5. Principal value of bonds and

related amount of interest
purchased transferred to the
Central Office upon comple-
tion of bond purchases.

6. Amounts of cash balance in
Account 101.12 in excess
of actual disbursements and
amounts of collections repre-
senting repayments of con-
struction advances and ac-
crued interest thereon trans-
ferrecl to the Central Office.

14. Amount of balance in Ac-
count 101.13 representing in-
spection antl audit fees col-
lected transferred to the Cen-
tral Office.

Credit this account with:
1. Amounts transferred from

Central Office Cash Account.
.l 3. Amount of interest earned

transferred to the Central Of-
fice as of the close of each fiscal
year.

74. Amount of balance in Account
221.72 representing insper:tion
and auclit fees collected trans-
femed to thc Centlal Office.

4I l.4l lnterest Eqrned-Advqnces

This is a eredit balance (income) account maintained to shorv the
amount of interest earned on advances made to borrowers in the Region.

Debit this account rvith: Credit this account rvith:
13. Amount of interest earned on 3. Amounts of interest acerued

advances transferred to the on advances.
Central Office as of the close
of each fiscal year.
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Administrotive Prqctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 13. Public Faciliry loons Progrom

7-t3-t5

Title of Account

Cash.
Regional Office Books-
Account with Central
Office.

Section 15

Trqns-

oclion
Number Description

1. Amounts transferred
from Central Office Cash
Account. Posting media :

Inter Office Transf er
Vouchers.

2. Amounts disbursed rep-
resenting loan advances.
Posting media :V ouch,ers
and, Sched,ules of Pay-
rnents.

3. Amounts of interest ac-
crued on advances. Post
irg medial. Journal
Vouch,ers.

4. Purchase of bonds and
related interest, and the
collection of advances
and accruecl interest
thereon at time of final
settlement.l Posting me-
dia: Vouclters anil
Sclred,ules of Payments
and related basic docu-
ments,

5. Principal value of bonds
and related amount of
interest purchasecl trans-
ferred to the Central
Office upon completion
of bond purchases. Post-
ing media: Inter Office
Transfer Vouclr,ers.

6. Amounts of cash balance
in Account 101.12 in ex-
cess of actual disburse-
ments, and amounts of

Cr.

331.51

Advances.
101.12 Cash.

Dr.

101.12

111.41

111.11
121.11

121.47

331.51

4tt.4t

101.12
111.41
121.47

Accrued Interest Receiv-
able-Advances.
fnterest Earned-
Advances.
I-,/oans.
Aecrued Interest ll,ecciv-
able-Lroans.
Cash.
Advances.
Aecruetl fnterest Receiv-
able-Advances.

331.51

1 The credit entries to accounts 111.41 aud 121.41 are not involved iu cases where no ad.
vances have been maile prior to bond purchases.

12/5/51 Poge I

Regional Office Books-
Account with Central
Office.

111.11 Loans.
121.11 Accrued. Interest Receiv-

able-Loaus.

Regional Office Books-
Account with Central
Office.

101.12 Cash.

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES



7-t 3-I 5

Trons-
qclion

Number Description

collections representing
repayments of construc-
tion advances and ac-
crued interest thereon
transferred to the Cen-
tral Office. Posting me-
dia: Inter Ofi,ce Trans-
f er Vouchers.

7. Amounts of bills ren-
derecl covering inspec-
tion and audit fees. Post-
ing media: Inuo,ices.

8. Amounts of inspection
and. audit fees collected.
Posting media: Certifi,-
cates of Deposit.

9. Amounts of inspection
and audit fees refundetl
to borrowers. Posting
media:. Youchers and,
Sclteclules of Payments.

10. Amounts collected repre-
senting repayments of
construction advances
and accrued interest
thereon when the re-
lated bonds are sold to
bidders other than the
Government. Posting
media: Certificates of
Deposit.

11. Amounts of eash collec-
tions in transit at the
end of each month. Post-
ing media; Journal
Vouchers.

12. Amounts of month-end
adjustments for cash col-
lections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vou,ch-
ers,

Poge 2

Cr, Title of AccountDr.

t1t.22

101.13

221.72

101.12

101.11

227.72

731.22

101.13

Aecounts Reeeivable-
fnspection and Audit
Fees.
fnspection antl Auclit
Fees.
Cash-fnspection and
Audit Fees.
Accounts Receivable-
Inspection and Autlit
Fees.
Inspection and Audit
fees.
Cash-fnspection and
Audit Fees.

101.12
101.13

Cash.
111.41 Advances.
121.47 Accrued Interest Receiv-

able Advances.

Cash in Transit.
10L12 Cash.
101.13 Cash-fnspeetion and

Audit Fees.

Cash.
Cash-fnspection and
Audit Fees.

101.11 Cash in Transit.

t2/5/61
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Typicol Tronsocrions with Appropricte Entries 7-I3-t5

Cr. fitle of Account

Interest Earned-Ad-
vances.

331.51 Regional Office Books-
Account with Central
Office.

frons-
oclion
Number Description

L3. Amount of interest
earneal on advances,
transferred to the Cen-
tral Office as of the close
of each fiscal year. Post-
ing media: Inter Ofi,ca
Transf er Vouchers.

14. Amount of balance in
Account 101.13 repre-
senting inspection antl
autlit fees collected. and
a correspond.ing amount
of balance in Account
227.72 transferred to the
Central Office. Posting
medial. Inter Office
Transf er Vouchers.

Inspection and Autlit
Fees.
Regional Office Books-
Aeeount with Central
Office.
Regional Office Books-
Account with Central
Office.
Cash-fnspection and
Audit Fees.

Dr.

471.4r

22t.72

331.51

331.51

101.13
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Administrotive Proctice Hondbook-Field Service

Reports

ntries.

PROGRAM ACCOUNTS

Chopter 13. Public Focility loons Progrom

fntrod.uction
Transactions Between Offices .............

Funds .....

Disbursements-Advances and l-.roans
Bonds Evidencing Loans
fnterest
llillings
Collections
Refunds-Inspection and Audit Fees..... .....,

fn Transit Items ,.........

Books and Records
Reports

Book lV

Chopter I4. Progrom of Advtrnces for Public Works Plonning

Introduction
Proj ect Reservations and" Exeeuted Agreements ...................

Transactions Between Offices..............
Funds
Disbursements
Billings
Interest on Delinquent Accounts
Collections
In Transit Items ..............

Uncollectible Accounts R;;;i;;bi;......., ....... ....

Planning Advances of Doubtful Collectibility ... ..... ... ...
Books and Records.............................
Reports

7-72-70
7-72-71
7-72-12
7-12-rl
7-12-74
7 -72-15

7-13-1
7-73-2
7-13-3
7-13-4
7-73-5
7-73-6
7-13-7
7-13-8
7-73-9
7-13-10
7-13-11
7-13-12
7-13-13
7-73-L4
7-13-15

7-t4-7
7-74-2
7-14-3
7-74-4
7-14-5
7-14-6
7-74-7
7-74-8
7-l+-9
7-14-10
7-1,+-71
7-14-72
7-74-13
7-74-12
7-t4-74
7-74-75
7-74-76

Books and. Records
Chart of General Ledger Accounts......
Description of General Ledger Accounts......
Tlpical Transactions with Appropriate Entries

Chopter 15, Federol Srhool Construrlion Progrom (now Section 7-2-II)

12/5/61 (Book lV)
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Funds

Administrotive Prqctice Hsndbook-Field Service

Chopter 16. Revolving Fund-liquidoring Progroms (now Section 3-53)

Chopter 17. Senior Citizens Housing Loon Progrom

Transactions Between Offices

Disbursements
Transfer of Loan Accounts ,...

Interest

Reports
Chart of General Ledger Accounts.......

Choprer 18. Areo Redevelopment Progrom

fntrodrr.ction 7-18-1
7 -t8-2
7-18-3
7-18-4
7 -18-5
7-18-6
7-18-7
7-18-8
7-18-9
7-18-10
7-18-11
7 -18-72
7-18-13

Transactions Between Offices..............
Disbursing Authority

fnterest
Collections

Books and Records.....
Reports

ADIIATNISIRAIIVE ACCOUNIS

Chopter 2O. Solories ond Expenses

fntroduction

7-17-l
7-L7 -2
7-77-3
7-t7 -4
7-17-5
7-17-6
7 -t7-7
7 -77 -8
7 -17 -9
7-77-70
7-t7-71
7-77-72
7-17 -t3

Disbursements-Advances, Loans and Grants
Bonds Evidencing Loans................

Transactions Between Offices
Allotments .......

Funding Allotments
Obligations Incurred
Obligations Liquidated
Disbursements
Billings
Collections
Debit Vouchers-Uncollectible Checks . ........ .

Canceled. Chesks and Adjustments to Correct Errors
fn Transit Items........... ..

Fiscal Year-End Closing and Adjusting Entries
(Book lV)

7-20-l
7-20-2
7-20-3
7-20-4
7-20-5
7-20-6
7-20-7
7-20-8
7-20-9
7-20-70
7-20-77
7-20-72
7-20-73
t2/5/61
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\
Administrqtive Proctice Hondbook-Fiald Service

Recission of Unobligated Balances
Closing
Books
Reports
Chart of General Ledger Accounts.......
Description of General Ledger Accounts......
Typical Transactions with Appropriate Entries ..........

Chopter 21, Administrotive Property ond Equipment (now Section 7-3-2)

ADIiINISIRAIIVE ACCOUNIS

Chopter 22. Federol Employees' Group life lnsuronce

Introduction

Books, Records, and Reports.............................
Chart of General Iredger Accounts....
Description of General Ledger Aceounts

Chopter 23. Retirement (now Seclion 7-3-4)

OIHER ACCOUNIS

Chopter 30, Cleoring ond Depo:it Fund Accounts

fntroduction
Account Symbols and Titles ..

and Transfers.
fn Transit ftems..............
Books and Records
Reports

Entries

Chopter 31, Generol Fund Receiprs (now Section 7-4-2)

7-20-74
7-20-75
7-20-76
7-20-t7
7-20-78
7-20-t9
7-20-20

7-22-l
7-22-2
7-22-3
7-22-4
7-22-5
7 -22-6

7-30-1
7-30-2
7-30-3
7-30-4
7-30-5
7-30-6
7-30-7
7-30-8
7-30-9
7-30-10

12/5/61 (Book IV)
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Adjustments and


