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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).

ORGANIZATION AND NUMBERING
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 second the Chapter, and the third the Section. Where a
two digit number is used (e.g., 4-2), there is no Chapter breakdown,
the first digit indicating 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.

MAINTENANCE

Revised pages are sent out under cover of a Transmittal Letter.
‘When changes have been made in accordance with the Transmittal
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 will be published in the
transmittal letters for this Volume.

Books I and II of Volume V are distributed on a separate distribution
list from Books III and IV. The Transmittal letters for these distri-
bution lists will, therefore, be separately identified and numbered.
Those for Books I and II will be numbered FS-1, FS-2, FS-3, etc.
Those for Books III and IV will be numbered FA-1, FA-2, FA-3, etc.
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Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 1

DESIGNATION 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 Department to designate recommended employees as Cashiers,
and to revoke or request the revocation of such designations. The
delegations are published in Volume TT, Sections 5-15-22 and 5-15-26.

DESIGNATION

Authorized Certifying Officers and Cashiers will be designated on
the recommendation of the Regional Administrator concerned. Such
recommendations shall be addressed to the Assistant Administrator
(Administration), Attention: Division of Finance and Accounts. For
Authorized Certifying Officers, the recommendation shall be accom-
panied by the two Signature Cards for Certifying Officer (S.F. 210),
signed by the employee and showing the information required by Treas-
ury Department Circular No. 680-Revised, as amended. For Cashiers,
the recommendation shall include the information required by Treasury
Department Circular No. 1030, as amended.

The Division of Finance and Accounts will take all action necessary
to secure the designation, will make appropriate arrangements with the
applicable Treasury Regional Office, and will advise the HHFA
Regional Office as to confirmation of the designation.

BONDING

No action toward obtaining surety bonds for designated Authorized
Certifying Officers or Cashiers is required on the part of the employee
or the Regional Office. The Division of Finance and Accounts has
secured a position schedule bond in accordance with Treasury Depart-
ment Circular No. 969 which includes coverage for Authorized Certi-
fying Officers and Cashiers.

AMENDMENT, REVOCATION OR TERMINATION

‘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 memorandum to the Division of Finance and
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7-1-1 Designation and Bonding of Authorized
Certifying Officers and Cashiers

Accounts stating the reason and the effective date of the change. If the
action pertains to an Authorized Certifying Officer and represents an
amendment involving a change in place of payment, two new Signature
Cards for Certifying 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 will be taken by the Division of Finance and Accounts.
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Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 2

DEPOSIT OF COLLECTIONS

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

All amounts collected by a Regional Office 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 accompanied by S.F. 219, Certificate of Deposit,
which shall be prepared in accordance with 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 111, Atlanta, Georgia 86-01-0601
Region IV, Chicago, Illinois 86-01-0701
Region V, Fort Worth, Texas 86-01-1101
Region VI, San Francisco, California 86-01-1201

The reverse of the Certificate 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 advance, repayment of construction advance, repayment of
loan, inspection 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 Certificate of Deposit shall be pre-
pared for each deposit made. The quadruplicate copy shall be retained
for posting purposes, after which it shall be filed in support of the
accounting entries. The quintuplicate copy shall be marked ‘‘Reloca-
tion’’ and retained for use as explained below. The original, duplicate
and triplicate shall be delivered to the Federal Reserve Bank or Branch
with the deposit and that office will (a) forward the original to the
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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 HHF A Regional Office. Accom-
plished data shown on the triplicate when received, shall be transcribed
to the quadruplicate and the relocation copy. The accomplished tripli-
cate shall then be used to support the monthly Statement of Trans-
actions. The transcribed relocation copy will remain available for use
in connection with the preparation of the emergency files of indispen-
sable records described in Section 5-5, Volume V.
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Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 3

UNIFORM SYSTEM FOR FILING FISCAL
AND ACCOUNTING PROGRAM DOCUMENTS

This Section prescribes a uniform system for filing fiscal and account-
ing documents which authorize fiscal actions and support the related
accounting 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 Administrative
Branch entirely independent of any other files maintained in the Re-
gional Office. Documents heretofore classed as custody documents shall
be merged and filed with other types of documents in the Fiscal Project
Files.

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

ESTABLISHING AND MAINTAINING FISCAL FILES
Fiscal Project Files
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. These files shall be sub-
divided into separate sections for (a) Urban Renewal—Title I

Projects, (b) Demonstration Grant Projects, and (¢) Com-
munity Renewal Projects.
(2) Urban Planning Assistance.
(8) College Housing.
(4) Public Facility Loans.
(5) Advances for Public Works Planning.
(6) Federal School Construction.
(7) Accelerated Public Works.
(8) Housing for the Elderly.
(9) Area Redevelopment.
These files will contain the types of documents whichmay be designated
for microfilming in accordance with Section 5-5, Volume V, Book II.
These files will also contain documents which 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 General
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7-1-3 Uniform System for Filing Fiscal and
Accounting Program Documents

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

Fiscal General Files

The posting copies of cach of the documents listed below shall be filed
in a separate folder or folders established for that document without
regard to program, project, fund, or other activity:

(1) Form H-219, Inter Office Transfer Voucher.

(2) S.F. 219, Certificate of Deposit.

(3) S.F. 1017@G, Journal Voucher.

(4) S.F. 1166, Voucher and Schedule of Payments.

The above general types of documents may include transactions affect-
ing more than one project or program as well as administrative Salaries
and Expenses and related activities and therefore are not susceptible
to filing by individual project. 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.
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Part 7. Accounting and Fiscal Procedures
Chapter 1. General

SECTION 4

COMPUTATION OF INTEREST

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

Dollar-Days
Interest Divisor Factor

Interest =—

DOLLAR-DAYS

Dollar-Days are calculated by multiplying each of the varying prin-
cipal balances by the number of days each such balance remained out-
standing (principal X number of days) during the period and adding
the produets of this multiplication.

Example:
$5,000 for 11 days = 55,000 Dollar-Days
$7,000 for 14 days= 98,000 Dollar-Days
Total = 153,000 Dollar-Days

INTEREST DIVISOR FACTOR

The Interest Divisor Factor is computed by dividing 365 (the num-
ber of days in a year) by the applicable interest rate, and correcting
to two decimal places.

Ezample: The factor for an interest rate of 4% equals 365 = .04 or
9125.00.

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

INTEREST PERIOD

It is important that the interest period be correctly 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’’ are used, it shall mean that the first date is included and
the last date excluded. The interest period and the number of days
for the month of January may be expressed as ‘‘from 1/1 through
1/31—31 days’’ or ‘‘1/1 to 2/1—31 days.”’

EXAMPLE OF INTEREST COMPUTATION

Using as an example the case of a loan disbursement of $7,000 @
23/ % per annum made on June 4, 1959, with a partial repayment of
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$2,000 made on September 4, 1959 and 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 ( 92 days)
$5,000 for period 9/4/59 through 8/14/60 (192 days)
$7,000 X 92= 644,000 Dollar-Days
$5,000 X 192= 960,000 Dollar-Days
Total = 1,604,000 Dollar-Days
365 = 234% = 13,272.73
(Interest Divisor Factor)

Applying the formula:

Dollar-Days eflali — 1,604,000

Factor 1327273 = $120.85

Interest =

EXHIBIT A

TABLE OF INTEREST DIVISOR FACTORS—365 DAY BASIS

Interest Rate

Fractional
Percentages 2% 3% 4% 5%
18250. 12166.67 9125. 7300.
1/16 17696.97 11918.37 8984.62 7209.88
1/8 17176.47 11680. 8848.48 7121.95
3/16 16685.71 11450.98 8716.42 7036.14
1/4 16222.22 11230.77 8588.24 6952.38
5/16 15783.78 11018.87 8463.77 6870.59
3/8 15368.42 10814.81 8342.86 6790.70
7/16 14974.36 10618.18 8225.35 6712.64
1/2 14600. 10428.57 8111.11 6636.36
9/16 14243.90 10245.61 8000. 6561.80
5/8 13904.76 10068.97 7891.89 6488.89
11/16 13581.40 9898.31 7786.67 6417.58
3/4 13272.73 9733.33 7684.21 6347.83
13/16 12977.78 9573.77 7584.42 6279.57
7/8 12695.65 9419.35 7487.18 6212.77
15/16 12425.53 9269.84 7392.41 6147.37

The divisor for an interest rate of 2.76% is 13224.64.
For an interest rate of 3.019% it is 12126.25.
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Part 7. Accounting and Fiscal Procedures
Chapter 1. General

SECTION 4
COMPUTATION OF ACCRUED INTEREST

This section prescribes a method for computing the acerual of interest
on loans and advances made under the Agency’s lending programs.
It is a simplified method which is particularly effective for machine
computations, especially where a change in the principal balance has
occurred during the interest period. The method is expressed by the
Dollar-Days

fO 1 I erest —
rmula, Interest Factor

DOLLAR-DAYS

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

Example :

$5,000 for 11 days = 55,000 Dollar-Days
$7,000 for 14 days = 98,000 Dollar-Days
Total = 153,000 Dollar-Days

To arrive at the final interest accerual figure, the total of Dollar-Days
1s divided by the Interest Divisor Factor.

INTEREST DIVISOR FACTOR

The Interest Divisor Factor is computed by dividing 365 (the num-
ber of days in a year) by the applicable interest rate, and correcting
to two decimal places. The 365 figure is used for leap years as well
as non-leap years.

Example: The factor for an interest rate of 4% equals 365 —+ .04 or
9125.00.

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

INTEREST PERIOD

It is important that the interest period be correetly 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” are used, it shall mean that the first date is included and
the last date excluded. The interest period and the number of days
for the month of January may be expressed as ‘“from 1/1 through
1/31—31 days’’ or ““1/1 to 2/1-—31 days.”’
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7-1-4 Computation of Accrued Interest

CALCULATION OF ACCRUED INTEREST

Using as an example the case of a loan disbursement of $7,000 @
234 % per annum made on June 1, 1955, with a partial repayment of
$2,000 made on September 1, 1955 and full repayment made on March
12, 1956, the following statement and computation would result:

$7,000 for period 6/1/55 to 9/1/55 ( 92 days)
$5,000 for period 9/1/55 through 3/11/56 (192 days)
$7,000 X 92 = 644,000 Dollar-Days
$5,000 X 192 = 960,000 Dollar-Days

Total = 1,604,000 Dollar-Days
3656 — 234% == 13,272.73
(Interest Divisor Factor)

Applying the formula:

Dollar-Days 1,604,000
_— Interest =

Interest = Factor 13,272.73

= $120.85

EXHIBIT A

TABLE OF INTEREST DIVISOR FACTORS—365 DAY BASIS

Interest Rate

Fractional
Percentages 2% 3% 4% 5%
18250. 12166.67 9125. 7300.
1/16 17696.97 11918.37 8984.62 7209.88
1/8 17176.47 11680. 8848.48 7121.95
3/16 16685.71 11450.98 8716.42 7036.14
1/4 16222.22 11230.77 8588.24 6952.38
5/16 15783.78 11018.87 8463.77 6870.59
3/8 15368.42 10814.81 8342.86 6790.70
7/16 14974.36 10618.18 8225.35 6712.64
1/2 14600. 10428.57 8111.11 6636.36
9/16 14243.90 10245.61 8000. 6561.80
5/8 13904.76 10068.97 7891.89 6488.89
11/16 13581.40 9898.31 7786.67 6417.58
3/4 13272.73 9733.33 7684.21 6347.83
13/16 12977.78 9573.77 7584.42 6279.57
7/8 12695.65 9419.35 7487.18 6212.77
15/16 12425.53 9269.84 7392.41 6147.37

The divisor for an interest rate of 2.76% is 13224.64.
For an interest rate of 3.01% it is 12126.25.
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ative Practice Handbook—Field Service 7-1-5
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 5

DISBURSING DOCUMENTS—PROCESSING, NUMBERING, AND FILING

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, ete., 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
with Exhibit A for basic documents covering transportation charges by
carriers and for those covering all other types of claims and each reg-
ister will 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 where 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, Vouchers and Schedules of
Payments, shall be processed in accordance with the instruections con-
tained in 5 GAO 4000, 6 GAO 6000, and 7 GAO 5000, as appropriate.
With 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
documented by S.F. 1081, Voucher and Schedule of Withdrawals and
Credits and GSA Form 789, Statement, Voucher and Schedule of With-
drawals and Credits, where the OA is the office billed, and adjustments
documented by S.F. 1097, Voucher and Schedule 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 Schedules of Pay-
ments, Vouchers and Schedules of Withdrawals and Credits, State-
ments, Vouchers and Schedules of Withdrawals and Credits, and
Vouchers and Schedules to Effect Correction of Errors:
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T9/TL/L

Disbursement Document

I. Basic Documents—original and
one copy:

(a) Public Voucher for
Transportation Charges
(S.F. 1113); Public
Voucher for Transporta-
tion of Passengers
(S.F. 1171) and other
similar forms.

(b) Other than transporta-
tion charges by carriers.

Il. Vouchers and Schedules of
Payments (S.F. 1166):

(a) Transportation charges
by carriers (original and
four copies):

Numbering
Separate series beginning with

“T-1" each fiscal year.

Separate series beginning with 1
each fiscal year.

Separate series beginning with
“T-1" each fiscal year.

Disposition

After posting, file originals in support of the monthly Statement of
Transactions (S.F. 224) pending transmittal to the General Accounting
Office. File memorandum copies alphabetically by name of carrier.

After posting, file originals, including original GSA invoices, in sup-
port of the monthly Statement of Transactions. File memorandum
copies applicable to program disbursements in the appropriate Fiscal
Project File (see Section 7-1-3). File memorandum copies applicable
to administrative expense disbursements in reference files as follows:

Payroll vouchers: by pay periods.

Travel reimb t vouchers: alphabetically by name of traveler.

GSA invoices: in numerical sequence by serial numbers assigned
by the Regional Office, with signed receiving reports attached.
For partial shipments, attach receiving report to invoice covering
final payment and cross reference each invoice covering previous
payments to final invoice. If signed receiving reports covering
all items listed on the invoices are not on file, hold invoices in
a “Pending” file until such reports are received.

All other miscell vouchers, invoices, bills, etc.: alphabetically
by name of vendor, contractor or other payee.

Forward certified original and two copies to the Treasury Regional
Office for payment. Retain one copy for posting and one copy for
the relocation files. Upon receipt of paid original and one accom-
plished copy, transcribe payment data to posting copy and relocation
copy. File originals in support of the monthly Statement of Transac-
tions. File posting copies in numerical sequence in support of the
accounting entries in a separate Fiscal General File (see Section 7-1-3)
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Disbursement Document Numbering

(b) Other than transporta-
tion charges by carriers
(original and three
copies).

Separate series beginning with “1*
each fiscal year.

Vouchers and Schedules of Same series as in llI(b).
Withdrawals and Credits

(S.F. 1081), Statements,

Vouchers and Schedules of

Withdrawals and Credits

(GSA Form 789), and

Vouchers and Schedules to

Effect Correction of Errors

(S.F. 1097). (Original and

four copies.)

NOTE: These forms shall be
used only when the transac-
tion affects the accounts of
different agency accounting
stations.

Disposition
maintained for transportation payments.
as prescribed in Section 5-5, Volume V. The r
copy shall be held for attachment to and subm:ssuon with related
original basic transportation vouchers when transmitted monthly to
the General Accounting Office.

Dispose of relocuhon coples
1; d

Forward certified original and one copy to the Treasury Regional
Office for payment. Retain one copy for posting and one copy for
the relocation files. Upon receipt of paid original, transcribe payment
data to posting copy and relocation copy. File originals with related
original basic documents in numerical sequence in support of the
monthly Statement of Transactions. File posting copies in numerical
sequence in support of the accounting entries in the Fiscal General
File (see Section 7-1-3) maintained for other than transportation
payments. Dispose of relocation copies as prescribed in Section 5-5,
Volume V.

Forward certified original and two copies to the Treasury Regional
Office for payment. Retain one copy for posting and one copy for
the relocation files. Upon receipt of paid original, transcribe pay-
ment data to posting copy and relocation copy. File originals in
support of the monthly Statement of Transactions. File poshng coples
in support of the accounting entries. Disp of relocation cop as
prescribed in Section 5-5, Volume V.
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Disbursing Documents—Basic D: ts and Vouchers and Schedules of Payments 7-1-5

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-1-6
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

SECTION 6

SIGNATURE CARDS AND ABSTRACTS OF AUTHORITY

To facilitate the examination and comprehensive audit of fiscal trans-
actions, the Administrative Branch of each Regional Office shall main-
tain a file of specimen signatures of officers or employees of the Re-
gional Office who are authorized to approve fiscal documents which
require the obligation or disbursement of funds or the charging or cred-
iting of employees’ personal accounts. Additionally, the Branch shall
maintain uniform records of the particular documents each such officer
or employee may approve, pursuant to formal delegations or redelega-
tions of authority or designations of functional responsibility. These
records shall be maintained in addition to, and not in lieu of, copies
of the delegations or redelegations of authority or other authorizing
instruments.

This Section preseribes Form H-200.24, Signature Card and Abstract
of Authority, which shall be used to obtain specimen signatures and to
record the authorization data, and provides instructions and minimum
standards for its use.

FORM H-200.24, SIGNATURE CARD AND ABSTRACT OF AUTHORITY

Form H-200.24, Signature Card and Abstract of Authority, is gen-
erally self-explanatory. The face of the card, Signature Card, is de-
signed to show the employee’s name as it appears in the official records,
his title, the organizational unit for or through which he acts, his
official autographic signature, and the signature and title of the officer
who witnesses the employee’s signature. The reverse of the card, 4b-
stract of Authority, provides space for recording each fiscal document
which the employee is authorized to approve, the delegation or redele-
gation of authority or other authorizing instrument from which his
authority derives, the effective date of the authority, and the revoca-
tion instrument and effective date if the authority is revoked.

STANDARDS FOR THE USE OF FORM H-200.24

Form H-200.24 shall be required in implementation of any formal
delegation or redelegation of authority which involves the approval by
the authorized employee of a document which requires the obligation or
disbursement of funds or the charging or crediting of employees’ per-
sonal accounts. Examples of this type of authority include, but are not
limited to, authority to approve purchase orders or other forms of ad-
ministrative servicing contract, travel authorizations or requests for
advances of funds, contracts or requisitions providing for advances,
loans, or grants of program funds, certificates of necessity of official
long distance telephone calls, and authorizations for the performance
of overtime work.

Form H-200.24 shall also be required in implementation of any desig-
nation of an employee to perform a particular function, in accordance
with a Manual or other Central Office instruction or pursuant to such
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7-1-6 Signature Cards and Abstracts of Authority

an instruction, if the function includes the approval of a document
which requires the obligation or disbursement of funds or the charging
or crediting of employvees’ personal accounts. Examples of this type
of authority include, but are not limited to, authority to approve travel
expense claims,” time and attendance reports, official telegrams, and
authorizations for payvments under program contracts.

At the disceretion of the Administrative Officer, Form H-200.24 may be
required in support of any approval or clearance actions which are con-
trolled by policies or procedures issued by the Regional Administrator.

INITIATION AND MAINTENANCE OF FORM H-200.24

The Administrative Branch shall initiate a Form H-200.24, Signature
Card and Abstract of Authority, for each employee who is authorized to
approve a fiscal document or documents, in accordance with the pre-
seribed standards. Only one Form H-200.24, Signature Card, shall be
required for each authorized employee.

There shall be recorded on the reverse of Form H-200.24, Abstract of
Authority, the form number or name of each 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 Office instruction from which the employee’s author-
ity derives, and the effective date of the authority. If additional space is
required, a second Form H-200.24, Abstract of Authority, shall be used
to continue the listings and shall be stapled to the basic form.

The employee shall be instructed to enter his official autographic
signature on the face of the form in the presence of his supervisor or
another officer of the Regional Office 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 Card, the Administrative Branch shall enter
on the reverse of the form, Abstract of Authority, the description of
the additional document or documents which the employee is authorized
to approve and the required authorization data.

The attached Exhibits A and B illustrate properly executed Forms
H-200.24, Signature Card and Abstract of Authority.

REVOCATIONS OF AUTHORITY

Upon notice that the authority of an employee to approve a fiscal
document or documents has been revoked, the Administrative Branch
shall enter the date of the revocation on the employee’s Form H-200.24,
Abstract of Authority, and return the form to the active file.

RETENTION OF NONCURRENT FORMS H-200.24

‘When the authority of an employee to approve each of the fiscal docu-
ments listed on his Form H-200.24, Abstract of Authority, has been
revoked, the form shall be retained in the active file until all of the
fiscal documents approved by the employee have been processed by the
Administrative Branch. Thereafter, the form shall be transferred to a
noncurrent record file and retained for reference purposes until com-
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Signcture Cards and Abstracts of Authority 7-1-6

pletion of the internal and General Accounting Office audits of trans-
actions for the last audit period during which the employee was author-
ized to approve a fiscal document or documents.

Final disposition of Forms H-200.24, Signature Card and Abstract
of Authority, shall be in accordance with the provisions of the govern-
ing Records Control Schedule. (See Volume V, Section 5-4.)
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7-1-6 Signature Cards and Abstracts of Authority

EXHIBIT A

(Face)

H-200. 24 ;
(10-56) HOUSING AND HOME FINANCE AGENCY
OFFICE OF YEE ADMINIBTRATOR
SIGNATURE CARD AND ABSTRACT OF AUTHORITY
Enmployee JOHN A. SMITH, Administrative Officer

(Type name and title of officer or employee)

Organizational Unit Administrative Branch

Signature O"/./ Q %‘A—b(

1 certify that :ééyiignlture above is that of the fmployee named hereon.

Attesting Officer

Title Regional Adm¥nigtrator

{Reverse)

ABSTRACT OF AUTRORITY

The esployee nemed on the fece of this form is suthorized to spprove the docusents
listed belev, pursuent to the cited authority.

OOCUNERT AUTHORITY EFFECTIVE BEVOCATION EFFECTIVE
s.r 19 B.C. Yo. 72, Rev. | 2/1/sh
TP | pis o, 1121 2/s/sh
3 |g-25 H-156 No. 11-22 2/5]sk
4|5s.F. 1038,Rev. | B-156 No. 11-23 2/5/54

s | Certify L.D.,
'phone calls Reg. Memo ¥o. 23 10/11/54

6 | Sign tele-
grans

Rez. Vemo Ho. 28 10/21/sk

T]s.r. 1136 Reg. Memo Fo. 73 s[4/55
8
9
10
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7-1-6

EXHiBiT B
(Face)
#-200. 28
(10-56) HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINIBTRATOR

SIGNATURE CARD AND ABSTRACT OF AUTHORITY

Employee _ WILLIAM E. ADAMS, Regional Director, CFA

(Type name and t1tle of officer or employee)

Organizationgl Unit Office of Regional Director, CFA
Signature MMM__

1 certify that the signsture above is that of the employee named hereon.

Attesting Officer

Title Administrative Officer

(Reverse)

ABSTRACY OF AUTHORITY

The employee named on the face of this fors is suthoriszed ¢o approve the documents

listed belovw, pursuant te the cited authority.
DOCUNERT AUTRORITY EFFECTIVE REVOCATION CFFECTIVE
1 | Aoprove S.F.

1012's, Rey, Reg. Memo No. 89 6/27/55

2 qwﬁ Reg. Memo No. 93 | 7/11/55

3 g_g“’le‘ . . " @ 2/11/55

s | Approve S.P. Rez. Adnin. redele-]

1034 vaymente | gation 8/21/56
¢ | under planning | (pur. 60-12-3,
contracts Vol. 1)

8/21/56
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Administrative Practice Handbook—Field Service 7-1-7
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 7

CLAIMS BY THE UNITED STATES AGAINST INDIVIDUALS ARISING OUT
OF DAMAGE TO GOVERNMENT PROPERTY BY REASON OF NEGLIGENT
OPERATION OF PRIVATELY OWNED VEHICLES

This Section prescribes the procedures to be followed by Regional
Offices with respect to claims against individuals arising out of dam-
age to Government property by reason of the negligent operation of
privately owned vehicles. In this connection, 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 uncol-
lectible, or an offer in compromise is involved regardless of the
amount of the debt, the Regional Office shall submit the case to the
Central Office Division of Finance and Accounts, which will initiate
the action necessary to report the claim to the General Accounting
Office or, through the Office of General Counsel, to the Department
of Justice, as appropriate.

Each case so submitted shall be supported by all pertinent and
available evidence, including 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,
evidence of the debtor’s financial ability to pay the damage if judg-
ment is obtained.

A vehicle damage debt claim of $25 or more, but less than $75,
after collection efforts have been exhausted as prescribed in 4 GAO
5000, shall also be reported to the Division of Finance and Accounts,
which will initiate the action necessary to report the case to the
General Accounting Office for collection. Each such report shall
contain the information as preseribed in 4 GAO 5000.
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Administrative Practice Handbook—Field Service 7-1-8
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 8

MAILING OF ACCOUNTING AND FISCAL REPORTS

In order to facilitate the preparation and submission of accounting
and fiscal reports by the Regional Offices and the receipt thereof by the
Central Office 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 described in the individual fiscal and accounting proce-
dures contained in this Volume, except those referred to in the last
paragraph, shall be accompanied by the original only of a covering
Transmittal Check Sheet—Reports, Forms H-200.38, H-200.39 or
H-200.40 (see Exhibits A, B and C, respectively), on which shall be
indicated, by code 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. Each transmittal check sheet shall
be dated and signed by an authorized employee of the Regional Office.
Regional Offices located west of the Mississippi River shall transmit
reports and covering transmittal check sheets by airmail.

MONTHLY REPORTS

Form H-200.38 (Exhibit A) lists reports which 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.

QUARTERLY REPORTS

Form H-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 QUARTERLY AND ANNUAL REPORTS

The quarterly and annual reports required for Group Life Insurance
and Retirement activities are not affected by the provisions of this
Section. Such reports shall be transmitted in accordance with the
applicable instructions in Sections 7-3-3 and 7-3-4.
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Mailing of Accounting and Fiscal Reporis

EXHIBIT A

7-1-8

Region No.

H-200.38

HOUSING AND HOME FINANCE AGENCY (10-63)

Office of the Administrator
Division of Finance and Accounte

Month ended 5 19,

TRANSMITTAL CHECK SHEET = REPORTS

(To accompany reports mailed on the third business day following the month ended.)

The code letter in the box opposite each report listed denotes the following:
"X" indicates report prepared and transmitted herewith.
"0" indicates no activity recorded during the month.
"N" indicates no report required (reporting cowpleted, or not applicable).
"D" indicates report delayed. (On reverse herecf, state reason for delay
and give date when submission may be expected.)

COLLEGE EOUSING PROGRAM

H-200.60

H-200.14
H-200.15
H-245

Transcript of Account 101.12 Cash

Transcript of Account 101.13 Casl. - Inspection and Audit Fees
Statement of General Ledger Balances

Net Loan Commitments, Construction Advances, Bond Purchases,
and Undisbursed Commitwents

PUBLIC FACILITY LOANS PROGRAM

§-200.1%
H-200.15
H-200.60
H-245

Transcript of Account 101.12 Cash

Transcript of Account 101.13 Cash - Inspection end Audit Pees
Statement of General Ledger Balances

Net Loan Commitments, Construction Advances, Bond Purcheses,
and Undisbursed Coumitments

REVOLVING FUND - LIQUIDATING PROGRAMS

( ) =B-200.60

SALARTES AND
() B-223

() m-2ko

Statement of General Ledger Balances

ES
Monthly Report of Obligations by Progrem and Object Classifications
in duplicate)
Statement of General Ledger Balances - Salariee and Expenses
Appropriations

8LUM CLEARANCE AND URBAN RENEWAL PROGRAM

i ] e

) H-200.13
) EH-200.13
) E-200.13
) H-200.13
;

(
(
(
(
g H-200.48

Statement of General Ledger Balances
Project Capital Grants, Advances and Loans (in duplicate)
(Number of reports submitted herewith )
Relocation Capital Grants (in duplicate)” -
(Number of reports submitted herewith )
General Neigbborhood Renewal Plans (in duplicate)
(Number of reports submitted herewith 5
Feasibility Surveys (in duplicate)
(Number of reports submitted herewith )
Community Renewal Grants (in duplicate)
(Number of reports submitted herewith )
Combination Account 101.12 Cash and Repor
Memorandum Record of Release and Posting Dates - Forms H-695 and
H-687 (in duplicate)

AREA REDEVELOPMENT PROGRAM

( ) E-200.60

Statement of General Ledger Balances

ELDERLY HOUSING LOAN PROGRAM

f H-200.60
B-245

Date submitted

Statement of General Ledger Balances
Net Loan Commitwments, Loan Disbursements and Undisbursed
Comnitments

519 By

(Signature)

NOTE: Submit a Xerox copy only of each Form H-200.60 and an original only of all
other forms unless otherwise indicated.
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Mailing of Accounting and Fiscal Reports

EXHIBIT B
x-aoo.;9
HOUSING AND HOME FINANCE AGENCY (10-63
Office of the Administrator
Division of Finance and Accounts
Region No. N Month ended , 19

TRANSMITTAL CRECK SFEET - REPORTS
(To accompany reports mailed on the fifth business day following the
month ended.)

The code letter in 4he box opposite each report listed denotes the following:
“X" indicates report precparcd and transmitted hercwith.
"0" indicates no activity recorded during the month.
“N" indicates no report required (reporting completed, or not applicabls).
"p" indicates report delayed. (On reverse hereof, state reason for
delay and-give date when submission may be expected.)

FEDERAL SCHOOL CONSTRUCTION PROGRAM

H-200.60 Statcment of Genersl Ledger Balances

SF 1015 Allotment Ledger Summary = Progrem Funds (86-75%0284)

SF 1015 Allotment Ledger Summary - Nonadministrative Staff
Expenses (86-75%028%)

i ; SF 1015 Allotment Ledger Summary - Program Funds ( )

8F 1015 Allotment L'(:dger Summary - Nonadministrative Btai?

Expenses

PROGRAM OF ADVANCES FOR PUBLIC VORKS PLANNING
i H-200.17 Project Transcript (No. of reports submitted herewith )
H-200.60 Statement of General Ledger Balances

URBAN PLANNING ASSISTANCE PROGRAM
( ) EB-200.21 Project Transcript (in duplicate) (No. of reperts

submitted herewith
i ; H-200.60 Btatecment of General LecdRer Balances
Memorandum Record of Release and Posting Dates ~
Forms H-6750 and H-6760 (in duvlicate)

ACCELERATED PUBLIC WORKS PROGRAM .
( ) EB-200.60 Statement of General Ledger'Balances

CLEARING AND DEPOSIT FUND ACCOUNTS
( ) B-200.53 Statement of General Ledgor Balances

Date submitted , 19 By

(Signature)

NOTZ; Submit a Xerox copy only of each Form H-200.60 and an origimal only of
all other forms unless othervise indicated.
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Mailing of Accounting and Fiscal Reports

EXHIBIT C

7-1-8

H~200.40
(2-59)
BOUSING AND HOME FIMANCE AGENCY - Office of the Administrator

To Division of Finance and Accounts:
TRANSMITTAL CHECK SHEST - RuPORTS

(To accompany reports mailed on seventh business day followin; the quarter ended.)

Region No. 5 Period £nded R I

The code lstter in the box opposite each report listed denotes the following:
"X" indicates report prepared and transmitted herewith.
"0" indicates no activity recorded during the quarterly period.
"N" indicates no report required (reporting completed, or not applicable),
"D" indicates report delayed. (On reverse hereof, state reason for delay
and give date when submission may be expected.)

CLEARING AND DEPOSIT FUND ACCOUNTS
( Quarterly Report of Unapplied Suspense Items

RVOL\)IDVG FUND - LIQUIDATING PROGRAMS

Quarterly Listing of Lanham Act Properties (in duplicate)
) Lanham Act Activities - Fiscal Year Activity (in Egucate)

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
() Quarterly Report of Outstanding Loans and Advances by
Interest Rates

Date Submitted ) 19 By

(Signature)

(TRANSMIT ORIGINALS ONLY, UNLESS OTHZRWISE IMDICATED)

e 971700

3/23/59



Administrative Practice Handbook—Field Service 7-1-9
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 9

TORT CLAIMS AGAINST THE 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 claims 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 Finance 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.

5/11/62 Page 1



Administrative Practice Handbook—Field Service 7-1-10
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 10

ADJUSTMENT OF UNDERPAYMENTS AND OVERPAYMENTS OF INTEREST
IN MINOR AMOUNTS ON LOANS AND ADVANCES

Occasionally debtors, when repaying their loans or advances in full
under URA and CF A 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 circumstances greatly exceeds
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 justified by reason of error,
inadvertence, or deviation from prescribed procedure. Under date of
April 23, 1958, the Administrator delegated authority to each Re-
gional Administrator (except Region VII, Puerto Rico) to adjust such
small amounts of interest in the accounts of this Agency and to redele-
gate (see Section 7-1-6) to one or more employees under his jurisdiction
the authority therein delegated.

The following procedure preseribes the methods of making such
adjustments.

ADJUSTMENTS OF OVERPAYMENTS

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 collected shall be recorded as follows:

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

Cr. 121... Accrued Interest Correct amount of interest due.
Receivable —(for
applicable asset)

Cr. 201.11 Accounts 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 adjusted in
the accounts on the basis of a Journal Voucher prepared in accordance
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7-1-10 Adjustment of Underpayments and Overpayments of Interest
in Minor Amounts on Loans and Advances

with Exhibit A, which shall be approved by the Regional Administrator,
or his designee, prior to posting in the General Ledger.

ADJUSTMENTS OF UNDERPAYMENTS

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 accordance
with Exhibit B, which shall be approved by the Regional Administrator,
or his designee, prior to posting in the General Ledger and Subsidiary
Records.

Page 2 5/27/58



Adjustment of Underpayments and Overpayments of Interest

in Minor Amounts on Loans and Advances

EXHIBIT A

7-1-10

(Gene:
Form pn-almo

dard Form No. 1017 G- Revisd
=%y Gomp Gua 0.8,

JOURNAL VOUCHER

Date

J.V.Nou e

REFERENCE

EXPLANATION

DEBIT

201.11
411,

Program

(Symbol)

To eliminate a liability established
because of an interest overpayment
included in the final repayment of

(advance or 1oan) in connection

with Project No.
accordance with the procedure aet
forth in Section 7-1-10, Volume V,
Accounts Payable

Interest Earned - (for applicable
asset)

ToTAL,

$ xoxx

$ xox

Prepared by

d by

Appi
(8ignature)

(Bignature)

Regional Administrator (or designee)

(Title)

. 5. eoveaRmexT PRiuTING SPTICE  16—-8T80-3

G

5/27/58
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7-1-10

Adjustment of Underpayments and Overpayments of Interest
in Minor Amounts on Loans and Advances

EXHIBIT B

undam r,‘]bzm N.?. 10!};! Gl;o?'m
Fors praciped by Gomp, G 0.8, J.V. No.
JOURNAL YOUCHER
Date
REFERENCE EXPLANATION DEBIT CREDIT
Program
(Symbol)
To write off accrued interest because
of an interest underpayment involved
in the final repayment of _ (advance
or loan) in connection with Project
No. in accordance with the
procedure set forth in Section 7-1-10,
Volume V.
GENERAL LEDGER
411,-- | Interest Zarned - (for applicable asset) $ xoxx
121.-- | Accrued Interest Receivable - (for
applicable asset) $ xoxx
SUBSIDIARY RECORDS
(Indicate the appropriate adjustment
to decrease the amount of accrued
interest previously recorded.)
Torar,
P, d b A d b,
reparec 0% (Sigaature) i 4 Gignatare)
Regional Administrator (or designee)
(Title) (Title)
. 5. COVERMRENT PRINTING OFPICE  LA—3TR00~)

Page 4
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Administrative Practice Handbook—Field Service 7-1-1T

Part 7.
Chapter

Accounting and Fiscal Procedures
1. General

Section 11

ADDITIONAL WITHHOLDING OF TAX ON WAGES UPON AGREEMENT

BY EMPLOYER AND EMPLOYEE

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

“In
wise
be a
(‘1

“2.

order to utilize pay tables to the extent applicable and other-
facilitate payroll and audit work, the following policy should
dopted when additional withholding of tax is involved.

Except as provided in paragraph 2, the amount of tax presently
withheld plus the additional amount requested to be withheld
each pay period shall conform to one of the amounts shown in the
tax withholding 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 ‘277, ‘1’ or ‘‘0’’ exemptions.

In those cases 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.

5/23/60
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Administrative Practice Handbook—Field Service 7-1-12
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 12

VALUE OF ACCRUED ANNUAL LEAVE

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 full pay period in a fiscal year.t

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 full pay period in a fiscal year as recorded on S.F. 1130,
Time and Attendance Report. 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 between 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, Individual
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 amount determined to be the liability for
acerued 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 Accounts within thirty days after the
end of the fiscal year.

1 The instructions contained in this Section do not apply to Region VII.
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Value of Accrued Annual Leave 7-1-12

EXHIBIT A

NAME sLoex
R UAL SICK | ROURSOFDUTYIF
Reporting Unit R Leave balances brought forward from prior period WOOROTHER
Agency HFA-OA Leave accrued during this reporting period
Pay Period Aggregate of leave available during this period
TIME AND ATTENDANCE|  ABSENT TIME IN PAY STATUS TIME ABSENT s
REPORT FROM | 10 |mecuran| N/ [ O/T couren | DAY rcourin T awor [ LwoP [ ammuac | SICK | OTHER teialy
Standard Form No. 1130 v
9 GAO 1030 + Sun.
1130-112:05 Mon.
REMARKS ! Toe.
' Wed
) Thu.
| Fri.
T
H Sat.
XXX | XXX
! Sun.
| Mon.
| Tue.
T
] Wed.
| Thu.
! Fri.
+
+ Sat.
XXX [ XXX
Pav Pesvon Torac | [ |
COMPENSATORY TIME
Brought forward.. ... Balances at close of this pariod _ xxx| 256 Tel.
Worked this pay period W.O.P. total for leave year 1o end of prior period Room
Totel for this pay period. W.O.P. totel for leave yaar 1o end of this period ... Certified correct
Used this pay period ave granted 1o end of this period (days)
2 n for SICK LEAVE. S
Paid this pay period. s that this absence was due 1o illness which incapacitated (Supervisor or fimekeeper)
Bal. at end of thi iod . me for duty.
2t end of s pay per $2.08 x 256 = $532.48
.
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7-1-12 Value of Accrued Annual

Leave

EXHIBIT B
H-96 (5-60)
UNITED STATES GOVERNMENT
HOUSING AND HOME FINANCE-AGENCY
Memorandum
TO : Henry J. Dammeyer, Division of Finance and DATE:
Accounts
FROM : » Region ___

SUBJECT: Value of Accrued Annual Leave

Liability for the value of annual leave which has accrued to
the credit of employees of this Region as of June __, 19 __,

has been determined to be $ .

Director,
Administrative Branch

8/9/61



Administrative Practice Handbook—Field Service 7-1-13
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 13

ACCOUNTABILITY FOR UNITED STATES OF AMERICA TRANSPORTATION
REQUESTS

This section preseribes the procedure to be followed in the control
and issuance of and the accountability for Umnited States of America
Transportation Requests, S.F. 1169, in the Regional Offices.

ACCOUNTABLE EMPLOYEES

Each officer and employee of the United States Government or other
person having custody of Umited States of America Transportation
Requests 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 custodian.

OBTAINING STOCK SUPPLIES OF TRANSPORTATION REQUESTS

The Regional Office shall requisition books of transportation requests
by memorandum addressed to the Central Office Division of Finance
and Accounts at least one week 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 will be mailed to the Regional
Office accompanied by Form H-206, Receipt for U. S. Government
Transportation Requests, in duplicate, indicating thereon the inclusive
numbers 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 receipt shall be retained as a
temporary record of the transportation requests received in response
to the requisitioning memorandum.

ACCOUNTING FOR STOCK SUPPLIES OF TRANSPORTATION REQUESTS

Upon receipt of a stock supply of transportation requests, a Trans-
portation Request Accountability Record, S.F. 1120, shall be established
for each book, showing thereon the inclusive numbers of the transporta-
tion requests contained 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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7-1-13 Accountability for United States of America Transportation Requests

officers. Such record cards shall be filed in numerical order. The books
of prenumbered transportation requests shall be placed in a combina-
tion safe or locked cabinet for safekeeping.

ISSUING BOOKS OF TRANSPORTATION 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 file
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.

PARTIALLY 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 accountability 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 PARTIALLY 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 placed in the alphabetical file under the name of the
traveler to whom the book is reissued. In such case also, a receipt
(Form H-206) shall be obtained from the traveler. The name of the
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Accountability for United States of America Tr Request 7-1-13

P

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 TRANSPORTATION REQUESTS USED

Upon receipt of a Travel 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 card. If the transportation request is one of those in-
cluded 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 accountability record
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 memorandum card copies
of transportation requests voided, spoiled or cancelled, shall be main-
tained in numerical order for reference purposes.

INTERNAL CONTROLS

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 accountability 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.

LOST OR STOLEN TRANSPORTATION REQUESTS

Procedures relating to transportation requests reported by a traveler
or other accountable employee as lost or stolen, and those lost 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 Services on Umited 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 accountability record
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7-1-13 Accountability for United States of America Transportation Requests

card until written evidence is received that he has complied with the
instructions contained in paragraph 30 of Form H-249. Upon receipt
of such 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 attached to
the record card.

Subsequently recovered transportation requests which have been pre-
viously reported lost or stolen, whether in blank, or partially or com-
pletely filled 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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HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE APMINISTRATOR

RECEIPT FOR U.S. GOVERNMENT TRANSPORTATION REQUESTS

H-206
(9-57)

ISSUED TO (Name and Title)

REQUEST NUMBER

From To Incl. Date

RECEIPT IS HEREBY ACKNOWLEDGED

(Signature of Traveler)

BOOK RETURNED CONTAINING

REQUEST NUMBER

From To Incl. Date
REMARKS:
(Return this form to Room Building )

FHLBB-Washington, D. C.

vV li9IHX3

sisonboy uoypjiodsuni] POLBWY jo sayNIS pesun 404 Apjigpiunody

el-1-L



€9/v1/T
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-to Book No
Issued to Date
‘Reissued to Date
T. R. No. DATE MEMO RECEIVED T. R. No. DATE MEMO RECEIVED T. R. No. DATE MEMO RECEIVED

] 0 9
2 1 0
3 2 1
4 3 2
5 4 3
6 5 4
7 6 5
8 7
9 8

TRANSPORTATION REQUEST ACCOUNTABILITY RECORD

U.S. GOVERNMENT PRINTING OFFICE : 1959—0-499618

Standard Form No. 1120
9 GAO 1030
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Administrative Practice Handbook—Field Service 7-1-14
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 14

TIME REPORTED IN TRAVEL STATUS AND MILEAGE REPORTED WITH
RESPECT TO USE OF GOVERNMENT OWNED OR RENTED AUTOMOBILES

This section prescribes the procedure to be followed by Regional
Offices with respect to verifying time in travel status reported on
employees’ Travel Vouchers, S.F. 1012, and mileage reported by em-
ployees on their Travel Vouchers applicable to travel performed by
means of Government-owned or rented automobiles. As used in this
procedure, a Government-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 Form
312, Daily Motor Vehicle Trip Ticket, or the rental agency document
indicating terms and conditions of the rental agreement.

TIME REPORTED IN TRAVEL STATUS

Time and Attendance Reports, S.F. 1130, shall reflect the leave status
of employees during periods of official travel. Instructions for main-
taining the T'ime and Attendance Reports of employees in travel status
are contained in the Timekeeper’s Handbook, Page 9 and Exhibit D.

Time reported in travel status on the Time and Attendance Report
and that reported on the Travel Voucher shall be cross-checked and any
differences resolved with the officer(s) approving such forms.

MILEAGE REPORTED WITH RESPECT TO USE OF GOVERNMENT-OWNED OR RENTED
AUTOMOBILES

Speedometer readings shown on each Travel Voucher 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 submitted with the
voucher. Any differences between 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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Administrative Practice Handbook—Field Service 7-1-15
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 15

FEDERAL EMPLOYEES HEALTH BENEFITS PROGRAM

The 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 withholding of
deductions from the salaries of such employees. The Act also provides
for Agency contributions payable from the appropriation or fund from
which 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 preseribe and issue regula-
tions necessary to carry out the provisions of the Act.

CSC REGULATIONS

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
Federal Personnel Manual. Those instructions are supplemented herein
to provide for the preparation of a control register developed for Agency
use in compliance with 6 GAO 5040, for additional reconciliation re-
quirements and for recording employee deductions and Agency
contributions.

HEALTH BENEFITS CONTROL REGISTER

Form H-200.51, Control Register—Federal Employees Health Bene-
fits 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. Informa-
tion required to complete the Health Benefits portion (Enrollment Code
No. and Total Withholdings and Agency Contributions) of Form S.F.
2812, Report of Withholdings and Contributions—H calth Benefits,
Group Life Insurance and Civil Scrvice Retirement, shall be obtained
from the Control Register.

RECONCILIATIONS

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 shown on the Control Register shall be reconciled with the
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7-1-15 Federal Employees Health Benefits Program

related totals obtained from the Indwidual Pay Cards, S.F. 1127, at the
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. 2810, Notice of Change in Health Benefits Enrollment, may be
made on the reverse side of the file copy of the related S.F. 2811, T'rans-
mittal and Summary Report to Carrier.

RECORDING WITHHOLDINGS AND CONTRIBUTIONS

Deductions from employees’ compensation for health benefits and
adjustments thereof and health benefits enrollment information shall
be recorded on the Indiwidual Pay Cards 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 Sched-
ule of Payments (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 Accounts) maintained under the
Salaries and Expenses appropriation (see Section 7-20-16).
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EXHIBIT A
H-200.51
HOUSING AND HOMF FINANCE AGENCY = OA (10-64)
CONTROL REGISTER - FEDERAL EMPLOYEES HEALTH BENEFITS PROGRAM
Payroll Period From » 19 Thru 219
Regional Office
Withholdings )
. r;erminat(-d ; § .:? Rate To Be Collected
2% ~|dud [« ] Jd88 | o o
o o o o - e -~ o O o > >
§I8E| % 3|88 |v8es|e(®874 B 2| E g 1
L% ~ o m g: s P asa 5 12} 3 - [ - [T
L L 88 & = E 2 E -4 a
Full [Half [In [Out [Full (Half Full [Half
QI T GBI MG (] (B 00)[{10)[(A1)] (12)] (13) (a%) (15) (16)
101 $2.92]$1.301$ $ $
102 T7.88] 3.12
104 1.30{ 1.30
10 3.4 3.12
201 2.8k 1,30
202 7.73] 3.12°
2 1.30] 1.30
203 3.12 [ 3.12
$ k3
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Administrative Practice Handbook—Field Service 7-1-16
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 16

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 Salary Check and Savings Bond, (BExhibit A), by
designated agents when distributing checks and bonds in accordance
with employees’ requests (see Section 3-1-6, Volume V). ¢

Form H-200.64 is designed for use as a written request for check
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 address insert for use in Treasury Department
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 ; 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. Likewise,
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 copies of the com-
pleted form to the Administrative Division.

DISPOSITION—TEMPORARY REQUESTS

‘When checks and/or bonds are to be mailed, the check and/or bond
number and mailing date shall be recorded, as applicable, on Form
H-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 and/or
bond. Paid information shall not be shown on requests to hold checks
and/or bonds.

DISTRIBUTION—PERMANENT REQUESTS

Bach pay period, mailing inserts (Exhibit B), for use in Treasury
Department check mailing envelopes, may be prepared manually or by
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7-1-16 Distribution of Salary Checks and Savings 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 payroll lists are readily available
to the designated agent for reference, the requirement that check num-
bers be shown is not mandatory.)
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INSTRUCTIONS:

Use this form to notify the Designated Agent, Division of Finance and Accounts (Central Officel or
the Designated Agent, Administrative Division (Regional Offices) of disposition to be made of your
salary check and/or Savings Bond on the pay day indicateds Complete on typewriter or legibly print,
and send both copies forward. The address should include the ZIP Code. NOTE: Bonds cannot be
mailed to banks. For further information and instructions, see the Administrative Practice Hand-
book, Volume III or V, Section 3-1-6.

T —- —— - - o - . — — s W et Smb Gt bwmt G G @ews e Tl M e e T e e G e G W M et e o e

HHFA-0A
TO:

REQUEST FOR DISPOSITION OF SALARY CHECK AND SAVINGS BOND H-ZOO.&)L
D Designated Agent, Division of Finance and Accounts (Central Office) (13-6u

D Designated Agent, Administrative Division (Regional Offices)

D Hold Check until ______ ___, 19___, Hold Bond until
E] Mail Check to address shown below.

, 19__. |PAY DAY AFFECTED

Mail Bond to. address shewn below.

THESE BLOCKS FOR USE Pil;l in addressee and address to which check or bond should be mailed
BY DESIGNATED AGENTS
CHECK NO.
BOND NO.
DATE MAILED l !
EMPLOYEE'S SIGNATURE ORGANIZATIONAL UNIT DATE

V lI9IHX3

spuog sBuiApg pup sy>ay) Ainjps jo uonnquisiq
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H-200 (11-61)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

The enclosed check is mailed herewith in.accordance with a request from the

payee.

r_

L

-

g9 193

b5 4
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Administrative Practice Handbook—Field Service 7-1-17
Part 7. Accounting and Fiscal Procedures
Chapter 1. General

Section 17
PRIORITY OF APPLYING PARTIAL PAYMENTS

The general rule with respect to applying partial payments shall be
that whenever a partial payment is received, the amount of the payment
shall be applied first to the interest due and any balance remaining
shall then be applied against the principal amount outstanding, except
as otherwise provided in program procedures or in those instances
where a mortgage instrument or other similar document provides a
different priority. Exceptions to this rule will be permitted only if
authorized by proper authority.
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Administrative Practice Handbook—TField Service 7-10-1
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 1
INTRODUCTION

The Regional Office fiscal and accounting requirements for the Slum
Clearance and Urban Renewal Program as authorized by Title I of the
Housing Act of 1949, 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
employed in the system which provides for decentralized accounts on
the branch office basis. Control 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 specific instructions for processing and re-
cording program transactions. The Regional Advance Allocation Con-
trol, the General Ledger accounts and the Subsidiary Advance, Loan
and Grant Records shall be established and maintained in accordance
with the detailed instructions contained herein. 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
will not warrant the use of such books of original entry.
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Administrative Practice Handbook—Field Service 7-10-2
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 2

PROJECT RESERVATIONS AND ALLOCATIONS

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 alloeation records maintained in the Regional Offices.
In addition thereto, the Division of Finance and Accounts maintains
control records by States to insure that the statutory limitations for
each State relative to the reservation and allocation of grant funds are
not exceeded.

A conformed copy of each 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 and Accounts
will have prompt advice in those cases where contracts are in lesser
amounts than the related allocations.
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Administrative Practice Handbook—Field Service 7-10-3
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 3

TRANSACTIONS BETWEEN OFFICES

All transactions between Regional Offices and the Division of Finance
and Accounts shall be documented in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. Except as indicated in the second paragraph of Section 7-10-4,
the original only shall be forwarded to the receiving office for posting
purposes. The issuing office shall post in its accounts on the basis of
the retained copy. Inter Office Transfer Vouchers shall be prepared
and forwarded in sufficient time to permit entry in the accounts 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 documents by airmail.
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Administrative Practice Handbook—Field Service 7-10-4
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 4

FUNDS

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

Symbol Title

86X4034 Urban Renewal Fund, Office of Administrator,
Housing and Home Finance Agency

On the first 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 cash balance of
available funds requires replenishment, a Form H-219, Inter Office
Transfer Voucher, shall be prepared in duplicate by the Regional Office
in accordance with Exhibit A, complete with voucher number and date
issued. The duplicate shall be forwarded to the Division of Finance and
Accounts on the same date as that 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.

However, if the cash balance 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, an Inter Office Transfer Voucher shall
be prepared in accordance with Exhibit B to return the excess to the
Division of Finance and Aeccounts.

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. However, if during that period it is neces-
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 Office
Transfer Voucher 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 Offices for the pur-
pose of making progress and major completion project capital grant
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7-10-4 Funds

disbursements or relocation grant disbursements to Local Public Agen-
cies will be made entirely on a project basis. Upon approval by the
Urban 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 Finance and Accounts will transfer
the approved amount by Inter Office Transfer Voucher. (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 final community renewal grant disburse-
ments and final project capital grant and relocation grant disburse-
ments to Local Public Agencies or Public Bodies will 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 determination that disbursement authority is available, a teletype
from the Director, Division of Finance and Accounts, will be dispatched
to the Regional Director of Urban Renewal 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 payment.)

If for any reason the amount of the cash balance transferred to a
Regional Office for grants exceeds the gross amount required in con-
nection with the related requisition, the Regional Office shall prepare
an Inter Office Transfer Vouncher in accordance with Exhibit E to
return such excess to the Division of Finance and Accounts.
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Funds 7-10-4

EXHIBIT A

W-219 (3-51)
TRARS. VYOUCHER NO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TNE ABMINISTRATOR

DATE ISSVED

INTER OFFICE TRANSFER VOUCHER April 1, 1959
133018 OFFICE NORTH RECORDED
red by Regional Office)
RECEIVING OFFICE MORTH RECORDED
ation of ional Office and Region ber 1 April

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86403k

To transfer required lending funds for the purpose of making advance and
loan disbursements through May 15, 1959, as follows:
Estimated disbursements through May 15, 1959 $500, 000.00

Cash balance in Account 101.12 as of March 31, 1959 100, 000.00

Amount to be transferred $400, 000.00
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
101.12 331.51 $400, 000.00

(See |Transaction No{ 1,
Section 7-10-57)

SISNATURE SISNATURE
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7-10-4 Funds
EXHIBIT B
219 (3-51)
TRANS. vOUCHER xO
HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ADWINISTRATOR
DATE 1SSUED .
INTER OFFICE TRANSFER VOUCHER

April 1, 1959

1SSylug OFFICE MONTH R{CORDED

| (Location of Regional Office and Region Number) | _ April 1959

RECEIVING OFFICE

MOXTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAMN RENEWAL PROGRAM
86x403L

To return to the Central Office lending funds in excess of the
estimated disbursement requirements througn kay 15, 1959, as

follows:

Cash balance in Account 101.12 as of March 31, 1959 $200,000.00

Estimated disbursements through May 15, 1959 150,000.00

Amount of lending funds returned $ 50!000.00

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS O GENERAL LEOGER. . |
OR. A/C CR. A/C AMOUNT OR. A/C FR,AIC AMOUNT
331.51 101.12 $50,000.00
(See Transaction No. 2,
Secti¢n 7-10-57)
SIARATUSE SIGAATURE

Pt e BV
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EXHIBIT C

7-10-4

K-219 (3-51)

April 17, 1959
1SSUING OFFICE

TRANS. YOUCHER 0.
HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ABMINISTRATOR *®
DATE ISSUED

INTER OFFICE TRANSFER VOUCHER

RECEIVING OFFICE

MONTH RECORDED

i _D. C

WONTH RECORDED

(Location of Regional Office and Region Numher)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86xL03N

To transfer required lending funds for the purpose of making a

to (Name of Local Public Agency)

)

Project No. , in the amount of $L00,000.00,

#Information with respect to these items shall be supplied by

the Centrezl Office Division of Finance and Accounts, all other

information by the Regional Office.

ISSUING OFFICE RECEIVING OFFICE

POSTINGS TO GENERAL LEDGER POSTING £RAL

08,

arc CR. A/C AMOUNT P arc AuOyNT

101.12 331.51 $L00,000.0

(See Transaction No. 1
Secti¢n 7-10-57)

M

SIGNATUSE

SIGRATURE

0 Wanegon, B
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EXHIBIT D

Funds

#-219 (3-51)

TRARS. VOUCHER wO.
HOUSING AND HOME FINANCE AGENCY

OFPICE OF THE ADMINIBTRATOR

DATE 1SSVED

INTER OFFICE TRANSFER VOUCHER

April 16, 1959

1SSUING OFFICE MONTH RECORDED
sasninrton, D. C. April 1959

RECEIVING OFFICE MONTN RECORDED
(Location of Regional Uffice and Region humber) April 1959

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARAMCE AND URBAT RENLWAL FROSRAM
(or COMMUNLTY ReN<wiL PRUGRAN)
86x1,03L

The amount of $__ 100,000,00 is transferred for the purpose of

making a grant distursement to (Name of Local Futlic Arency
or Public Body) for rroject No. . (See

teletype dated )

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO_GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. Aa/C AMOUNT DR, A/C CR. A/C AMOUNT
331.-- 101.1L 100, 000,00 101.1h 331.51 $100,000,00

(See Trpnsactior No. 3}
Sect.op 7-10-57)

SienATURE sienatuRe
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EXHIBIT E

7-10-4

#-219 (3-51)
TRANS. VOUCKER wO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABPMINISTRATOR
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
April , 19
1SSVING OFFICE MONTN RECORDED
(Location of Regional Office and Region Number) April 19
RECEIVING OFFICE MONTH RECORDED
tashin:ton, D, C :
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
SLUM CLZARAMCE AND URBAM RINEWAL FRUGRAW
(or COMMUNITY RENEWAL PRCGRAM)
b6x103L
To return to th2 Central Office grant funds in excess of the amount
necessary for disbursement to (Name of Local Futlic Agency or
Public Body), for Froject No. .
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO-CENERAL LEDGER POSTINGS TO GENERAL LEOGER
OR. AIC CR._AlC AMOUNT OR. AIC CR. AIC amount |
331.51 1011k $10,000.00
(See Transaction lio. |,
section 7-10-57)
SIGNATURE SIGHATURE
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Administrative Practice Handbook—Field Service 7-10-5
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 5

DISBURSEMENTS

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 Office 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, Requisition for Advance Pay-
ment; Form H-656, Requisition for Project Temporary Loan
Payment; Form H-692, Requisition for Capital Grant Payment;
or Form H-6420, Requisition for Community Renewal Program
Grant Payment approved by the authorized Regional official,
together with supporting documents; such as, Form H-6208,
Certification of Cash Needs, or other similar form ; Project Tem-
porary Loan Note executed by Liocal Public Agency ; Form H-693,
Justification of Requisition for Project Capital Grant Progress
Payment; Form H-6204, Certificate of Completion and of Gross
and Net Project Cost; and Form H-6440, Certificate of Com-
pletion and Final Cost (Community Renewal Program) will be
received in the Administrative Branch.

(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: (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
met; (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 HHF A until all audit findings have
been cleared.

(4) After determining that the disbursement is in order, a S.F. 1166,
Voucher and Schedule of Payments, shall be prepared and
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7-10-5 Disbursements

submitted to the Treasury Regional Office requesting that a
check be drawn and delivered in accordance 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 Schedules of Payments)
shall be followed except that the posting copies of such documents
shall be filed in accordance with Section 7-1-3. Exhibits A, B
and C illustrate typical Vouchers and Schedules of Payments
and Exhibits E, G, I and K illustrate Vouchers and Schedules
of Payments where setoffs are involved (see instructions below
relative to Collection by Setoff Against Amounts Requisitioned
for Disbursement).

The undisbursed balance 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 Balance
Per

Disbursements of advances, loans and grants shall be recorded in the
general ledger in accordance with Transaction Nos. 5 through 11, as
applicable. (See Section 7-10-57.) Instructions for posting the Project
Advance Record, the Project Temporary Loan Record, the Project
Capital Grant Record, the Relocation Grant Record, and the Com-
munity Renewal Grant Record, are contained in Sections 7-10-19,
7-10-20, 7-10-23, 7-10-24, and 7-10-25.

Collection by Setoff Against Amounts Requisitioned for Disbursement

The following items shall be collected by the Administrative Branch
by setoff against amounts requisitioned for disbursement by the Local
Public Agenecy:

(1) The inspection fee stipulated in a Contract for Advance shall
be collected by setoff by withholding the amount of the inspec-
tion fee from the initial disbursement of planning advance funds
to the Liocal Public Agency.

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

(3) The outstanding principal balance of advances made to a Local
Public Agenecy for surveys and plans, plus acerued interest, of
a project initially financed by direct Federal temporary loan
disbursements shall be collected by setoff by withholding the
amount due therefor from the initial disbursement made to the
Local Publiec Agency under the temporary loan contract.
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Disbursements 7-10-5

(4) The outstanding principal balance of Federal temporary loans
made to a Local Public Agency for undertaking a project, plus
acerued interest, shall be collected by setoff by withholding the
amount due from the initial, and, if necessary, from subsequent
disbursements of project capital 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 current procedures permit other than setoff action.

(5) The outstanding principal balance of an advance made to a
Local Public Agency for a Feasibility Survey, plus accrued
interest, shall be collected by setoff from the initial disbursement
made to the Local Public Agency under a temporary loan con-
tract if such disbursement represents the first funds available
to the Liocal 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 Local
Public Agency for the preparation of a General Neighborhood
Renewal Plan, plus acerued interest, shall be collected by setoff
from the initial disbursement made to the Local Public Agency
under a temporary loan contract if such disbursement represents
the first funds available to the Liocal Public Agency for the
undertaking of the first urban renewal project in the General
Neighborhood Renewal Plan arca.

The amounts to be collected by setoff will be shown on Certifications
of Cash Needs, Contracts and other documents. S.F. 1096, Schedule of
Voucher Deductions, shall be prepared in each case for Regional Office
accounting purposes only, itemizing the amounts deducted from the
related requisition. This form is to be utilized as a convenient form for
the purpose indicated and shall not be submitted to the Treasury Re-
gional Office. However, a copy of each S.F. 1096 prepared for account-
ing purposes shall be furnished to the Central Office Audit Division.
Transaction Nos. 8 through 11 (Section 7-10-57) indicate the general
ledger entries for collection by setoff. Exhibits D, F, H and J show
the manner in which S.F. 1096 shall be prepared for the several
situations.

No collections shall be made through setoff from funds requisitioned
under a Contract for Advance or from funds requisitioned on account
of the Project Temporary Loan under a Loan and Grant Contract
which exceed the amount included in any such requisition as disclosed
by the pertinent Certifications of Cash Needs, or justifications and
supporting documents, for the payment of the item proposed to be so
collected : 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 account of the same item, which are small in
relation to the amount due and which are clearly due the Government
and otherwise payable to it from the requisitioned funds.

For the final disposition of a Project Temporary Loan Note which
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7-10-5 Disbursements

has been paid in full due to a collection of the outstanding loan by
setoff, see Section 7-10-12.
Legend on Project Temporary Loan Note

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

Standara Forn No. 11t
TOAO S
It

g
VOUCHER AND SCHEDULE OF PAYMENTS
Shaet 1 of.
... HOUSING AND HOME FINANCE AGENCY
{DEPARTMERT O ESTRBLISHMENT)
SUMAU OR OFFICE D. 0. Voucher No.
Office of the Administrator 86-01-(a)
LGCATION OF TRANSMITTING OFFICE staTion Ko © 0. svmaoL Bu. Schedule No.
(Location of Regional Office) (a)
APPRGERIATION SUMMARY. (5YMBOL AND AMOUNT) PAID BY
86x5034 - $ xooxx
5t P A BB o o oo
(1) ) L) (4)
SC-104 | Name of Local Public Agency $ xooxx

Address
Project No. ____
Contract No. (acvance)

(Show interest rate under the contract
applicable to this disbursement on
copy retained for posting purposes.)

(a) Appropriate Treasury Regional Office
symbol.

Pureuant to authority vested in me, I certify that the
iteme listed herein are correct and proper for payment
from the appropriation(s) designated. GRAND TOTAL $ x00c

(Date) (Autborized certifylng officer)

2 U GOVERNMENT PRINTING OFFICE 1919-0-498224
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EXHIBIT B

Stundard Form No. 1166
A
Viow 104
VOUCHER AND SCHEDULE OF PAYMENTS
Shaet 1 of
HOUSING AND HOME FINANCE AGENCY
OFPARTMENT O (3TABLISHMENT)
SonRs R orict D. 0. Voucher No.
Office of the Administrator 86-01-(a)
LOCATION OF TRANSMITTING OFFICE I STATION MO I 0.0 sYMp0L Bu. Schedule No.
(Location of Regional Office) (a)
APPROPRIATION SUMMARY. (5YMBOL AND AMOUNT) PAID BY
'
86x103% - $ 00 !
Vo, PAYEE ANO I NECESSARY. AODRCSS oI H0 awouns 0.0.0cx w0
) (2) 3 (4)
i
SC-105 | Name of Local Public Agency $ 300 !

Address
Project No.
Contract No. (loan)

(Show interest rate under the contract
applicable to this disbursement on
copy retained for posting purposes.)

(a) Appropriate Treasury Regional Office
symbol.

Pursuant to authority vested in me, I cortify that the

itema listed herein are correct and proper for payment [
from the appropriation(s) designated. GRAND TOTAL $ o

(Date) (Autborized certlfylng officer)

'S GOVERNMENT PRITING OFFICE 1959 - O- 498224
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EXHIBIT C

7-10-5

Swndara Form No. 1166
TUAD 500
104

VOUCHER AND SCHEDULE OF PAYMENTS

(OEPARTMENT OR E51 HMENT)

Sheet 1 of

BUMCAU OR OFFICE D. 0. Voucher No.
Office of the Administrator 86-01-(a)
LOCATION OF TRANSMITTING OFFICE l STATION MO. 0.0. SYMBOL Bu. Schedule No.
(Location of Regional Office) (a)
APPROPRIATION SUNMARY: (SYMBOL AND AMOUNT) PAID BY
86x4034 - $ x0cx
Wi, P e T RSO wouer .o
a @ (] (L)
SC-106 | Kame of (Local Public Agency)(Public Body) $ oo
Address
Project No.
Contract No. (grant)
(a) Appropriate Treasury Regional Office
Symbol.
Pursuant to authority vested in me, I certily that the
items listed herein are correct and proper for payment [ GRAND TOTAL $ o0xx

from the appropriation(s) designated.

(Dute) (Autborized certllying officer)
fr U'S GOVERNMENT PRINTING OFFICE 1959—O-498224
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EXHIBIT D

Standard Form No. 1096

iy SCHEDULE OF VOUCHER DEDUCTIONS S M
Housin:_and Home Finance A:ency Office of the Administrator
(Department or ¢stablishment) (Buresu or office)
Period ......: January, 1955 D. 0. Symbol No. ..o
(Month or quarter ended)
Voucmzs NUMBER |  SYMBOL OF APPROPRIATION AND/OR FUND To Bx CREDITED Paoune op Rruinzs

5C-101 BEXLO3L Urbar Renewal #ind, uffice
lof Administrator, Housing and Home
Finance Agency $52,928.L6
Name of Local Public Avercy, Project No. and1
Contract No (loan)

Requisition(Nos 1 for temporary loan

(Interest|rate ) §215,000.00
Advance (Cofjtract lo. )  $30,926.00
Interest 2-§-51 - 1-18=H5, 2.765  3,37L.L8
Advarce (Coptract No. ) 17,000.00
Interest 11430-54 - 1-I8-55,
2.76% 62,98
Inspection 4nd Audit 1,565.00
52,928.L6
Check is:zued in tnz amount of s].02i071.§1]

GeNERAL LSDGER POSTING
Account Dr. Cr.

111,16 $215,000.00 $

101.13 1,565,00

101.12 163,636.5L

111.L1 147,926.00

121.41 3,L37.L6

221.12 1,565.00
$216,565.00 $216,565.00

SUHS1DIARY LEDGER POSTING

Post apprdpriat: items to subsidiary cards

Totar, 52,928.L6
‘The accountable officer will deposit the total amount shown in the column headed “ Amount of Deduction.”

(Signaturs of approving officer)

Deposit(s) with Treasurer, U, S.:
Check No. dated for 8. ; C/D No. dated

Check No. dated for 8. ; C/D No. dated

© U5 GOVERNMENT PRINTING OFFICE . 1939 0307423

9/25/61



Disbursements

EXHIBIT E

7-10-5

Ntandara Form No. 1166
TOAD S0
116104

VOUCHER AND SCHEDULE OF PAYMENTS
HOUSING AND HOME FINARCE AGENCY

Shest 1 of

(DEPARTMENT OR ESTABLISHMENT)

SUNGAU OR oFFicE D. 0. Voucher No.
Office of the Administrator 86-01-(a)
LOCATION OF TRANSMITTING OFFICE STATION NO. 0.0.5YMBOL Bu. Schedule No.
(Location of Regional Office) (a)
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY
86x4034 - $162,071.54
IJRE;\LO PAYEE, ANDOI; g%gﬁﬁv“ﬁ?g%’: INVOICE NO. AMOUNT D.0. CHECK NO.
m @) ) “
SC-101 | Name of Local Public Agency $162,071.54
Address
Contract No. (10an)
Project No.
(a) Appropriate Treasury Regional Office
Symbol.
t to authority vested in me, I certify that the
ted herein are correct and proper for payment | GRAND TOTAL $162,071.54
ated. 2

from the appropriation(s)

(Dete) (Authorised certifylng officer)

£ U'S GOVERNMENT PRINIING OFFICE 1959—0-49822¢

9/25/61



7-10-5 Disbursements

EXHIBIT F

Standard Form No. 1096
7G40 w00

1056-104 SCHEDULE OF VOUCHER DEDUCTIONS

Office of the Administrator

(Department or vst ment) (Bureau or office)
Period January 1958, D. O. Symbol No. ...cccocmrerrrecrrnnnne
(Month or quarter ended)
Voucaza Nuustx |  SyunoLor ArrROrRIATION AND/OR FUND To BE CREDITED Aok o Rewanzs

SC-100 IB6X4034 Urban Renewal Fund, Office
of Administrator, Housing and Home
[Finance Agency $700.00

Name of L¢cal Public Agency, Project No. »

Contract Fo. (advance)
Requisiti¢n No. 1 for mdvance $30,000.00
Inspection and Audit Fees $700.00
700.00
Check issyed in the amount of $29,300.00
GE! LEDGER POSTING
Account Dr. cr.
111.41 $30,000.00
101.13 T700.00
101.12 $30,000.00
221.12 '00.00

$30,700.06  $30,700.
e ——— e

SUBSIDIARY LEDGER POSTING

Post appropriate items to subsidiary cards

Torat, $700.00
‘The accountable officer will deposit the total amount shown in the column headed “ Amount of Deduction.”

(Sigoature of approving officer)

Deposit(s) with Treasurer, U. S.:
Check No. dated for s ; C/D No. dated

Check No. dated for §. ; C/D No. dated

© U £ COVERNMENT PRINTING OFTICE . 1960 O=B0%423

! 9/25/61



Disbursements 7-10-5

EXHIBIT G

Htandard Form No. 1166
7 UAO 5000
1106-1

106-104
VOUCHER AND SCHEDULE OF PAYMENTS
Sheet L of —

'BUREAU OR OFFICE D. 0. Voucher No.

Office of the Administrator
LOCATION OF TRANSMITTING OFFICE. STATION NO. 0.0. sYMBOL Bu. Schedule No.

(Location of Regional Office) (a)
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY

86x4034 - $29,300.00
VOUTER No. A AN OTNER TDENTIRATION & MO AMoUNT D.0. GHECK NO.

(1) @ (L) (@
SC=100 | Name of Local Public Agency $29,300.00
Address

Contract No. (advance)
Project No.

(a) Appropriate Treasury Regional Office
Symbol.

Pureuant to authority vested in me, I certily that the [
items listed herein are correct and proper for payment
from the appropriation(s) designated. GRAND TOTAL $29,300.00

(Date) (Autborized certifying officer)
% U'S GOVERNMENT PRINTING OFFICE  1950—0-498224

9/25/61
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Disbursements

EXHIBIT H

Standurd Form No. 1096
loon- 104 SCHEDULE OF YOUCHER DEDUCTIONS S‘s:'""v‘"
.. Housing and Home Finance Agency . oo e—...Office of the Adminisirator .. __ .
T ‘"l-l.)t partment or ¢ stablishmen| (Bureau or office)
Period Janvary.1958 D. 0. Symbol No. ... oo
(Month or quarter ended)
VoucaEm NUMBER |  SYMBOL OF APPROFRIATION AND/OR FUND To BE CREDITED Aiommyon Rexanks
sc-103 86x4034 Urban Renewal Fund, Office
of Administrator, Housing and Homg
Finance Agency $40,000.00
Name of Local Public Agency, Project No.
Contract Fo. (loan and grant)
Requisition No. 1 for |[relocation grant $40,000.00
Temporary|Loan 40,000.00
§ -0~
GE! LEDGER POSTING
Account Dr. Cr.
101.12 $40,000.00
541.13 40,000.00
101.14 $40,000.00
111.16 h0=000.00
$80,000.00  $80,000.00
i CTTWCEITITTINS
SUBSIDIARY LEDGER POSTING
Post appropriate items to subsidiary cards
Torar, | $40,000.00
The accountable officer will deposit the total amount shown in the column headed *“ Amount of Deduction.”
(Signature of spproving officer)
Deposit(s) with Treasurer, U. S.:
Check No. dated for §. ; C/D No. dated
Check No. dated for 8§ 3 C/D No. dated
* U5 GovEARNINT PRINTING OFFICE . 1958 0—507423

9/25/61



Disbursements 7-10-5

EXHIBIT |

Form No. 1168

Oﬁv::::]ﬁ:“ﬂen?:l,h .8,
Beptember 18, 1062
GGA05040) VOUCHER AND SCHEDULE OF PAYMENTS
Sheet 1 of.
... HOUSING AND HOME FINANCE AGENCY
(DEPARTMENT OR ESTABLISHMENT)
BUREAU OR OFFICE D. 0. Voucher No.
Office of the Administrator 86-01-(a)
LOCATION OF TRANSMITTING OFFICE STATION NO. D.0. SYMBOL Bu. Schedule No.
Location of Regional Office) (a)
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY
iR, PR M A RO ount bo.cuEax .
[0 @ [£) “@
SC-103 Name of Local Public Agency -0 - «

Address
Project No.
Contract No. (loan and grant)

(a) Appropriate Treasury Regional Office
symbol.

Pureuant to authority vested in me, I certify that the
items listed herein are correct and proper for payment 0=
from the appropriation(s) designatod. GRAND TOTAL 9

(Date) (Authorised certifying officer)
U. 5. COVERNMENT PRINTING OFFICE : 1957~ O~444253.

9/25/61



7-10-5 Disbursements
Standard Form No. 1096
s ton SCHEDULE OF VOUCHER DEDUCTIONS
Housing and Home Finance Agency Office of the Administrator
(Department o blishina nt) (Bureau or office)
Period January 1958 0o S0 8 37 Y.70) 16 (L O ——
(Month or quarter ended)
VoucHER NUMBER | SYMBOL OF APPROPRIATION AND/OR FUND To BE CREDITED iyt Reaxxs

SC-102 86x403L4 Urban Renewal Fund, Office
of Administrator, Housing and Home
Finance Agency $851,290.63

Name of Log¢al Public Agency, Project No. 5

Contract No. (loan and grant)

Requisition No. 1 for groject

capital grant $6860,000.00
Temporary Loan $827,500.00
Interest 2419-57 - 2-1§-58
2.875% 23,790.63
851@92.61
Check issué¢d in the amdunt of $ 8,709.37
GE LEDGER POSTING
Account Dr. Cr.
101.12 $ 851,290.63
541,12 860,000.00
101.14 $ 860.000.00
111.16 827,500.00
121.16 23,790.63

$1,711,290.63 $1,711,290.63

SUBSIDIARY LEDGER POSTING

Post appropriate items to subsidiary cards

Torar, | $851,290.63

The accountable officer will deposit the total amount shown in the column headed “ Amount of Deduction.”

(Signature of approving officer)

Deposit(s) with Treasurer, U. S.:
Check No. dated for §. ; C/D No. dated

Check No. dated for 8. ; C/D No. dated

'S COVERNMENT PRINTING OFFICE 1359 0307423

9/25/61



Disbursements

EXHIBIT K

7-10-5

Standard Form No. 1166
7GA0 5000
1166104

VOUCHER AND SCHEDULE OF PAYMENTS

Address
Contract No. (loan and grant)
Project No.

(a) Appropriate Treasury Regional Office
Symbol.

Sheet 1 of
HOUSING AND HOME FINANCE AGENCY
T R RTMERT OR ESTABLISKMENT) T

SURAU On OFFICE D. 0. Voucher No.
Office of the Administrator 86-01-(a)

LOCATION OF TRANSMITTING OFFICE STATION MO. 0.0, SYMBOL Bu. Schedule No. .
(Location of Regional Office) (a)

APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY
86xho3h - $8,709.37
BUREAY PAYEE, AND IF NECESSARY. ADDRESS, INVOICE NO. AMOUNT D.0. CHECK MO.

[ @ ™ @

SC-102 | Neme of Local Public Agency $8,709,37

Pursuant to authority vosted in me, I certily that the
itema listed herein are correct and proper for payment
from the appropriation(s) designated. GRAND TOTAL

$8,709.37

(Autborized certifying officer)

S U'S GOVERNMENT PRINTING OFFICE 1959-0-498224

9/25/61



Administrative Practice Handbook—Field Service 7-10-6
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 6

BILLINGS

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

(1) The original and duplicate shall be mailed to the Liocal Public
Ageney or Public Body, as applicable;

(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 placed in the appro-
priate Fiscal Project File as evidence of the collection.

In 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.

Inspection and Audit Fees

Inspection and audit fees shall be billed Liocal 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 Government
Inspection Fees and/or Advances) in the Administrative Branch
from the Regional Director of Urban Renewal that funds are
available to the Local Public Agency for the survey and planning
expenses.

9/25/61 Page 1



7-10-6 Billings

(3) The inspection fee stipulated in a Loan and Grant Contract
for a project initially financed by a Federally-guaranteed tem-
porary loan from a non-Governmental financial institution shall
be billed upon receipt in the Administrative Branch of the exe-
cuted temporary loan note of the Local Public Agency which
is to be held in escrow. .

(4) The inspection fee stipulated in a Contract for Capital Grant
only shall be billed upon receipt in the Administrative Branch
of the executed Contract for Capital Grant.

(5) The inspection fee stipulated in a Loan and Grant Contract for
a project financed from funds not obtained through direct Fed-
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 Renewal that
funds are available to the Liocal Public Agency 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 and
supporting documents did not so include, billing shall be ren-
dered the Local Public Agency for the amount due.

(7) When an amendatory Contract for Loan and Grant provides
for an increase in the Project Inspection Fee, such increase
shall be billed promptly to the Local Public Agency if the original
inspection fee has previously been billed and/or collected.

The Administrative Branch, upon receipt of an executed Contract
for Loan and Grant, shall establish a 8x5 card for follow-up purposes,
identifying the project, showing the date of such contract and indi-
cating 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 90 days.
from the date of the Contract for Loan and Grant, such card shall serve
as a basis for periodic check with the Regional Director of Urban
Renewal. When the outstanding amounts due have been billed 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 made in the
accounts based on the accounting copies of Forms H-216 in accordance
with Transaction No. 18, Section 7-10-57. At the end of each month,
the amount of unpaid invoices for inspection and audit fees remaining
in the pending file shall be verified and reconciled with the balance in
the General Ledger Control Account 131.22, Accounts Receivable—
Inspection and Audit Fees.

Outstanding Advances

Advances for plans and surveys, plus acerued interest, shall be col-
lected from the first funds becoming available for the undertaking of

Page 2 9/25/61



Billings 7-10-6

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 made 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, plus 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 Local Public Agency which
is to be held in escrow. (See Exhibit B which illustrates the
form of billing to be sent the Liocal Public Agency.)

(2) The unobligated balance of advances that remains in the cash
account maintained by the Local 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 Local Public Agency
has completed 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 returned by the 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
Loan 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.

(8) The outstanding principal balance of advances plus acerued
interest, in the case of a project under a Capital Grant Contract
only shall be billed upon receipt in the Administrative Branch
of the executed Capital Grant Contract. (See Exhibit B.)

(4) The outstanding principal balance of advances, plus accrued
interest, in the case of a project under a Loan and Grant Con-
tract 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 H-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 unexpended balance of advances that remains
in the cash account maintained by the Local Public Agency
pursuant to the advance contract(s) shall be billed upon receipt

9/25/61 Page 3



7-10-6

(6)

(7)

(8)

(9)

Page 4

Billings

in the Administrative Branch of a Form H-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 will not specify the amount to
be returned by the Local Public 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 Local Public Agency relative to a Feasibility Survey
which, although completed, will not result in an urban renewal
project. (See Exhibit F.) The letter will direct the Local Public
Agency to dispose of project assets, liquidate all project obliga-
tions and 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 three-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 outstanding 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 billed 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 approved 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
final audit report covering advances made to a Local Public
Agency 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 contained in the audit re-
port, a final billing 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 due from
the Local Public Agency for disallowed items or adjustments,
proceeds from sale of furniture and equipment, refunds of
insurance premiums, and any other disposition proceeds. (See
Exhibit I.) Ordinarily, final audit reports covering planning

9/25/61



Billings 7-10-6

activities will be issued only when it has been determined 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 Liocal 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 Local 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 check with the Regional Director of
Urban Renewal as to the status of the project. (See the instructions
above under the heading Inspection 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 Director of Urban Renewal.)

Community Renewal Program Grants

Section 303(B) of the standard form of Contract for Community
Renewal Program Grant provides 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, based 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 sell, at
fair market value, and credit to the Community Renewal Program
Account the proceeds from the sale of any and all materials, equipment,
supplies, and property on hand which were acquired with the aid of
grant funds received under such contract, or, in the alternative, credit
to the Community Renewal 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 balance, if any, of
grant funds and proceeds referred to in Section 502 of the Contract.

Section 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 Body, the Public Body shall be
deemed liable to the Government for the full amount of any payments on
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7-10-6 Billings

account of the grant made to the Public Body pursuant to such contract;
and .the Public Body shall immediately refund to the Government or
make appropriate arrangements with the Government for the orderly
refunding of such payments.

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

(1) Upon receipt of advice 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.)

(8) 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 contained in the audit
report, a final 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 L.)

Whenever an invoice has been prepared and transmitted to a Publie
Body specifying the amount which the Public Body should remit to
HHFA (items (2) and (3) above), such amount should be recorded in
the accounts based on the accounting copies of Forms H-216 in accord-
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
7-10-25.
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EXHIBIT A

w215
(8-55)

HOUSING AND HOME FINANCE AGENCY
FONE 00X DX ZTEAX B WA X LR

Date

(Show address of Regiocnal Office)
INVOICE

r B

Name and address of
Local Public Agency

L _

DESCRIPTION AMOUNT

Amount to be paid the Government for its Inspections
and Representatives at the Project Side, pursuant to
Section of (as appropriate refer to Contract,
Contract Amendment, Letter to Proceed or Amendatory

Letter to Proceed),

Make check payable to the Housiag and Checked and Certified Correct:
Home Finance Agency-CA and mail te:

(Fame and address of Regicnal Office)

(Signatere)

(Return duplicate copy of Invoice with remittance)

12/5/61



7-10-6 Billings
K218
(8-55)
No.
HOUSING AND HOME FINANCE AGENCY Date 9-15-60
RRKDOEX KK X AKMOOUKRBEK
(Show address of Regional Office)
INVOICE
Name and address of
Local Public Agency
DESCRIPTION AMOUNT
NOTICE OF ADVANCE PAYMENT DUE
Current Maturities - Principal $3L,000.00
,000.
Current Interest
From 8- L-58 to 1-27-59 on $10,900.00 for 176 days @ 2.76%
From 1-27-59 to L-17-59 on $18,550.00 for 80 days @ 2.76%
From L4-17-59 to 9-15-60 on $25,000.00 for 516 days @ 2.,76%
From 9-25-59 to 3- 1-60 on § 6,650.00 for 157 days @ 3.125%
From 3- 1-80 to 9-15-€0 on § 9,000.00 for 198 deys @ 3.125%
Total Current Interest Due 1,47L.70
In addition to the amount of $3L,000 and &1,L7L.70, please include
interest on $25,000 at the rate of §1.890L and interest on 9,000
at the rate of $0.77055 per day beginning September 15, 1960, com-
puted to but not including the date on which the check is mailed.
Advance made under Contract No. .
Make check payable to the Housing and Checked and Certified Correct:
Home Finance Agency-OA and mail to:
(Name and address of Regional
Office)
(Signatare)
(Return duplicate copy of Invoice with remittance)
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EXHIBIT C
W-216
(8-55)
L
HOUSING AND HOME FINANCE AGENCY bake
K K0T KXEX X kA0l XXEEK

(Show address of Regional Office)
INVOICE

r 71

Name and address of
Local Public Agency

L I

DESCRIPTION

AMOUNT

NOTICE, OF ADVANCE PAYMENT DUE

We have been informed that you have completed the activities
under Contract No. « Consequently, you are
requested to return to this Agency all unexpended funds under

that contract which are unobligated.

Make check payable to the Housing and Checked and Certified Correct:
Home Finance Agency-OA and mail to:

(Name and address of Regional

Office)

(Signatare)

(Return duplicate copy of Invoice with reaittence)
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EXHIBIT D

w218
(8-55)

HOUSING AND HOME FINANCE AGENCY

Date
JOOTITOVOKBEARKIIDIXK KPR
(Show address of Regional Office)
INVOICE
Name and address of
Local Fublic Agency
DESCRIPTION AMOUNT

NOTICE OF ADVANCE PAYMENT DJE

Since Froject No. for which advances were
made under Contract No. is being converted to
the threz-fourths capitel grant basis witn limited project costs,
you are requested to mail any unobligated balance of such advances

to this Agency no later than .

Mcke check payable to the Housiag and Checked and Certified Correct:
Home Finance Ageancy-OA and mail to:

(Name and address of Regional

Office)

(Signatere)

(Return duplicete copy of Invoice with resittance)
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EXHIBIT E

7-10-6

w216
(8-55)

HOUSING AND HOME FINANCE AGENCY
MOOOOMEANIOCTHOKISOO0.

(Show address of Rezional Office)
INVOICE

Date

r 1

Name and address of
Local Public Agency

L -

DESCRIPTION

AMOUNT

NOTICE OF ADVANCE PAYMENT DUE

We have been advised of the abandonment, suspension, termi-
nation, or invalidation of activities for which advances
were made und>r Contract No. « Consequently,
you are requested to return to this Agency all unexpended

funds under that contract which are unobligated.

Make check payable to the Housing aad Checked and Certified Correct:

Home Fisance Ageacy-OA asd mail to:

(Name and address of Regional
Office)

(Signatare)

(Retura duplicate copy of Invoice with resittance)
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7-10-6

EXHIBIT F

Billings

W-216
(8-55)
No.
HOUSING AND HOME FINANCE AGENCY Bate
XORROODSOEKK
(Show address of Regional Office)
INVOICE
Name and address of
Local Public Agency
DESCRIPTION AMOUNT

NOTICE OF ADVANCE PAYMENT DUE

We have been informed that you have completed the activities
under Contract No. . Since it has been
determined that no urban renewal project will materialize

as a result of the survey, you are requested to return to
this Agency all unobligated unexpended funds under the con-
tract including the proceeds from the sale of assets acquired

with funds advanced under this contract.

Make check payable to the Housing and Checked and Certified Correct:

Home Finance Agency-OA and mail to:
(Name and address of Regional
Office)

(Signatare)

(Return duplicate copy of Invoice with reaittance)
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Billings 7-10-6

EXHIBIT G

216
(8-55)
No.
HOUSING AND HOME FINANCE AGENCY Date 9=15-60
DX KR DO IO XKD EOUCKDR
(Show address of Regional Office)
INVOICE
Name and address of
Local tublic Agency
DESCRIPTION | AMOUNT
NOTICE OF ADVANCE PAYMENT DUE
Current Maturities - Principal $3L,000,00
Current Interest
Tom 8- [-58 to 1-27-59 on $10,900.00 for 176 days @ 2.76%
From 1-27-59 to L-17-59 on $18,550.00 for 80 days @ 2.76%
From L-17-59 to 9-15-60 on $25,000,00 for 516 days @ 2.76%
From 9-25-59 to 3- 1-60 on $ 6,650.00 for 157 days @ 3.125%
From 3- 1-60 to 9-15-60 on $ 9,000.00 for 198 days @ 3.125%
Total Current Interest Due 1,L7L.70

In addition to the amount of $3L,000 and $1,474.70, please include
interest on $25,000 at the rate of $1.890L and interest on $9,000
at the rate of $0.77055 per day computed to but not including the
date on which the check is mailed.

Advances made for Project No. Under Contract No. 5

which is being converted to the three-fourths capital grant basis

with limited project costs. Remittance to be mailed no later than
(date) .

Make check payable to the Hoeusing aad Checked and Certified Correct:

Home Finance Ageancy-OA and mail to:
(Name and address of Regional
Office)

(Signatare)

(Return duplicate copy of Invoice with remittance)
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7-10-6

EXHIBIT H

W-216
(8-55)

HOUSING AND HOME FINANCE AGENCY
GPEISEOPHIROVBE IPOTRIFORK

(Show addrecs of Rerional Uffice)

INVOICE

No.

Date 1u=1L-f0

r 1

tam: and address of
Local Public Aparcy

| I

DESCRIPTION

AMOUNT

' OTICE UF ADVAKCE FAYMENT DUR

Due to the approval of Project No. on a three-fourths
capital grant basis with limited project costs, located in the
(Feasibility Survey) (General Feighborhood Renewal ilar) area for
which advances were rade to ;ou under Contract Mo, 5, you
are requested to return such advances plus accrued interest to
this Agency.

Current Maturities - brincipal

Current Interest
From 3-1-60- to 10-1L-60 on $20,000.00 for 227 days € L.t25%.
In addition to the amount of ¥20,000 and $575.27, include interest
on 520,000 at the rate of $2.53L2 per day beginning October 1k, 1960,
compated to but not incluiiny the date on which the check is mailed,

$20,000,00

575.27

Make check payable to the Housing and Checked and Certified Correct:
Home Finance Agency-OA and malil to:
(Name and address of Rerional

Office)

(Signatare)

(Return duplicate copy of Invoice with remittance)
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EXHIBIT |

7-10-6

#-216
(8-55)

HOUSING AND HOME FINANCE AGENCY
2OOTECUONVOORDOAXREEE

(Show address of Regional Office)
INVOICE

No.

Date

r L

Name and address of
Local Public Agency

L I

DESCRIPTION

AMOUNT

NOTICE OF ADVANCE PAYMENT DUE

dated .
Unexpended funds which are unobligated

Disallowed travel

As the result of final audit under Contract No.

this billing is rendered to supplement billing

)

$2L5.00

100.00

$3L5.00

Home Finance Ageacy-OA and mail to:

(Name and address of Regional
Office)

Mcke check payable to the Housing and Checked and Certified Correct:

(Return duplicate copy of Invoice with reaittance)

(Signatare)
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7-10-6

EXHIBIT J

Billings

w216
(e-55)

HOUSING AND HOME FINANCE AGENCY
KR AICOECEINEK S KRICE

(Show address of Regional Office)
INVOICE

No.

Date

r 1

Name and address
of Public Body

L =l

DESCRIPTION

AMOUNT

We have been informed that the activities for which
Community Renewal grant funds were paid under Con-
tract No. have been terminated
(or suspended). Consequently, you are requested to
return to this Agency all unobligated unexperded

grant funds remaining in the cash account,

Make check payable to the Housing and
Home Finance Agency-OA and mail to:

(Name and address of Regional Office)

Checked and Certified Correct:

(Return duplicate copy of Invoice with remittance)

(Signatare)
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Billings 7-10-6
w218
(8-58)
No.
HOUSING AND HOME FINANCE AGENCY Date
PR UIOGR NIV UTITPRAIIN
(Show address of Regional Office)
INVOICE
Name and address
of Public Body
DESCRIPTION AMOUNT

In accordance with the provisions of Contract for Community
Renewal Program Grant No. , which has been termin-
ated, you are requested to return to this Agency the follow-
ing amount which, based on an audit of the accounts
maintained by you in accordance with Article IV of the Con-
tract, has been determined to be due this Agency:

Unobligated unexpended grant funds $00x

Ineligible Costs (list) XX

(Proceeds from sale of materials, equipment, supplies

and property) (Amount equal to fair market value for

materials, equipment, supplies and property retained) o

Total amount due $o000x
Checked and Certified Correct:
(Name and address of Rezional Office)
(Signetare)
(Retara daplicate copy of Inveice with resittance)
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7-10-6

EXHIBIT L

W-216
(8-55)

HOUSING AND HOME FINANCE AGENCY
BOPEROC X XOROEN XOUENDL K XSO

(Show address of Re:ional Office)

INVOICE

No.

Date

r 1

Nare and address
of Public lody

L !

DESCRIPTION

AMOUNT

As a result of final audit of the accounts maintained by
you in accordarce with Article IV of Coniract for Community
Renewal Proeram Grant No. s this billing is
rendered in accorda-ce with Section 303(B) of such centract.
JUnoblizated Unexyended v¢rant funds $0x
Ineligible Costs o xxx

Total amount due this A;:ncy

3 XXAX

Make check payable to the Housing and Checked and Certified Correct:

Home Finaace Ageacy-OA aad mail to:

(Nane and address of 22ional Uffice)

(Signature)

(Return duplicate copy of Invorce with reamittance)
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Administrative Practice Handbook—Field Service 7-10-7
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 7

COLLECTIONS

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 Federal Reserve Bank or
Branch 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, Certificate of Deposit, reference should be
made to Section 7-1-2.

Normal collections will cover repayments of advances and temporary
loans and acerued interest thereon, inspection and audit fees and occa-
sional refunds of Community Renewal Grants. For the general ledger
entries to record such collections refer to Transaction Nos. 14 through
17 and Nos. 20 through 22, Section 7-10-57. The posting of subsidiary
accounts shall be made on the basis of the information on the reverse of
the Certificate of Deposit fully identifying the transaction.

Inspection and audit fees, advances, temporary loans, and acerued
interest collected by setoff against amounts requisitioned by Local Public
Agencies (see instructions in Section 7-10-5) do not involve the use
of Certificates of Deposit.

On occasion a Regional Office will find it necessary, or will be re-
quested, to accept and deposit a check covering the repayment of
Federal funds and interest thereon applicable to a project in another
Region. Such a collection shall be recorded in the General Ledger 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 Transfer Voucher (see Exhibit A), to transfer the amount of the
collection to the Division of Finance and Accounts which will then
prepare and forward an Inter Office Transfer Voucher (see Exhibit B)
to the appropriate Regional Office for which the collection was made.

For the final disposition of a Project Temporary Loan Note which
has been paid in full, see Section 7-10-12.
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Collections

EXHIBIT A

7-10-7

H-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

TRANS. VOUCHER NO.

DATE ISSUED

INTER OFFICE TRANSFER VOUCHER

April 16, 1959

I1SSUING OFFICE MONTH RECORDED
(Location of Regional Office and Region Number) April 1959

RECEIVING OFFICE MONTH RECORDED
Washington, D, C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86XLO3Y

To transfer the collection of $100,000.00 made for Project No.
, _ (City and State in which project is located)

representing the repayment of Federal funds and interest thereon
resulting from private financing,

c/D No.
Effective Date

(Name and Location of Bank)

1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR, A/C AMOUNT DR. AlC CR. A/C AMOUNT
221.19 101.12 $100,000.04

(See Transaction No. 2k,
Sectign 7-10-57)

SIBNATUSE

SISNATURE

FHLBB- Washington, D. C.
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7-10-7 Collections

EXHIBIT B

W-219 (3-51)
TRANS. VYOUCHER NO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADNINISTRATOR

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
ISSUING OFFICE MONTN RECORDED
Washington, D. C. April 1959
MONTH RECORDED

RECEIVING OFFICE

(Location of Regional Office and Region Number)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86x403l

To transfer the courtesy deposit made by the

Regional Office representing interest and principal due this Agency
in connection with the following:
Project _ (No. and Location of Project) $100,000.00

C/D No.
Effective Date

(Name and Location of Bank)

# To be completed by Receiving Office

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
221.19 331.-- $100,000,04 331.51 $100,000.00
#* 111.16
* 121,16

(See |Transaction No{ 25,
Section 7-10-57)

SISWATUSE SIGNATURE

FHLUB-Washington, D C.
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Administrative Practice Handbook—Field Service 7-10-8
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 8

INSPECTION AND AUDIT FEES

The amounts of inspection and audit fees specified in Contracts for
Advances and in Loan 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 Office Transfer 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 Inspection and Audit Fees transferred
shall always be the same as the amount of Cash—Inspection and Audit
Fees transferred.

9/25/61 Page 1



Inspection and Audit Fees 7-10-8

EXHIBIT A

W-219 (3-51)
TRARS. YOUCNER NO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
1SSUING OFFICE MORTH RECORDED
(Location of Regional Qffice and Region Numher)
RECEIVING OFFICE MONTH RECORDED
Washington, D, C

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86xL03L

To transfer to the Central Office the balance in Account 101.13
Cash - Inspection and Audit Fees as of s 19__ .

NOTE: When applicable, include a reference to the
memorandum from the Central Office requesting

the transfer.

1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT DR, A/C CR. _A/C AMOUNT
221.12 331.51 $ x0x
331.51 101.13 x00X

(See fransaction No.| 36,
Sectfion 7-10-57)

SIGNATUSE S1ERATURE

FHLBB-Wastangion, D C.
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Administrative Practice Handbook—Field Service 7-10-9
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 9

INTEREST

Interest 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-
structions contained in Section 7-1-4.

A Journal Voucher, S.F. 1017G-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 Voucher
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
listed and the entries posted in the manner indicated on Exhibits A
and B.

As stated, interest normally shall be acerued 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
received from the Local Public Agency, or when the account is in con-
nection with a terminated project. Interest always shall be accrued
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 Local Public
Agency the settlement date is the date on which the remittance is mailed
by the Local Public Agency. On a terminated project, the interest on
the outstanding advance shall be acerued through the date on which the
Urban Renewal Commissioner determines on Form H-6308, Determina-
tion of Uncollectible Advance, 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 procedure and requirements with respect to the adjustment
of underpayments and overpayments of interest in minor amounts on
loans and advances, reference should be made to Section 7-1-10.

A Form H-219, Inter Office Transfer Voucher, shall be prepared in
accordance with Exhibit C by each Regional Office at the close of each
fiscal year to transfer the amount of intrest earned during the year on
both advances and temporary loans to the Division of Finance and
Accounts.
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Interest

EXHIBIT A

7-10-9

Standarg Form No. 10170

9 QA0 I
1017-804

JOURNAL VOUCHER

Date

DEL ). [ KEU————

REFERENCE

EXPLANATION

DEBIT

CREDIT

General Lé

121.41
b11.41

Subsidiary
Project N¢

ager

2. Principal Days Rate Accrual

Slum Clearance and Urban Renewal Prograng
86x4034

Accrued Interest Receivable - Advances
Interest Earned - Advances

Advance Record

(List)

e PR

To record the accrued interest and
interest earned during the quarterly
period ended > 19
on advances made under the Slum
Clearance and Urban Reneval Program.

ToraL,

Prepared by

(Signsture)

Approved by

(Siguature)

(Title)

UL S. GOVERNMENT PRINTING OFFICE : 135%9~0-505318

(Tule)
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7-10-9

EXHIBIT B

Interest

Standard Form No. 1017G
9 OAO 1030
1017-804

JOURNAL VOUCHER

i VN0 sinscssisissssosenssifisronss
DBte: . iciseiensisisissssiasisseivsmssomss
REFERENCE EXPLANATION DEBIT CREDIT
Slum Clearance and Urban Renewal Program|
86xh03k
General Ledger
121.16 | Accrued Interest Receivable - Temporary)|
Loans 000
411.16 | Interest Earned - Temporary Loans 000K
Subsidiary Loan Record
Project No. Principal Days Rate Accrual
$
(List)
Total $ oo
To record the accrued interest and
interest earned during the quarterly
period ended > 19__, on
temporary loans made under the Slum
Clearance and Urban Renewal Program.
ToraL,
Prepared by Approved by
(Signature) (Signature)
(Title) (Titke)

U5, GOVERNMENT PRINTING OFFICE 19590505318
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Interest

EXHIBIT C

7-10-9

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TEE APMINISTRATOR

TRANS. VOUCHER NO.

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
13SUING OFFICE MONTN RECORDED
(Location of Regional Office and Region Number)
RECEIVING OFFICE MONTH RECORDED
Was » D, C,

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM

8634034

To transfer to the Central Office the amount of interest

earned on advances and temporary loans during the fiscal

year ended

1SSUIRG OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
11.16 331.51 $ xoox
m.u 331.5 00X
(See Transaction Nos. [32
and 33, Section 7-10457)
SIGWATUSE SIGNATURE

FHLEB-Washingion, O C.
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Administrative Practice Handbook—Field Service 7-10-10

Part 7.
Chapter

Accounting and Fiscal Procedures
10. Slum Clearance and Urban Renewal Program

Section 10

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 accomplished. Such adjustments shall be made

on the basis of journal entries as follows:

(1)

(2)

(3)

12/5/61

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

Adjustments for unaccomplished disbursements for advances
and loans shall be made by reversing the original entries made
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 adjust-
ments shall be recorded in both the general ledgers and the
appropriate subsidiary records.

Adjustments for unaccomplished disbursements for Relocation
Grants, Project Capital Grants, or Community Renewal Grants
shall be in accordance with Transaction No. 27, Section 7-10-57,
and such adjustments shall be reversed at the beginning of the
following month in accordance with Transaction No. 29.
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Administrative Practice Handbook—Field Service 7-10-11
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 11

PROJECTS FINANCED BY LOANS FROM NON-GOVERNMENTAL
SOURCES AND REFINANCING OF SUCH PROJECTS

The fiscal procedures which are to be followed in connection with the
financing or refinancing of projects by Federally secured loans from
non-Governmental sources (Private Financing), or the refinancing of
privately financed projects by Governmental loans, or by other funds
which become available to the project, are set forth hereunder.

Follow-Up Card 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. Such docu-
ments should be received at least five working days prior to the Private
Financing transaction closing date.

(1) Form H-656, Requisition for Project Temporary Loan Payment.
(2) Form H-6208, Certification of Cash Needs, and attachments.

(3) Form H-3062, Project Temporary Loan Note, or comparable
form (to be held in eserow).

(4) Form H-3082, Requisition Agreement, or comparable form.
(5) Form H-3084, Letter of Instructions (one econformed copy).

The card record file shall contain three sections designated (a)
Initial Follow-up Action, (b) Notes Falling Out of Escrow, and (e)
Private Refinancing or Repayment by the Local Public Agency. All
cards, after preparation, shall be filed in the Initial Follow-up Action
section of the card record file according to the Initial Follow-up Date
indicated thereon upon receipt of advice on Form H-200.11, Prevalida-
tion of Proposed Project Temporary Loan Requisition Under Private
Financing, that the private financing transaction has been completed.
Subsequent to the Initial Follow-Up Action the cards shall be filed in
one of the other sections of the file, as applicable, based on the final
follow-up dates.

Initial Follow-Up Action

The Administrative Division will be advised on Form H-200.46,
Notice of Method of Repayment of Outstanding Preliminary Loans
(Exhibit B), at least five working days prior to the Refinancing Ad-
vertising Date whether :
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7-10-11 Projects Financed by Loans From Non-Governmental
Sources and Refinancing of Such Projects

(1) The Local Public Agency has initiated action to refinance the
outstanding Preliminary Loan by & similar loan.

(2) The Project Temporary Loan Note which is being held in escrow
will fall out of esecrow and should be purchased as provided in
the Requisition Agreement, and

(a) the Local Public Agency will not pr0v1de any funds to the
Paying Agent, or

(b) the Local Public Agency (has provided) (will provide) to
the Paying Agent $————— from the Project Temporary
Loan Repayment Fund and/or $———— from the Project
Expenditures Account.?

(3) The Local Public Agency has indicated that it will deposit with
the Paying Agent funds sufficient 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 filed in the Notes Falling Out of Escrow section or Private Refinanec-
ing or Repayment by the Local Public Agency section, as appropriate,
of the card record file according to Final Follow-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 filed as indicated in the previous
paragraph.

Final Follow-Up Action

Each day the cards filed under that date in the sections of the card
record file designated Notes Falling Out of Escrow and Private Finane-
ing or Repayment by the Local Public Agency shall be removed from
the card record file and the following action taken:

(1) If the method of repayment noted on the follow-up card is as
indicated in item 2(a) of the Form H-200.46, attach the card to
the project file and process the Form H-656 for payment in ac-
cordance with the procedure prescribed herein under the heading
“‘Disbursement of Funds to Paying Agents.”’

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

1 Funds provided from the Project Fxpenditures Account shall not exceed the interest to
maturity on the Preliminary Loan Notes
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Projects Financed by Loans Non-Governmental 7-10-11
Sources and Refinancing of Such Projects

to determine what action 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
H-200.46. After the determination has been made, appropriately
note the card and attach it to the project file.

(a) If notation 1 or 3 is on the card, either: (i) cancel and
return the Escrow Note to the Local Public Agency upon
receipt of the telegram from the Paying Agent that sufficient
funds have been received to discharge the outstanding Pre-
liminary Loan Notes, or (ii) prepare to process the Form
H-656 for payment in accordance with the procedure pre-
seribed herein under the heading ‘‘Disbursement of Funds
to Paying Agents,’’ if the telegram from the Paying Agent
is not received by 4:00 p.m. two days prior to the maturity
date of the outstanding Preliminary Lioan Notes. The Di-
rector of Administration shall first make certain that definite
advice of the receipt 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 such advice
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 forthecoming, the Form H-656 shall be processed for pay-
ment in sufficient time to assure that the required funds will
be received by the Paying Agent during banking hours on
the maturity date of the Preliminary Loan Notes.

(b) If notation 2(b) is on the card, prepare to process the Form
H-656 for payment in accordance with 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 Local Public
Agency has provided any funds to the Paying Agent and
the amount and source of such funds, if any, in order to
determine the amount which is to be disbursed. The Form
H-656 shall then be processed for payment in sufficient time
to assure that the required funds will be received by the
Paying Agent during banking hours on the maturity date
of the Preliminary Lioan Notes.

(3) With respeet to (2)(a)(ii) and (2) (b) above, Regional Offices
which are not in the same city as a Treasury Regional Office shall
mail the S.F. 1166 no later than the close of business two days
prior to the maturity date of the outstanding Preliminary Loan
Notes and shall instruct the Disbursing Officer not to act on such

document until receipt of telephonic or telegraphic advice from
HHFA.
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7-10-11 Projects Financed by Loans From Non-Governmental
Sources and Refinancing of Such Projects

(4) After completion of appropriate action, note such action on the
follow-up card and place it in the file maintained for the project.

Cancellation of Project Temporary Loan Note

For the final disposition of a Project Temporary Loan Note which has
been held in escrow, see Section 7-10-12.

Disbursement of Funds to Paying Agents

All disbursements of funds to Paying Agents shall be processed in
sufficient 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 Loan Notes.

Requisition Agreement Form 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 amount required
to discharge the outstanding Preliminary Loan Notes. Consequently,
whenever a Project Temporary Loan Note is to fall out of eserow, thus
necessitating the processing of the related Form H-656 for payment, the
amount to be disbursed shall be determined as follows:

(1) If the payment is to be made as a result of the transaction
described under 2(a) of Form H-200.46, add to the principal
amount of the outstanding Preliminary Loan 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 transactions described under
items 1, 2(b), or 3 of Form H-200.46, deduct from the amount
computed in the same manner as in (1) above, the amount of
funds, if any, actually provided by the Local Public Agency.

‘Whenever the amount disbursed to the Paying Agent is less than the
original face amount of the Escrow Project Temporary Loan Note, a
legend informative of the fact of the part payment under the Requisi-
tion Agreement, and of the reduction of the original face amount of
such Escrow Note, shall be typed on the face of the Note as follows:
PRINCIPAL AMOUNT REDUCED TO $———— PER REQUISI-
TION AGREEMENT NO.———.

One of the following actions shall also be taken whenever a Project
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 H-656 and submit a
S.F. 1166, Voucher and Schedule of Payments, prepared in
accordance with Exhibit C, to the Treasury Regional Office in
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(2)

(3)

sufficient time so that the check will be delivered to the Paying
Agent on the date and time specified on the S.F. 1166.

‘When the Regional Office processing the Form H-656 and the
Paying Agent who is to receive the proceeds are not located in
the same city but there is a Treasury Regional Office in the Pay-
ing Agent’s city, process for payment the Form H-656 and sub-
mit a S.F. 1166, prepared in accordance with Exhibit D, to the
Treasury Regional Office serving your Regional Office in sufficient
time so that the check will be delivered to the Paying Agent on
the date and time specified on the S.F. 1166.

In the unusual situation where the Regional Office proecessing
the Form H-656 and the Paying Agent who 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, process for payment
the Form H-656 and submit a S.F. 1166, prepared in aceordance
with Exhibit E, in sufficient time so the check will be delivered
to the Paying Agent on or before the maturity date. Where there
is not sufficient time for the check to reach the Paying Agent on
the maturity date, arrangements should be made with the Treas-
ury Regional Office for a wire transfer of funds to the Paying
Agent through the Federal Reserve System. The Regional Direec-
tor of Administration shall contact 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
necessary to make such a transfer of funds the transaction can
be accomplished with the least possible delay.

The purchase of Project Temporary Loan Notes held in esecrow in
amounts less than the original face amount of such notes, in order to
disburse to the Paying Agent the exact amount required to discharge
the related Preliminary Loan Notes, may require as many as three
separate line postings in the following order on Form H-200.10, Project
Temporary Loan Record, depending on the circumstances:

(1)

First Line Entries—reverse any entry in column (20) represent-
ing a prevalidation of an amount resulting from the computation
on the Form H-200.11 on which it was indicated that the Escrow
Note, which is now being purchased in a reduced amount, was
to be cancelled.

Second Line Entries—(a) determine from the Regional Director
of Urban Renewal the amount, if any, paid to the old Paying
Agent by the Local Public Agency from the Project Temporary
Loan Repayment Fund and enter this amount in column (16);
(b) record in columns (11) and (17) the amount of the Federal
disbursement as shown on S.F. 1166 ; (c) record in column (15)
in parentheses the amount required to bring the balance in
column (18) to zero.
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(3) Third Line Entry— record in column (15) the face amount of
the new HEscrow Note, if any.

Disbursement of Proceeds of Preliminary Loan Notes to HHFA by Paying Agent

When a project which is financed by a Project Temporary Lioan
(direct Government financing) is refinanced by a loan obtained from
non-Governmental sources, the Letter of Instructions to the Paying
Agent designated in the new Preliminary Loan Note provides that the
Paying Agent, upon receipt of the proceeds of the new Preliminary
Loan Note, is to pay the principal of and interest on the Project Tem-
porary Loan Note to the HHFA-OA. Provision is also made in the
Letter of Instructions for the Paying Agent to transmit the payment by
depositing a treasurer’s, cashier’s, or certified check payable to HHFA-
OA in the United States Mails if the Paying Agent is not located in
the same city as the HHFA-OA office which is to receive the check.
However, the HHFA may elect to have the check delivered to an
authorized representative by so advising the Paying Agent prior to the
time the check would normally 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 purchase of Project Temporary
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 thereon be deposited
to the credit of HHFA-OA as promptly as possible. Consequently,
whenever a Paying Agent is located in a city in which there is an HHF A
Regional Office the aforementioned election shall be made. Accordingly,
immediately upon receipt of the conformed copy of the Letter of In-
structions to the Paying Agent the following actions shall be taken:

(1) When the Paying Agent is located in the same city as the HHFA
Regional Office which is to receive the check, a letter prepared
in accordance with Exhibit F' shall be dispatched to the Paying
Agent for the new Preliminary Loan Notes.

(2) When the Paying Agent is located in New York City it will 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. However, it will be necessary for the
Regional Office to dispatch a memorandum to the Regional
Administrator of the New York Regional Office in accordance
with Exhibit G. A copy of the memorandum should be trans-
mitted to the Division of Finance 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 HHFA
Regional Offices (other than New York City), a letter prepared
in accordance with Exhibit I shall be dispatched to the Paying
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Agent. In addition thereto, a memorandum prepared in the
form shown in Exhibit I shall be dispatched to the Regional
Administrator of such other Regional Office, together with a copy
of the letter referred to in the preceding sentence. A copy of the
memorandum shall be transmitted to the Division of Finance and
Accounts.
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EXHIBIT A

FOLLOW-UP CARD Date Prepared:
(1) LPA: (3) Project No:
(2) Address: (k) Contract No:

(5) Project Temporary Loan Note (Escrow) No:

(6) Preliminary Loan Kotes ( Series ___) Maturity Date:

. (Insert the date on which a new issue involving the
(7) Refinancing Advertising Date: refinancing of the outstanding issue should be
advertised. (Exhibit C, Section 17-6-%, Urben Reneval
Mapual.))

. (Establish a date five working days prior to the Refinanmci
(8) Inttisl Pollow-Up Date: (Amm_m o) ng days pr L

Bstablish a date five working days prior to the Preliminery
(9) Final Follow-Up Date: (Loau Note Naturity Date) 6 Cays @

(1C) Remarke:
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EXHIBIT B

H-200.46
(10-63)
HOUSING AND HOME FINANCE AGENCY
Office of the Administrator
Slum Clearance and Urban Renewal Program

NOTICE OF METHOD OF REPAYMENT OF OUTSTANDING PRELIMINARY LOANS

MEMORANDUM

T : Regional Director of Administration DATE:

FROM

SUBJECT: Outstanding Preliminary Losn Note(s) ( Series __ )

)

(Project No.) (Contract No.)

(Name and Location of Local Public Agency)

[_7 The Local Public Agency has initiated action to refinance the
outstanding Preliminary Loan by a similar loan.

[_7 The Project Temporary Loan Note which is being held in escrow
| will fall out of escrow and should be purchased as provided
in the requisition agreement.

[J (2) The Local Public Agency will not provide any funds to the
Paying Agent.

[ 7 (v) The Local Public Agency (has provided) (will provide) to
the Paying Agent $ from the Project Temporary
Loan Repayment Fund and/or § from the Project
Expenditures Account.*

[7 1t is anticipated that the Local Public Agency will deposit with
the Paying Agent funds sufficient to pay the principal of and
interest to maturity on the ocutstanding Preliminary Loan.
(Project Temporary Loan Repayment Fund $ ; Project
Expenditures Account § )

(Date)

* Funds provided from the Project Expenditures Account shall not exceed
the interest to maturity on the Preliminary Loan Notes.
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EXHIBIT C

Standard Form No. 1168
7QA0 5080
1168104

VOUCHER AND SCHEDULE OF PAYMENTS

Sheet 1 of
(DEPARTMENT OR ESTABLISHMENT)

SURIAY o ofvice D. 0. Voucher No.

Office of the Administrator
LOCATION OF TRANSMITTING OFFICE l STATION NO. 0.0.5YMBOL Bu. Schedule No.

Location of Regional Office (a)
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY

86XL03L  (Amount of Requisition)
&mm PAYEE, Ano NecEssARY, AADDRESS, INVOICE HO. AMOUNT 0.0. CHECK NO.
m @ L) “@
Name and address of Paying Agent Requisition

Amount
Preliminary Loan Notes

Maturing (Date!
Project No.

(City and State) *
This check is to be dated (maturity date of
Preliminary Loan Notes) and is to & delivered
to the Trust Department, (name and address of
Paying AEent) by 9:30 a.m. on that date.
Please obtain receipt from the payee and for-
ward it to the Housing and Home Finance Agency
Regional Office, Attention: Director, Admini-

strative Branch, (address of HHFA Regional
Office preparing this S.F. 1156) .

(a) Appropriate Treasury Regional Office
Symbol.

’ununnl:; ;ulhorlfy veated lnn:n, 1 mt’lly that th:
dtems list erein are correct a proper for paymen TOT!
from the appropriation(s) designated. GRAND AL

(Date) (Autbarised certifying oficer)
£ US. GOVERNMENT PRINTING OFFICE 194 —O-498224
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EXHIBIT D

Htundard byrmy S s
TA G S0
ioa 104

VOUCHER AND SCHEDULE OF PAYMENTS

T {OEPRRTMENT OR CSTABCISHMENT) T

BUMEAU OR OFFICE.

Office of the Administrator

Sheet L of

D. 0. Voucher No.

LOCATION OF TRANSNITTING OFFICE | STATION RO 00 SrmaoL Bu. Schedule No.

location of Rerional Cffice (a)
APPAGERIATION SUMMARY. (SYMBOL AND AMOUNT) PAID BY

86XL03L  (Amount of Requisition)

BUREA PAYEE, AND IF NECESSARY, ADDRESS. INVOICE NO.
WRL:K). OR OTHER IDENTIFICATION AMOUNT 0:0. CHECK MO,
(1) (2) 3 @
“ame and address of Payins Arent Requisition

Prelirinary Loan Notes
Maturing (Date)
Project No., UR

(City and 3tate) -

This chack is to be issued by the (b) Treasury
Repional Office, to be dated (maturity date of
Preliminary Loan lotes) and is to elivere
by suct office at 9:30 a.m. on that date to the
Trust Department, (name and address of Paying
Arent). Please obtain receipt from the rayee
and forward it to the Housinr and Home Finance
Agency Rerionel Office, Attention: Director,
Administrative Branch, (addresz of {HFA

Rerional Office preparing this 3.F. 1166).

(a) Appropriate Treasury Regional Office
Symbol.

(b) City in which the Treasury Regional Office
is located which will draw and dsliver the
check to the Payin Apent.

Amount,

Pursuant to authority ves

in me, I certify that the

itema listed herein nd proper for payment
from the appropriation n) lesignated. GRAND TOTAL
(Date) (Authorized certifylng officer)

£ 'S GOVTRNMENT PRINIING OFFICE 1959-0-498224
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EXHIBIT E

7-10-11

7OAO 5000
1166-1

Standara Form No. 1166
0

VOUCHER AND SCHEDULE OF PAYMENTS

Preliminary Loan Notes

Maturing j Date !

Project No.

(City and State)

This check is to be dated (maturity date of
Preliminary Loan Notes) and should be mailed
regular or airmail, as necessary) to reach

the Trust Department, (name and address of
Paying Agent), on or before (maturit te of

Preliminary Loan Notes).

(a) Appropriate Treasury Regional Office
Symbol.

Sheet L of
... HOUSING AND HOME FINANCE AGENCY
{GEPARTMENT OR ESTABLISHMENT)

'BUAEAU O OFFICE D. 0. Voucher No.

Office of the Administrator
LOCATION OF TRANSMITTING OFFICK STATION M. 0.0, sYmBOL Bu. Schedule No.

Location of Regional Office (a)
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY

86x4034  (Amount of Requisition)

SUREAU PAYEE, AND IF NECESSARY. ADDRESS, INVOICE NO. AMOUNT D.0. CHECK NO.

m 2 L) “
Name and address of Paying Agent Requisition
Amount

Purlu‘nt to luthonty vested in me, I certify that the

from the appropriation(s) designated.

in are correct and proper for payment | GRAND TOTAL

(Dete) (Authorized certifying officer)

S 'S GOVERNMENT PRINTING OFFICE  1959—O-498224

9/25/61
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EXHIBIT F

FORM OF LETTER TO BE DISPATCHED TO PAYING. AGENT ADVISING THAT OUR
REPRESENTATIVE WILL PICK UP CHECK - PAYING AGENT AND REGIONAL OFFICE
WHICH IS TO RECEIVE CHECK ARE LOCATED IN SAME CITY

Name of Paying Agent
Address of Paying Agent
City in which Paying Agent is located

Attention: Trust Depsrtument
Gentlemen:
Subject: Name of Local Public Agency

Preliminary Loan Notes ( Series __)
Project No.

Reference is wade to a loan transaction scheduled for closing on (closing
date) under Letter of Instructions from the (name of Local Public Agency
and city in vhich located) to you as Paying Agent for Preliminary Loan

Notes ( Series ___), Project No. .

This is to notify you that an authorized representative of this office will
accept delivery of the check which is to be made payable to the Housing and
Home Finance Agency-OA, at your ‘address at the time when the check would
normally be ready for mailing.

Sincerely yours,.

Regional Administrator
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EXHIBIT G

7-10-11

FORM OF MEMORANDUM REQUESTING NEW YORK REGIONAL OFFICE TO PICK UP CHECK

T0 H , Regional Administrator DATE:
Region I, New York, N. Y.

FROM @ , Regional Administrator
Region __,

SUBJECT: URA Private Financing Loan Transaction

Attention: Director, Administrative Branch

The Letter of Instructions from (name of Local Public Agency and city

in which located) to the (name and address of the Pay1;1g Agent) provides
that an authorized representative of your office will mccept delivery of
a check which will be made payable to the Housing and Home Finance Agency-
OA in connection with the sale of Preliminary Loan Notes by (name of Local
Public Agency) for Project No. . Part of this check which
pertains to Note Symbol __ ___ will represent a repayment of principal of

$ and the remainder the payment of interest.

It is requested that the check be picked up as soon as it is available on
(closing date) (you are to ascertain the exact time and place) and be
deposited the same day in the Federal Reserve Bank, New York, New York.
The funds should then be transferred to the Central Office Division of
Finance and Accounts by Inter Office Transfer Voucher as prescribed in

Section 7-10-7.

Regional Administrator

cc: Division of Finance and Accounts
Washington, D. C.
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Projects Financed by Loans From Non-Governmental

Sources and Refinancing of Such Projects

EXHIBIT H

FORM OF LETTER TO BE DISPATCHED TO PAYING AGENT ADVISING THAT OUR
REPRESENTATIVE WILL PICK UP CHECK - PAYING AGENT AND REGIONAL OFFICE
WHICH IS TO RECEIVE CHECK ARE NOT LOCATED IN THE SAME CITY BUT ANOTHER
HEFA REGIONAL OFFICE IS LOCATED IN SAME CITY AS THE PAYING AGENT

Name of Paying Agent
Address of Paying Agent
City in which Paying Agent is located

Attention: Trust Department
Gentlemen:
Subject: Name of Local Public Agency

Preliminary Loan Notes ( Series __)
Project No.

Reference 1s made to a loan transaction scheduled for closing on (closing
date) under Letter of Instructions from the (name of Local Public Agency
and city in which located), to you as Paying Agent for Preliminary Loan

Notes ( Series ___), Project No. .

This is to notify you that an authorized representative of our (name of
our Regional Office located in the same city as the Paying Agent) will
accept delivery of the check which is to be made payable to the Housing
and Home Finance Agency-OA, at your address at the time when the check
would norwally be ready for mailing.

Sincerely yours,

Regional Administrator

cc: Regional Administrator, Regional Office
located in same city as the Paying Agent
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EXHIBIT |

7-10-11

FORM OF MEMORANDUM REQUESTING AN HHFA REGIONAL OFFICE OTHER THAN REGION I
TO PICK UP CHECK

TO H » Regional Administrator DATE:
Region __ ,
FROM 3 , Regional Administrator

Region __,
SUBJECTs URA Private Financing Loan Transaction

Attention: Director, Administrative Branch

There is attached a copy of a letter from this office to the (name and
address of Paying Agent) advising that an authorized representative of
your office will accept delivery of a check which will be made payable
to the Housing and Home Finance Agency-CA in ccnnection with the ssle
of Preliminary Loan Notes by (name of Local Public Agency) for Project

No. . Part of this check which pertains to Note

Symbol will represent a repayment of principal of § and

the remainder the payment of interest.

It is requested that the check be picked up as soon as it is available
on (closing date) (you are to ascertain the exact time and place) and be
deposited the same day in the Federal Reserve Bank serving your office.
The funds should then be transferred to the Central Office Division of
Finance and Accounts by Inter Office Transfer Voucher as prescribed in

Section 7-10-7.

Regional Administrator

cc: Division of Finance and Accounts
Washington, D. C.
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Administrative Practice Handbook—Field Service 7-10-12
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 12

FINAL DISPOSITION OF PROJECT TEMPORARY LOAN NOTES

Payment of Project Temporary Loan Note

‘Whenever a Project Temporary Loan Note has been paid in full,
including 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.

Cancellation of Project Temporary Loan Note

In accordance with the provisions of the Letter of Instructions, the
Paying Agent for the outstanding Preliminary Loan Notes is required
to advise the applicable 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 returned to the Liocal Public Agency thus discharging
the obligation of the Government as provided in the pertinent Requisi-
tion Agreement. All other supporting documents (Forms H-656, H-6208
and H-3082) to each such cancelled note shall be retained in the file
for the project maintained in the Administrative Branch until such
time as it is permissible to accomplish the orderly destruction of the
entire case record.
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Administrative Practice Handbook—Field Service 7-10-15
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

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 7-10-25.) After each document has been posted it shall
be so noted. The notation shall include the posting date and shall be
initialed by the employee who posted the transaction. As to contracts
and amendments thereto, the notation 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 document. In the case of all other posting media, the
notation may be made on the face of the document.
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Administrative Practice Handbook—Field Service 7-10-16
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 16

REGIONAL ADVANCE ALLOCATION CONTROL

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

Allocation Limitation

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 decreased 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 advice to the contrary the limitation available at the
first 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 first 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, such
increased limitation will be available at the first of each month until
further notice.

Documentation

All copies of each Form H-6304, Allocation Order for Survey and
Planning, will be submitted to the Administrative Branch prior to
signature by the Regional Administrator. After prevalidation and
recording as provided below, one copy of each Form H-6304 (hereafter
referred 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 Urban Renewal for further handling. After
signature by the Regional Administrator, two conformed copies of
each Form H-6304 (hereafter referred to as conformed Form H-6304)
shall be returned to the Administrative Branch. One of these copies
shall be used by the Administrative Branch for recording, after which
it shall be filed in the Administrative Branch together with the related
proposed copy of the form. The other conformed copy of each Form
H-6304 shall be transmitted to the Division of Finance and Accounts,
as indicated below under the heading Month-End Procedure.
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7-10-16 Regional Advance Allocation Control

Regional Advance Allocation Control

At the beginning of each month a separate Form H-200.47 shall be
established and maintained in duplicate 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 indicated
herein under the heading Month-End Procedures. Transactions shall be
processed and shall be recorded in the Regional Advance Allocation
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 proposed Form H-6304
which authorizes an original allocation of advance funds or an
increase thereof. If a proposed Form H-6304 provides for a
decrease in the amount of an allocation of funds previously
made, no entry shall be made in this ecolumn or in the other
columns of the Regional Advance Allocation Control on the basis
of the proposed Form H-6304. (See item (4) (¢) below.) How-
ever, the instructions in item (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 allocations.

(2) Enter the date of issue as shown by the conformed Form H-6304
returned to the Administrative Branch after signature by the
Regional Administrator. In the case of each conformed Form
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. In the case of each conformed Form
H-6304 authorizing a decrease in a previous alloecation, the
issue date shall be entered on the next blank line since other
postings are required (see item (4) (e¢) below). If an issue date
is not shown in column (2) opposite the related prevalidation
date, an incomplete Form H-6304 is indicated which 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 on line (7), column (b) of
each proposed Form H-6304, if such entry will not result in

o exceeding the Regional limitation. A notation Authority

Available which shall be signed and dated by the Director,
Administrative Branch, or his designee, shall be inserted
on the first blank line of Form H-6016, Allocation Order
Recommendations and Endorsements, attached to the origi-
nal of the Form H-6304. A similar 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.
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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 advice that the limitation has been
inereased, 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 provided in (4)(a) above. If the Division of
Finance and Accounts advises that additional authority is
not available, all copies of the Form H-6304 shall be returned
to the Regional Director of Urban Renewal by memorandum
advising that allocation authority is not available. A copy
of such advice shall be retained in the Administrative
Branch, together with the advice from the Division of
Finance and Accounts.

(¢) Enter in parentheses a decrease in a previous allocation of
funds from line (7), column (b) of each conformed Form
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.

Month-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. Such 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 Advance Allocation Control for the preceding month shall
then be discontinued and no further entries shall be made therein.
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7-10-16 Regional Advance Allocation Control

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 Finanece 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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Regional Advance Allocation Control

EXHIBIT A

7-10-16

HOUSING AND HOME FINANCE AGENCY

Office of the Administrator

Slum Clearance and Urban Renewal Program

REGIONAL ADVANCE ALLOCATION CONTROL

H-200.47
(10-59)

Region No.
(1) (2) (3) (4) (5) (6)
DATE
DATE AMOUNT
PIROEAVT‘(LE 15SUED REFERENCE ALLOCATED LIMITATION BALANCE
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Administrative Practice Handbook—Field Service 7-10-17
Part 7. Accounting and Fiscal Procedures )
Chapter 10. Slum Clearance and Urban Renewal Program

Section 17

GENERAL LEDGER

General ledger accounts shall be established and maintained on
S.F. 1014-Revised in accordance with the Chart and Description of
General Ledger 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 101.12 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 with the
numbered items on the exhibit:

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

(3) Show date of entry.

(4) Cite posting document or brief description of the transaction.

(5) Enter increases in cash balance as shown by Certificates of
Deposit, S.F. 219, Inter Office Transfer Vouchers, Form H-219,
and by Schedules of Voucher Deductions, S.F. 1096, attached to
Vouchers and Schedules of Payments, S.F. 1166.

(6) Enter decreases in cash balance as shown by Vouchers and
Schedules of Payments, Inter Office Transfer Vouchers and by
Schedules of Voucher Deductions attached to Vouchers 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 related 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
which check is drawn by the Treasury Regional Office as shown
on the accomplished Voucher and Schedule of Payments.
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(11)

(12)

(13)

(14)

(15)

(16)

Page 2

General Ledger

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 Voucher and Schedule of Payments or if no
check is drawn, enter the date the Voucher and Schedule of
Payments and Schedule of Voucher Deductions 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 Office Transfer Voucher as pre-
pared by the Central Office or Regional Office.

Enter advance and loan disbursements as shown by Vouchers
and Schedules of Payments, and by Schedules of Voucher
Deductions attached to Vouchers and Schedules of Payments.

Enter advance and loan repayments as shown by Certificates
of Deposit and by Schedules of Voucher Deductions attached to
Vouchers and Schedules of Payments.

Enter interest collections as shown by Certificates of Deposit
and by Schedules of Voucher Deductions attached to Vouchers
and Schedules of Payments.

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

Enter increases (debits) in cash balance resulting from trans-
fers from the Central Office and decreases (credits) in paren-
theses as shown by Inter Office Transfer Vouchers.

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

At the end of each month after all entries for the month have
been recorded, foot columns (5), (6), (11), (12), (13) and
(14) and enter each total in the respective column on this line.
In totalling column (14), items in parentheses are deduct 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 difference between the total of column (5)
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General Ledger 7-10-17

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) and (14).

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

(18) The Director, Administrative Branch, or his designee, shall
certify on this line.
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Administrative Practice Handbook—Field Service 7-10-18
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 18

SUBSIDIARY RECORDS—GENERAL

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 Project
Reservations of Capital Grant Funds, Form H-695, Allocation Orders,
Form H-687, Allocation Orders for Survey and Planning, Form H-6304,
Allocation Orders-Community Renewal Program, executed contracts
and amendments and waivers thereto, Vouchers and Schedules of Pay-
ments, S.F. 1166 and supporting documents, Certificates of Deposit,
S.F. 219, Inter Office Transfer Vouchers, Form H-219, Prevalidation
of Proposed Project Temporary Loan Requisttion under Private Financ-
ing, Form H-200.11, Journal Vouchers, S.F. No. 1017@, ete.

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 Local Public Agency or Public Body.

The effective dates of collections shall be the dates on which checks
are mailed by 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 copies of related Certificates 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 accruals 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 2, 3, ete. The section for remarks has
been provided for the inclusion of any additional information or
references.
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Administrative Practice Handbook—Field Service 7-10-19
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 19

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 card for
a General Neighborhood Renewal Plan or for a Feasibility Survey,
Form H-200.8, Project Advance Record, shall be used and adapted by
the substitution of the words General Neighborhood Renewal Plan
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 Advance 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 made to the material in Sections 7-10-31 and 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, collections, ete.

(8) 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.
In connection with the transfer between Old Law projects
covered by the same Contract for Advance, enter in this column
on the Project Advance Record of the transferee project the
amount transferred as shown 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. In connection with the
transfer between Old Law projects covered by the same Contract
for Advance, enter in this column on the Project Advance
Record of the transferor project the amount transferred as
shown by the memorandum signed by the Regional Adminis-
trator, or his designee.

If an amendatory allocation order decreases the advance net
allocation to an amount less than the contract amount, the
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(6)

(7)

(8)

(9)

(13)

(14)

Page 2

Subsidiary Records—Project Advance Record

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 reduced net allocation.

In addition to the above, if an amendatory allocation order
calls for a decrease in the advance net allocation to an amount
less than the gross amount disbursed to the Liocal Public Agency
by the Federal Government under the related contract, the
Administrative Branch shall advise the Regional Director of
Urban Renewal by memorandum (with a copy to the Division
of Finance and Accounts) fully identifying the disecrepancy and
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 Administrative Branch until
correction is accomplished. Until the discrepancy is corrected
by an amendatory 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 balance shown in
this column and entries in column (5) decrease the previous
balance.

Enter the amount of a Contract for Advance and increases
thereof as shown by the executed contract and amendments
thereto. In connection with the transfer between Old Law
projects covered by the same Contract for Advance, enter in
this column on the Project Advance Record of the transferee
project the amount transferred as shown by the memorandum
signed by the Regional Administrator, 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. In connection with the
transfer between Old Liaw projects covered by the same Contract
for Advance, enter in this column on the Project Advance
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 column (8) decrease the previous
balance.

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

Enter the amounts of advances disbursed as shown by Vouchers
and Schedules of Payment, S.F. 1166.

Enter the amounts of advances collected as shown by Certificates
of Deposit, S.F. 219, and collected by setoff as shown by
Schedules of Voucher Deductions, S.F. 1096.
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(15)

(16)

Records—Project Advance Record 7-10-19

Entries in column (13) increase the previous balance in this
column and entries in column (14) decrease the previous
balance.

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 Advance Record is divided 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 shown in the space provided under
the designation Interest Transactions.

(1a)
(2a)
(3a)
(4a)

(5a)

(6a)

(7a)

(8a)
(9a)

(10a)

(11a)

(12a)

9/25/61

Show date of entry.
Leave blank unless different from entry date.
Cite posting document or brief description of transaction.

Enter the amounts of advances disbursed as shown by
Vouchers and Schedules of Payments.

Enter the amounts of advances collected as shown by Certifi-
cates of Deposit and the amounts of advances collected by
setoff as shown by Schedules of Voucher Deductions.

Whenever the unobligated balance of advances remaining in
the cash account of a Local Public Agency maintained pur-
suant to an advance contract is returned to the Regional
Office, the amount so returned shall be applied as a repayment
of the most recent disbursement, then the next most recent
disbursement, ete., made to the Liocal Public Agency. The
entire amount shall be applied against the principal only and
not against the outstanding interest accrual.

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

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

Enter the final date of the interest period. (See Section 7-1-4.)
Enter the number of days in the interest period in accordance
with Section 7-1-4.

Calculate the interest acerual as provided in Section 7-1-4
and enter the amount in this column.

Enter amounts of interest collected as shown by Certificates
of Deposit and collected by setoff as shown by Schedules of
Voucher Deductions.

Entries in column (10a) increase the previous balance in this
column and entries in column (11a) decrease the previous
balance.
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Subsidiary Records—Project Advance Record
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Administrative Practice Handbook—Field Service 7-10-20
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 20

SUBSIDIARY RECORDS—PROJECT TEMPORARY LOAN RECORD

_ The Project Temporary Loan Record, Form H-200.10, shall be estab-
lished upon receipt in the Regional Office of an original allocation order
bearing the approval of the Urban Renewal Commissioner.

The information to be recorded on each Project Temporary Loan
Record card maintained for a project shall be in accordance with the
following explanatory remarks which correspond to the parenthetical
numbers on Exhibit A (also, if appropriate, reference should be made
to the material in Seetion 7-10-11 and 7-10-32) :

(1)

Show date of entry.

(2) Enter the release dates of allocation orders (see instructions

(3)
(4)

()

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

Cite posting document or brief description of transaction.

Enter the amounts of the original allocation and increases
thereof as shown by approved allocation orders.

Enter the amounts of decreases in allocations as shown by
approved allocation orders or as shown by a Journal Voucher,
S.F. 1017G, which cancels the available contract commitment.
If an amendatory allocation order decreases the loan net alloca-
tion to an amount 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
Prevalidation of Proposed Project Temporary Loan Requisition
Under Private Financing, in an amount greater than the Avail-
able Contract Commitment that would be available under the
amendatory allocation order.

Also, if an amendatery allocation order provides for a decrease
in the loan allocation and the amount of the decrease exceeds the
available contract commitment, the amendatory allocation order
shall not be recorded in the Project Temporary Loan Record;
and the Administrative Division shall advise the Regional Direc-
tor of Urban Renewal by memorandum (with a copy to the
Division of Finance and Accounts), fully identifying the dis-
crepancy and requesting him to initiate corrective action.
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(6)

(7

(8)

9

Page 2

Subsidiary Records—Project Temporary Loan Record

Such request shall be noted on the related project record card
and shall be appropriately followed up by the Administrative
Division until correction is accomplished. Until the discrepancy
is corrected by an amendatory allocation order and an amend-
atory contract, 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 balance shown in
this column and entries in column (5) decrease the previous
balance.

Enter the amount of temporary loan and increases thereof as
shown by executed Loan and Grant Contract and amendments
thereto.

Enter the amounts of decreases or cancellations as shown in
executed Loan and Grant Contract amendments or as shown
by a Journal Voucher which cancels the available contract
commitment.

Enter in penecil the amount of the proposed transfer of funds
as shown on the retained copy of Form H-6205, Request for
Consent to Transfer Funds, upon determination by the Fiscal
Unit that the amount of such transfer does not exceed the
Available Contract Commitment (see item (b) below). If the
Available Contract Commitment is less than the proposed trans-
fer, no entry shall be made and the Request for Consent to
Transfer Funds shall be returned without prevalidation (see
item (c¢) below). The Fiscal Unit shall maintain a follow-up to
insure the prompt return of the signed original which when
received shall be used as the basis for the substitution 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 Repayment Fund to the Project Expenditures
Account.)

(a) The original and five copies of each Request for Consent to
Transfer Funds will be submitted by the Regional Director
of Urban Renewal to the Administrative Division prior to
signature by the Regional Administrator.

(b) If the amount of the proposed transfer of funds does not
exceed the Available Contract Commitment, the original
and two copies of the Request shall be stamped Prevalidated
Per Date One
of the prevalidated copies shall be retained for posting
purposes and the original and the remaining copies shall
be forwarded to the Regional Counsel.

(¢) If the Available Contract Commitment is less than the
amount of the proposed transfer of funds, the original and
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Subsidiary Records—Project Temporary Loan Record 7-10-20

(10)

(11)

(12)

(13)

(14)

(15)

9/25/61

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 Finance and Accounts.

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

Enter the amounts of temporary loan disbursements as shown
by Vouchers and Schedules of Payments, S.F. 1166, or where
setoffs are involved as shown by Schedules of Voucher Deduc-
tions, S.F. 1096.

Enter the amounts of temporary loans collected as shown by
Certificates of Deposit, S.F. 219, and amounts of temporary
loans collected by setoff as shown by Schedules of Voucher De-
ductions. (Collections by setoff are, in effect, from the project
repayment account.)

Enter the amounts of temporary loans collected as the result of
private financing 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) and Item B thereof
noted with the Certificate of Deposit number and the amount
of the collection.

Entries in column (11) inecrease the previous balance in this
column and entries in columns (12) and (13) decrease the
previous balance.

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) and
(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 Method of Repayment of Outstand-
g Preliminary Loans, has been noted that funds from sources
other than from preliminary or temporary loans will be de-
posited by the Local Public Agency with the Paying Agent,
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(16)

(17)

(18)

(19)

(20)

Subsidiary Records—Project Temporary Loan Record

enter in parentheses the amount of estimated interest included
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 and the interest to maturity
on the outstanding preliminary loan notes.*

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 second
paragraph of Item (15) above, enter in this column the prineipal
amount of private financing repaid, following receipt of the
telegram from the Paying Agent.!

Enter repayments as the result of Federal financing when notes
held in escrow fall out of escrow.

Entries in column (15) without parentheses increase the prev-
ious balance in this eolumn and entries in columns (16) and
(17) without parentheses and in column (15) in parentheses
decrease the previous balance.

Entries in columns (7), (13) and (17) without parentheses and

entries in parentheses in columns (15) and (20) increase the

previous balance in this column and entries without parentheses

in columns (8), (9), (11), (15) and (20) decrease the previous

balance. This column is not affected by entries in columns (12) .
and (16).

Enter the net decrease in the Available Contract Commitment
(TItem F, Form H-200.11, when shown without parentheses)
upon determination by the Fiscal Unit that the Available Con-
tract Commitment is not less than the amount required because
of the financing or refinancing (see item (b) below). If the
Available Contract Commitment is not sufficient, no entry shall
be made and the Form H-200.11 shall be returned without pre-
validation (see item (¢) below). Also if the amount of Item F,
Form H-200.11, is shown in parentheses, no entry shall be made
in this column at the time of prevalidation. Upon determina-
tion that the proposed financing or refinancing has been com-
pleted, or has been cancelled, any entry with respect to such
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 copies 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 can be obtained from the Requisi-
tion Agreement in connection with the escrow note being cancelled. The estimated interest in-
cluded in the escrow note being cancelled can be obtained by deducting the principal amount of
the preliminary loan note(s) being paid from the amount of the escrow note being cancelled.
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Records—Project Temporary Loan Record 7-10-20

(b) If the Available Contract Commitment is sufficient to cover
the additional amount required because of the financing or
refinancing, the original and the two copies 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.

(e) If the Available Contract Commitment is not sufficient to
cover the financing or refinancing, all copies of Form
H-200.11 shall be so noted. The original and one copy shall
be forwarded to the Fiscal Management Officer and the .
other copy retained for the files of the Fiscal Unit.

(d) 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 cancelled. The original of
Form H-200.11, noted to indicate completion or cancella-
tion, will be transmitted by the Fisecal Management Officer
to the Administrative Branch for recording as stated above.

As in the case of the Project Advance Record, the reverse of the

Project

Temporary Loan Record is divided 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 shown in the space provided under the designation
Interest Transactions. Only those transactions which pertain to Federal
financing, as shown on the face of the form, shall be recorded on the
reverse of the Project Temporary Loan Record.

(1a)
(2a)
(3a)
(4a)

(ba)

(6a)

(Ta)

(8a)
(9a)

9/25/61

Show date of entry.
Leave blank unless different from entry date.
Cite posting document or brief description of transaction.

Enter the amounts of temporary loan disbursements as shown
by Vouchers and Schedules of Payment.

Enter the amounts of temporary loan collected as shown by
Certificates of Deposit and collected by setoff as shown by
Schedules of Voucher Deductions.

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

Enter the beginning date of the interest period. (See Section
7-14.)

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

Enter the number of days in the interest period in accordance
with Section 7-1-4.

Page 5



7-10-20 Subsidiary Records—Project Temporary Loan Record

(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 shown by Certificates of
Deposit and collected by setoff as shown by Schedules of
Voucher Deductions.

(12a) Entries in column (10a) increase the previous balance in this
column and entries in column (1la) decrease the previous
balance.

Page 6 9/25/61
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EXHIBIT A

Project Temporary Loan Record

Subsidiary Records:
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EXHIBIT A (Page 2)
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Subsidiary Records—Project Temporary Loan Record 7-10-20

EXHIBIT B

H-200.11
(6-55)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TRE ADMINISTRATOR
SLUM CLEARANCE AND URBAN RENEWAL PROGRAN

PREVALIDATION OF PROPOSED PROJECT TEMPORARY LOAN
REQUISITION UNDER PRIVATE FINANCING

NAME OF LOCAL PUBLIC AGENCY PROVECT NUMBER

LOCATION OF PROJECT (City and Stete) CONTRACT NUMBER

Based upon Certification of Purposes dated o 19 ___and pertinent fiscal records.

A. AMOUNT OF PROPOSED NON-FEDEMAL FINANCING
(including estinated interest to be included in new eacrow ote)e o o v o o v o 0 0 o 8

HOW ITEN A ANOUNT WILL BE UTILIZED:
B. REPAYMENT OF PRINCIPAL OF PRESENT FEDERAL (DIRECT) FINANCING, IF ANY. . « « ¢ v s s + 8

REFINANCING OF PRESENT NON-FEDERAL (PRIVATE) FINANCING, IF ANY:

o

1, Face cmount of escrow note and Requisitien
Agreement to be canceled. + « « « ¢ ¢ 4 s s e 0000 s 8

)
2, (Less) Payments from Pnioel Temporary Lean
Repayment Fund (Prinelpal Ooly), Lf @GBY ¢ & ¢ o ¢ ¢ ¢ ¢ ¢t t  com———

3. Refinancing of present non-Federal financing (ftem C1 ainwe C2) « v o o o o o 4 o

D. PROJECT DEVELOPMENT COSTS ({ncluding interest, if any,
in connection with repayaent of present Federal and/or
Non-Federal financing)e « s o ¢ ¢ ¢ o o s s s o v s v 00 00+ 8

E. DIFFENENCE BETWEEN (1) ESTIMATED INTEREST IN NEW ESCRO¥ NOTE
AND (2) ESTIMATED INTEREST IN ESCROW NOTE TO BE CANCELED
(Show difference in parentheses if (2) is lerger then (1))0 o ¢ @ —

F. AMOUNT OF PROPOSED FINANCING TO BE CHARGED AGAINST AVAILABLE
CONTRACT LOAN COMMITMENT (Item D plus or minus Ites £)e o o o o o o o o o o o s o s o -

G. AMOUNT OF PROPOSED NON-FEDERAL FINANCING
(Sus of Items B, C3, and F) (Equels Item Ade o v v v v v v o v v o o n e mo o S

Clearance Initicls: Prevalidated:
Regional Counsel Date Regional Administrative Officer
Regional Director Date Date
of Urben Renewal

[l FINANCING TRANSACTION COMPLETED [] FINANCING TRANSACTION CENCELED

Signeture Date

6PO-87 8462

9/25/61



Administrative Practice Handbook—Field Service 7-10-21
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 21

SUBSIDIARY RECORDS—IDENTIFICATION OF DISBURSEMENTS AND
REPAYMENTS RECORDED ON PROJECT ADVANCE RECORD AND
PROJECT TEMPORARY LOAN RECORD WITH TREASURY NOTES

Interest on each note given to Treasury under the Slum Clearance and
Urban Renewal Program acerues on HHF A borrowings under the note
on the unrepaid principal amounts disbursed to Liocal Public Agencies
pursuant to advance and loan contracts from the date of disbursement 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 Account 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 (and therefore no further action is necessary) on each
subsidiary ledger card (Project Advance Record, Form H-200.8 or
Project Temporary Loan Record, Form H-200.10) as follows:

(1) Note A in the space after the title of each subsidiary ledger card
which on December 31, 1958, reflected an available contract com-
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 reflected a
contract commitment pursuant to a contract which was executed
during the six-month period ended June 30, 1959 (see Exhibit B).

(3) Note B-2 after the word 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 contract which was
executed during the six-month period ended December 31,
1959;

(b) an allocation order signed during the calendar year ended
December 31, 1959, which had not reached contract on that
date; or

(e) an amendatory allocation order signed during the calendar
year ended December 31, 1959 authorizing the amendment of

9/25/61 Page 1



7-10-21 Subsidiary Records

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 allocation order for an increase in advance or loan, signed
during the six-month period ended June 30, 1960. If an allocation
order or amendatory allocation order was signed during the six-
month period ended December 31, 1960, the identification Note
B-4 was inserted in the next open block. (See Exhibit C.) If an
allocation order or amendatory allocation order 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 B-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, 1962, etc., respectively.

The instructions above beginning with item (4) do not apply if an
amendatory allocation order authorizes the amendment of a contract
which was executed prior to January 1, 1959. Such amendatory alloca-
tion orders are always identified with Note A instead of the note identi-
fication applicable to the six-month period in which the allocation order
is signed.

If an allocation order is cancelled before going to contract, or if
the contract is cancelled 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.

Page 2 9/25/61
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EXHIBIT A

Subsidiary Records
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Administrative Practice Handbook—Field Service 7-10-22
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 22

SUBSIDIARY RECORDS—IDENTIFICATION BY INTEREST RATE OF AMOUNTS
RECORDED ON PROJECT TEMPORARY LOAN RECORD

Each amount entered on a Form H-200.10, Project Temporary Loan
Record, in eolumns (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 when entered in the above-listed
columns shall be identified by interest rates.

The following explanatory remarks will assist in the identification of
amounts shown on the Form H-200.10 by interest rates:

(a) The interest rate applicable to an amount entered in column (4)
will be the same as the interest rate in the contract or contract
amendment 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.

(e¢) The interest rate applicable to an amount in column (7) can be
determined from the contract or amendment thereto on which
the entry is based.

(d) An amount entered in column (8) shall be considered as redue-
ing first the most recent contract increase, then the next most
recent contract increase, ete., until the full amount has been
identified by interest rate unless the amendment specifies the
interest rate.

(e) An amount entered in column (9), representing an approved
Transfer of Funds from the Project Temporary Loan Repayment
Fund to the Project Expenditures Account, shall be applied first
to the reduction of the most recent contract increase, then to the
next most recent contract increase, ete., until the full amount has
been identified by interest rate.

9/25/61 Page 1
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(i)

Page 2

Subsidiary Records—Identification by Interest Rates of
Amounts Recorded on Project Temporary Loan Record

An amount entered in column (11) can be identified by interest
rate by referring to both the date and amount on the reverse of
Form H-200.10 where 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.

An amount entered in column (12) can be identified by interest
rate by referring to both the date and amount on the reverse of
Form H-200.10. (Such repayments do not restore contract
availability.)

An amount entered in column (13) can be identified by interest
rate by referring to both the date and amount on the reverse of
Form H-200.10. (Amounts appearing in column (13) do restore
contract availability.)

Columns (15), (16) and (17) shall be analyzed to determine the
applicable interest rates. To accomplish this, the dates applicable
to entries in columns (11), (12) and (13), together with the dates
applicable to entries in columns (15), (16) and (17), must be
considered in chronological order.
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Administrative Practice Handbook—Field Service 7-10-23
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 23

SUBSIDIARY RECORDS—PROJECT CAPITAL GRANT RECORD

The Project Capital Grant Record, Form H-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.

Form H-695, Project Reservation of Capital Grant Funds, 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 Record, shall be established upon
receipt of such form. The plan number followed by the words (First
Project) shall be entered on the Project Capital Grant Record in the
space after Project No.

The information to be recorded on each Project Capital Grant Record
card maintained for a project shall be in accordance with the following
explanatory remarks which correspond to the parenthetical numbers on
Exhibit A (also, if appropriate, reference should be made to the material
in Sections 7-10-31 and 7-10-32) :

(1) Show date of entry.

(2) Enter the release dates of Project Reservations of Capital Grant
Funds and allocation orders (see instructions in Section 7-10-30)
or the effective dates of contract, contract amendments, disburse-
ments, ete.

(38) Cite posting document or brief description of transaction.

(4) Enter the amount of original reservation as shown by an
approved Project Reservation of Capital Grant Funds and in-
creases thereof as shown by approved Project Reservations of
Capital Grant Funds and allocation orders. Beginning with the
issuance of the original allocation order, increases in reservation
will be made on allocation orders and the amount of the increase
can be determined therefrom.?

(5) Enter the amounts of reservations cancelled or decreases in
reservations as shown on approved Project Reservations of Cap-
ital Grant Funds and allocation orders or as shown by a Journal
Voucher, S.F. 1017G, which cancels the undisbursed contract

1T1f after posting an original allocation order, the net reservation does not agree with the
net allocation, the Division of Finance and Accounts shall be promptly advised by fully
identifying the difference and the related documents.
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(6)

(7)

(8)
(9)

(10)

(11)

Subsidiary Records—Project Capital Grant Record

commitment. Beginning with the issuance of the original alloca-
tion order, decreases in reservations will be made on allocation
orders and the amount of decrease can be determined therefrom.*
If an amendatory allocation order decreases the capital grant
reservation balance and the net allocation to an amount less than
the contract amount, the Project Capital Grant Record shall be
appropriately noted to preclude disbursement of capital grant
funds in excess of the amount of the reduced net allocation 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 Local Public Agency
by the Federal Government under the related contract, the
Administrative Branch shall advise the Regional Director of
Urban Renewal by memorandum (with a copy to the Division
of Finance and Accounts) fully identifying the discrepancy
and requesting him to initiate corrective action. Such request
shall be noted on the related project record card and shall be
approprlately followed up by the Administrative Branch until
correction is accomplished. Until the diserepancy is corrected by
an amendatory allocation order, and an amendatory contract,
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) 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.

Enter the amount of original allocation as shown on an approved
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 will always
represent the current net allocation.

Enter amounts of original contract and increases thereof as
shown by executed contract and amendments thereto.

Enter decreases in amounts of contract as shown by executed
contract amendments or as shown by a Journal Voucher which
cancels the undisbursed contract commitment.

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

Enter amounts of capital grants disbursed as shown by Vowuchers
and Schedules of Payments, S.F. 1166, or where setoffs are
involved as shown by Schedules of Voucher Deductions, S.F.
1096. Tf the Requisition for Capital Grant Payment indicates
that the disbursement is in connection with Major Completion,

11f after posting an original allocation order, the net reservation does not agree with the
net allocation, the Division of Finance and Accounts shall be promptly advised by fully
identifying the difference and the related documents.

Page 2
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Subsidiary Records—Project Capital Grant Record 7-10-23

the entry for the disbursement shall be cross-referenced to the
notation Major Completion which shall be shown in the Remarks
block.

(12) Entries in column (8) increase the previous balance in this
column and entries in columns (9) and (11) decrease the pre-
vious balance.

When a proposed redevelopment or urban renewal plan revision will
require the issuance of either (1) an amendatory allocation order or (2)
an amendatory allocation order and a revised contract increasing the
amount of the capital grant, the Commissioner will establish on a
Project Reservation of Capital Grant Funds a project reservation in an
amount cqual to the difference between the amount of the existing capi-
tal grant allocation or contract and the amount of the ultimate capital
grant requirement as a result of such revision. Upon approval by the
Commissioner of the revised redevelopment or urban renewal plan, an
allocation order will be executed if required, revising the capital grant
allocation.

Ttems (4) and (5) of the instructions under this heading provide that
after the issuance of the original allocation order increases or decreases
in capital grant reservations will be made only on allocation orders.
Since, as stated above, a revised Project Reservation of Capital Grant
I"unds will be issued whenever a revised redevelopment or urban renewal
plan inercases the amount of the ultimate capital grant requirements,
the following additional instructions are necessary in those instances
where a capital grant allocation order previously has been issued :

(1) Upon receipt of such a revised Project Reservation of Capital
Grant Funds a separate section titled Special Posting—Revised
Project Redevelopment Plan shall be established on the Project
Capital Grant Record for the particular project. (See Exhibit B).
The amount of the additional capital grant reservation as shown
on the revised Project Reservation of Capital Grant Funds
shall be recorded in this separate section in accordance with the
instructions under this heading for recording approved Project
Reservations of Capital Grant Funds.

(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 (4) of the Special Posting section thus reducing the
amount in column (6) of such section to zero. (See Exhibit B.)

(3) After the entry in (2) above has been made, enter the amount of
the increase in allocation as shown on the amendatory allocation
order in the upper section of the Project Capital Grant Record
in column (4). (See Exhibit B.)

As previously stated, this procedure relative to revised redevelopment
or urban renewal plans shall be followed only in the event that an
amendatory allocation order will be required upon approval of the
revised plan.
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Subsidiary Records—Project Capital Grant Record
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Administrative Practice Handbook—Field Service 7-10-24
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

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
the 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 accordance with the following
explanatory remarks which correspond to the parenthetical numbers on
Exhibit A of this section. (Also, if appropriate, reference should be
made to the material in Section 7-10-32.)

(1)
(2)

(3)
(4)

()

12/5/61

Show date of entry.

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

Cite posting document or brief description of transaction.

Enter the amount of the original allocation for relocation grant
and increases thereof as shown by approved allocation orders.
(Project Reservations of Capital Grant Funds will not be used
in connection with relocation grants.)

Enter decreases in allocations as shown by allocation orders or
as shown by a Journal Voucher, S.F. 1017G, which 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 preclude an additional disbursement of relocation
grant funds in excess of the amount of the reduced net allocation
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 Local Public Agency by the
Federal Government under the related contract, the Adminis-
trative Branch shall advise the Regional Director of Urban
Renewal by memorandum (with a copy to the Division of Fi-
nance and Accounts) fully identifying the discrepancy and re-
questing him to initiate corrective action. Such request shall be
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7-10-24

(6)
(N

(8)

(9)

(10)

(11)

(12)

Page 2

Relocation Grant Record

noted on the related project record card and shall be appropri-
ately followed up by the Administrative Branch until correction
is accomplished. Until the diserepancy is corrected by an
amendatory allocation order, and an amendatory contract, 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 balance in this
column and entries in eolumn (5) decrease the previous balance.

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 column (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.

Enter the amount of the relocation grant as shown in the
original contract and increases thereof as shown by executed
contracts and amendments thereto.

Enter decreases in the amount of the relocation grant as shown
by executed contract amendments or as shown by a Journal
Voucher which cancels the undisbursed contract commitment.

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

Enter amounts of relocation grant payments as shown by
Vouchers and Schedules of Payments, S.F. 1166, or where setoffs
are involved as shown by Schedules of Voucher Deductions,
S.F. 1096.

Entries in column (8) inecrease the previous balance in this
column and entries in columns (9) and (11) decrease the
previous balance.
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Administrative Practice Handbook—Field Service 7-10-25
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 25

SUBSIDIARY RECORDS—COMMUNITY RENEWAL GRANT RECORD

The Community Renewal Grant Record shall be established upon
receipt in the Regional Office of an original Community Renewal Grant
allocation order bearing the approval of the Urban Renewal Commis-
sioner, or his designee. Form H-200.20 has been adapted for use as the
Community Renewal Grant Record.

The information to be recorded on each Community Renewal Grant
Record card maintained for a project shall be in accordance with the
following 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)
(2)

(6)
(1)
(8)

9/25/61

Show date of entry.

Enter 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 amendment to such contract.

Cite posting document or brief deseription of transactions.

Enter amount of grant allocation and inecreases thereof as shown
on the allocation order.

Enter decrease in amount of grant allocation as shown on an
amendatory allocation order, or as shown by the Journal
Voucher, S.F. 1017G, cancelling the undisbursed contract com-
mitment, which was prepared following receipt of the Certificate
of Completion and Final Cost, Form H-6440. If an amendatory
allocation order decreases the net allocation to an amount less
than the contract amount, the Community Renewal Grant
Record shall be appropriately noted to preclude an additional
disbursement of community renewal grant funds in excess of the
amount of the reduced net allocation as provided by the amenda-
tory allocation order.

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 an
executed contract and executed amendments thereto.

Enter decreases in amount of grant as shown by executed con-
tract amendments and amendatory allocation orders on termi-
nated projects, or as shown by the Journal Voucher which can-
cels the undisbursed contract commitment, prepared following
receipt of the Certificate of Completion and Final Cost.
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7-10-25

(9)
(10)

(11)

(12)

(13)

(14)

(15)
(16)

(17)

Page 2

Subsidiary Records—Community Renewal Grant Record

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

Enter the amount of grant funds disbursed as shown by a
Voucher and Schedule of Payments, S.F. 1166.

Enter the amount of grant funds transferred to Accounts Re-
ceivable as shown on an Invoice, Form H-216. (This does not
refer to those invoices on which no amounts are shown.)

Enter the amount of grant funds refunded by the Public Body
as shown on a Certificate of Deposit, S.F. 219. (This refers to
amounts which had not been previously transferred to Accounts
Receivable.)

Entries in column (10) increase the previous balance in this
column and entries in columns (11) and (12) decrease the
previous balance.

Entries in columns (7), (12) and (16) increase the previous
balance in this column and entries in columns (8) and (10)
decrease the previous balance.

Enter the amount of grant funds transferred to Accounts Re-
ceivable as shown by Invoices.

Enter amount of Aeccounts Receivable collected as shown by
Certificates of Deposit.

Entries in column (15) increase the previous balance in this
column and entries in column (16) decrease the previous
balance.
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Administrative Practice Handbook—Field Service 7-10-30
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 30

MEMORANDUM RECORD OF RELEASE AND POSTING DATES

‘When the Urban Renewal Commissioner advises the Local Public
Agency or Public Body, by telegram of his approval of an allocation
order or reservation, a teletype is dispatched to the Regional Office
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 determined 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 project records on
release dates.

An allocation order or reservation received in the Administrative
Branch shall be posted in the project records on a date which conforms
to the release date. For example, if the document was approved on April
29 but the release date shown in the teletype advice was May 2, the trans-
action should not be taken into the 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 with a release date specified as April 29, should be posted as an
April transaction and reflected in the report on Form H-200.13 for the
project as of the close of business April 30. In the latter case, as well as
in all other cases where the related document is not received on the re-
lease date, the project record should be posted on the release date and
such posting verified when the document is received. The Director,
Administrative Branch, on the basis of advance notice of release dates
received by him from the Regional Administrator, will be able to control
the posting of documents and thus avoid the inclusion of a transaction
in a month which does not conform to the release date.

The following memorandum record shall be maintained by the Admin-
istrative Branch in each Region to insure that allocation orders and
reservations are always posted to project records on the same date as the
release date:
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7-10-30

Memorandum Record of Release and Posting Dates

SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
MEMORANDUM RECORD OF RELEASE AND POSTING

DATES—ALLOCATIONS AND RESERVATIONS

REGION NO.
(1) (2) (3) (4) (5) (6) (7)
Program
or Amount|Amount| Amount
Project |Release |Posting| (Form | (Form |(CRP Alloca-
No. Date | Date |H-695) | H-687) | tion Order) | Remarks
(1) Show Program or Project Number.

(2)
(3)

(4)
)
(6)
(M

Show release date.

Indicate posting date to program or project records which shall
always conform to release date.

Show amount of reservation and increase or decrease thereof.
Show decreases in parentheses.

Show amount of allocation and increase or decrease thereof.
Show decreases in parentheses.

Show amount of allocation and increase or decrease thereof.
Show decreases in parentheses.

Indicate whether 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, Administrative Branch,
shall furnish 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 during the month
then ended. Form H-96, Memorandum, may be used for this purpose.
Such advices shall be prepared and transmitted in sufficient time to
reach the Division of Finance and Accounts not later than the third
business day following the close of the month.

Page 2
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Administrative Practice Handbook—Field Service 7-10-31
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 31

TERMINATIONS

Program procedures have been prescribed 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 Local Public
Agency, and (2) where a contract for survey and planning has been
executed with 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 Reservation of Capital Grant Funds, 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, decreases 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 Project Advance 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 Administrative Branch indicating a reduction in the
amount of the existing allocation and contract 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 contract 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, acerued 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 Uncollectible Advance, shall be transferred
promptly to the Division of Finance and Accounts by Inter Office Trans-
fer Voucher, Form H-219, prepared in accordance with Exhibit A after
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7-10-31 Terminations

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 Section 7-10-9). The applicable Treasury Note
identification shall be shown for each disbursement and repayment (if
any) shown on the Inter Office Transfer Voucher. Related fiscal and
accounting files and records shall be retained in the Regional Office.

If a terminated project is reactivated, or if provision is made 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
Transfer Voucher (see Transaction No. 31, Section 7-10-57), transfer to
the applicable Regional Office the amount of such advance and the
accrued interest thereon computed through the end of the month pre-
ceding the month in which such transfer is made.
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Terminations

EXHIBIT A

7-10-31

H-219 (3-51)

TRANS. YOUCHER WO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE APMINISTRATOR

DATE 1SSUED

INTER OFFICE TRANSFER VOUCHER

ISSUING OFFICE MONTH RECORDED

(Location and number of Region)

RECEIVING OFFICE MONTH RECORDED

Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
SLUM CLEARANCE AND URBAN RENEWAL PROGRAM
86403k

To transfer the amount of Advance outstanding plus accrued Interest Receivable
thereon, and related current fiscal year interest earned on terminated project

(number and name of groéect!. Advance determined to be uncollectible by URA
Commissioner on 11-25-53 and interest computed through that date.

Accrued Interest Current Fiscal Year
Advances Receivable Interest Earned
$103,189.48 $2,694 .36 $1,344.98
e ——
ADVANCES
Rate 3%:
Date Disbursed Repaid Note Identification
1- 3-57 $16,122.00 $ A
10-10-57 14,800.00 A
11-13-57 7,308.00 A
1-28-58 900.00 A
3-25-58 6,710.,00 A
6-12-58 29,160.00 A
9-19-58 3,789.52 A
Rate 3-1[2ﬁ:
6-12-58 31,979.00 A
$106,979.00 $3,789.52
[ e
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
331.51 $104,538.86
b11.41 1,344.98
111,41 103,189.48
121.41 2,694.36
(See [Transaction Nod 30,
Sectfion 7-10-57)

SIGNATURE SIGRATURE

5/4/64



Administrative Practice Handbook—Field Service 7-10-32
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 32

CANCELLATIONS

CANCELLATION OF UNDISBURSED SURVEY AND/OR PLANNING ADVANCES

Upon completion of the activities under a contract for survey and
planning, General Neighborhood Renewal Plan or Feasibility Survey,
the cancellation of the undisbursed commitment, if any, will be author-
ized by Form II1-6304, Allocation Order for Survey and Planning,
signed by the Regional Administrator, or his designee. Provision has
been made so that if any other Old Law 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 Law
completed project (undisbursed advance) may be transferred to any
such Old Law projects on which the planning work has not been com-
pleted, provided that the amount transferred to such project will not
increase the planning advance available to that project in excess of its
planning budget. Entries in the applicable Advance Record shall be
made as provided in Ttems (4), (5), (7) and (8), Section 7-10-19.

CANCELLATION OF UNDISBURSED CAPITAL GRANT AND LOAN BALANCES

An approved original Form H-6204, Certificate of Completion and of
G'ross and Net Project Cost, will be submitted to.the Regional Director,
Administrative Branch, and the 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 H-6204 will serve as authority to cancel the undisbursed Project
Capital Grant, Relocation Capital Grant or Lioan contract commitments
as shown by the applicable project record card (except that in those
cases where a supplemental Completion Certificate is required because 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 Certifi-
cate of Completion). Cancellations shall be documented by Journal
Vouchers, S.F.1017G, prepared in duplicate in accordance with Exhibits
A, B or C as appropriate. Instructions for the postings to be made to the
appropriate project records are contained in Sections 7-10-20, 7-10-23
and 7-10-24. The duplicate copy of each Journal Voucher shall be for-
warded promptly to the Division of Finance and Accounts for use as the
basis for entry in the control records.
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7-10-32 Cancellations

CANCELLATION OF UNDISBURSED COMMUNITY RENEWAL GRANT BALANCES

Upon completion of a Community Renewal Program a Form H-6440,
Certificate of Completion and Final Cost (Community Remewal Pro-
gram), 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 made to the Public Body
or a refund of grant funds previously disbursed has been received from
the Public Body, a Journal Voucher 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-
munity Renewal Grant Record and the copy shall be forwarded to the
Division of Finance and Accounts for appropriate entry in the control
records.
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Cancellations

EXHIBIT A

7-10-32

Standard Form No. 1017G
9 GAO 1030
1017-804

JOURNAL VOUCHER

Date

J. V. No.

REFERENCE

EXPLANATION

DEBIT

CREDIT

Slum Clearance and Urban Renewal Progran

86xL03L

Name of Local Public Agency
Project No.
Contract No.

Postings to Subsidiary Project
Temporary Loan Record (Form H-200.10)

Column (5) $25,000.00
Column (8) 25,000.00

(A decrease of $25,000.00 in columns
(6), (10) and (19) will result from
the above postings.)

To cancel the available Contract
Cormitment (column (19) - Form
H-200.10) of $25,000,00 remaining
after final grant disbursement
documented by S.F. 1166 No. .
Executed Form H-620L, Certificate
of Completion and of Gross and Net
Project Cost, has been received.

Totar,

Prepared by

(Signature)

Approved by

(8iguature)

(Title)

U5, GOVERNMENT PRINTING OFFICE . 114—O-503318

(Title)
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7-10-32

EXHIBIT B

Cancellations

Standard Form No. 1017Q
9 OA0 100

1017-804

JOURNAL VOUCHER

Date

JVoNO e

REFERENCE

EXPLANATION

DEBIT

CREDIT

Slum Clearance and Urban Renewal Program
86XLO3L

Name of Local Public Agency
Project No.
Contract No. _

Postings to Subsidiary Project Capitall
Grant Record (Form H-200.9):

Column (5) $20,000.00
Column (9) 20,000.00

(A decrease of $20,000.00 in columns
(6), (1), (10) and (12) will result
fron the above postings.)

To carcel the undisbursed project
capital grent contract commitment
of £20,000.00 (column (12) - Form
H-200.9) remaining after final
grant disbursement documented by
S.7. 1166 No. . Executed
Form #4-620L, Certificate of Com-
pletion and of Gross and Net
Project Cost, has been received.

Toray,

Prepared by

(signature)

Approved by

(Siguature)

(Tive)

U5 GOVERMMENT PRINTING OFFICE 1999—0-505318

(Title)
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Cancellations 7-10-32

EXHIBIT C

Standard Form No. 1011G
9 040 10630
1017804

JOURNAL VOUCHER
J. V. NO. e

Date

REFERENCE EXPLANATION DEBIT CREDIT

Slum Clearance and Urban Renewal Progran
86XL03kL

Name of Local Public Ac«ency
Project No.
Contract No.

Postings to Subsidiary Relocation
Grant Record (Form 4-200.9):

Column (5) $5,000.00
Column (9) 5,003,00

(A decrease of $5,000.00 in columns
(6), (7), (10) and (12) will result
from the above postings.)

To cancel the undisbursed relocation
grant contract commitment of $5,000,00)
(column (12) - Form H-200.9) remaining
after final grant disbursement docu-
mented by S.F. 1166 MNo. .
Execated Form H-620L, Certificate of
Completion and of Gross and Net Froj-
ect Cost, has been received,

Torar,

Prepared by Approved by

(Signature) (S guature)

(Titke) (Tule)

U. 5. GOVERNMENT PRINTING OFFICE . 19%—0-505218
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7-10-32

Cancellations

EXHIBIT D

Form No. 10170
9 QA0 1030
1017-804

JOURNAL VOUCHER

. VNG csssisomnsnsisissssosses

Date

REFERENCE EXPLANATION DEBIT CREDIT

Community Renewal Program
86x403k

Name of Public Body
Address

Program No.
Contract No.

Subsidiary Community Renewal Grant
Record posting (Form H-200.20):

Column (5) $500.00
column (8) 500.00

(A decrease of $500.00 ir. columns (6),
(9) and (14) will result from the above
postings.)

To cancel the undisbursed commitment
(column (14) - Community Renewal Grant
Record) after final grant disbursement
on (date) , S.F. 1166 No.

(or upon receipt of refund from Public
Body) .

Executed Form H-64L0, Certificate of
Completion and Final Cost (Community
Renewal Program), has been received.

ToraL,

Prepared by App by

(Signature) (Signature)

(Title) (Title)

U, 5. GOVERNMENT PRINTING OFFICE . 19%—0-505318
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Cancellations

EXHIBIT E

7-10-32

Standard Form No. 1017Q
9 QAG 1030
1017-804

JOURNAL VOUCHER

Date

J.V.No. e

REFERENCE

EXPLANATION

DEBIT

CREDIT

Name of Public Body
Address
Project No.

postings.)

Record) after final grant disbursement

Demonstration Grant Program
86xL03k

Contract No.

Subsidiary Demonstration Grant Record
posting (Form H-200,20):

Column (5) $650.20
Column (8) 650.00

(A decrease of $650.00 in columns (6),
(9) and (14) will result from the above

To cancel the undisbursed commitment
(column (14) - Demonstration Grant

on (date) , S.F. 1156 No.
(or upon receipt of refund from Public
Body.)

Executed memorandum of findings setting
forth the final audited costs has been
received.

ToraL,

Prepared by

(Slgnsture)

Approved by

(Biguature)

(Titke)

U5, GOVERNMENT PRINTING OF FXCT . 1956—0-505318

(Tuke)
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Administrative Practice Handbook—Field Service 7-10-40
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

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 7-10-42 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 submitted for that project. For ex-
ample, if no transactions are recorded on any of the subsidiary project
record cards pertaining to project (A) during 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 complete in every respect. A current file of
project reports, which shall include only the most recent report prepared
for each project, shall be maintained in each Regional Office.
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Administrative Practice Handbook—Field Service 7-10-41

Part 7.

Accounting and Fiscal Procedures

Chapter 10. Slum Clearance and Urban Renewal Program

Section 41

REPORTS—STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month after all entries for the month have been
posted :

(1)

(2)

(3)

9/25/61

the balances for Advances, Accrued Interest Receivable—Ad-
vances, Temporary Loans and Accrued Interest Receivable—
Temporary Loans as shown by the subsidiary advance and loan
record cards;

the disbursements that have been made for Project Capital and
Relocation Grants as shown by the subsidiary project capital
grant and relocation grant record cards; and

the balances 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 then be taken and reported on Form H-200.12, Statement of
General Ledger 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.
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REPORTS—STATEMENT OF GENERAL LEDGER BALANCES 7-10-41
HOUSING AND HOME FINANCE AGENCY ¥-200.12
OFFICE OF THE ADNINISTRATOR (u-61)
SLUM CLEARANCE AND URBAN RENEVAL PROGRAM
STATEMENT OF GENERAL LEDGER BALANCES
as of P |
Region
ACCOUNT
NUMBER ACCOUNT TITLE AMOUNT
DEBITS
101.11 Cash in Transit (1)
101.12 | Cash 2)
101.13  [Cash - Inspection ond Audit Fees ()
101.14 | Caeh - Gront Funds [T
111.16 | Temporary Loans (5)
111,41 Advances 5)
121.16 [ Accrued Interest Receivable - Temporary Loans (]
121.41 Accrued Interest Receivable - Advances (8)
131.22 | Accounts Neceivable - Inspection ond Audit Fees 9
131.25 Accounts Receivable - Demonstration Crants (10)
131.26 | Accounts Receivoble - Community Reneval Grants (1)
12)
113)
(14)
Total Debits asy
CREDITS
201.11 [ Aécounts Payable (16)
221.12 Inspection and Audit Fees an
221.19 [ Courtesy Deposits (18)
+321.22 | Cumulative Project Capital Granta 9)
*321.23 Cumulative Relocation Grants (20)
*321.25 Cumulative Demonstration Grants (21)
©321.26 | Cumulatlve Community Remewal Grants (22)
331.51 | Reglonal Office Books - Account with Central Office (23)
411,16 Interest Earned - Temporary Loans 24)
411.41 Iaterest Earned - Advances (25)
*541.12 | Project Capital Grante (26)
*541.13 | Relocation Grante (27)
*541.1% Demonstration Grants (28)
*541.16 | Community Renewal Grants (29)
(30)
Q1
132)
Total Credits )
Date submitted PR § [— Certified correct
* Indicates negative ltem,
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Administrative Practice Handbook—Field Service 7-10-42
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 42

REPORTS—PROJECT CAPITAL GRANTS, ADVANCES AND LOANS

A separate Form H-200.13, Project Capital Grants, Advances and
Loans (Exhibit A) shall be submitted by individual 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 (4) of the separate report. (See Exhibit B
of this section and Exhibit B of Section 7-10-23.) However, such sepa-
rate report shall not be prepared if the amendatory allocation order
issued in connection with a revision in an approved redevelopment or
urban renewal plan is recorded in the same month as the reservation.
‘When the amendatory allocation order is received and recorded in a
month subsequent to the month in which the reservation was recorded
and reported, a Form H-200.13 shall be prepared to show the change
in the upper section of the Project Capital Grant Record. 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 outstanding advance and accerued
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-
NATED and the date of termination shall be shown on the report.

The reservation established for the project which 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—Project Capital Grants, Advances and Loans

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 H-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).

All the information necessary to prepare Forms H-200.13 shall be
obtained from the subsidiary ledger cards maintained for each project ;
namely, the Advance, Loan 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 Liocal Public 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 sinee prior report
as shown in column (4) 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 H-200.9.

(¢) Enter difference between items (6) (a) and (6) (b) If item
(6) (b) exceeds item (6)(a), show the difference in paren-
theses or if item (6) (a) exceeds item (6) (b), show the dif-
ference 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 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), show difference in parentheses
or if item (6) (e) exceeds item (6) (f), show difference 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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Reports—Project Capital Grants, Advances and Loans 7-10-42

(i) Enter difference between Undisbursed Contract Commit-

(7)(a)

(b)
(e)

(d)
(e)
()

The

ment as shown by prior report and Undisbursed Contract
Commitment as shown by current report. If Undisbursed
Contract Commitment as shown by prior report is greater
than Undisbursed Contract Commitment as shown by cur-
rent report, show difference in parentheses or if the reverse
is true, show difference without parentheses.

Enter amount of increase of Allocation since prior report
as shown in column (4) of Form H-200.8, Project Advance
Record.

Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form H-200.8.

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.

Enter amount of increase of Contract since prior report as
shown in column (7) of Form H-200.8.

Enter amount of decrease of Contract since prior report as
shown in column (8) of Form H-200.8.

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.

use of items (g), (h) and (i) is no longer necessary.

(3) Enter amount of disbursement(s) since prior report as shown

(k)

in eolumn (13) of Form H-200.8.

Enter amount of repayment(s) since prior report as shown
in column (14) of Form H-200.8.

(1) Enter difference between items (7) (j) and (7) (k). If item

(m)

(8)(a)

12/5/61

(b)
(e)

(7) (k) exceeds item (7)(j), show difference in parentheses.
If item (7)(j) exceeds item (7)(k), show difference with-
out parentheses.

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. If
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 difference without
parentheses.

Enter amount of increase of Allocation since prior report
as shown in column (4) of Form H-200.10, Project Tempo-
rary Loan Record.

Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form H-200.10.

Enter difference between items (8) (a) and (8) (b). If item
(8) (b) exceeds item (8) (a), show difference in parentheses.
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Page 4

(d)
(e)

(£)
(2)

(h)

Reports—Project Capital Grants, Advances and Loans

If item (8) (a) exceeds item (8) (b), show difference without
parentheses.

Enter amount of increase of Contract since prior report as
shown in column (7) of Form H-200.10.

Enter amount of decrease of Contract because of cancel-
lation since prior report as shown in column (8) of Form
H-200.10.

Enter amount of decrease of Contract since prior report
as shown in column (9) of Form H-200.10.

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)(d) ex-
ceeds items (8) (e) plus (8)(f), show difference without
parentheses.

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

()

(k)

Loan Repayment Fund since prior report as shown in
column (12) of Form H-200.10.

Enter amount of Repayment(s) from Private Financing
sinece prior report as shown in column (13) of Form
H-200.10.

Enter difference between items (8)(h) and items (8)(i)
plus (8)(j). If items (8)(1) plus (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.

(1) Enter the amount of additions to Eserow Notes since prior

(m)

(n)

(0)

(p)

report as shown in column (15) of Form H-200.10.

Enter amount of Repayment(s) from Project Temporary
Loan Repayment Fund since prior report as shown in
column (16) of Form H-200.10.

Enter amount of Repayment(s) from Federal Financing
since prior report as shown in column (17) of Form
H-200.10.

Enter difference between item (8)(1) and items (8)(m)
and (8)(n). If items (8)(m) plus (8)(n) exceed item
(8) (1), show difference in parentheses. If item (8)(1) ex-
ceeds items (8)(m) plus (8)(n), show difference without
parentheses.

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. If
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
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Reports—Project Capital Grants, Advances and Loans 7-10-42

parentheses, or if the reverse, show 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
(1) exceeds (2), show difference without parentheses, or if
reverse, show difference with parentheses.

Instructions for column (12)—Items (6) (a) through (8)(q):
(6)(a) Foot column (4) of Form H-200.9, Project Capital Grant

Record, and enter total here.
(b) Foot column (5) of Form IH-200.9 and enter total here.
(¢) Enter balance from column (6) of Form H-200.9.
(d) Enter Net Allocation from column (7) of Form H-200.9.
(e) Foot column (8) of Form H-200.9 and enter total here.
(f) Foot column (9) of Form H-200.9 and enter total here.
(g) Enter balance from column (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 (4) of Form H-200.8, Project Advance Record,

and enter total here.
(b) Foot column (5) of Form H-200.8 and enter total here.
(¢) Enter balance from column (6) of Form H-200.8.
(d) Foot column (7) of Form H-200.8 and enter total here.
(e) Foot column (8) of Form H-200.8 and enter total here.
(f) Enter balance from column (9) of Form H-200.8.
(g) Foot column (10) of Form H-200.8 and enter total here.
(h) Foot column (11) of Form I-200.8 and enter total here.
(i) Enter balance from column (12) of Form H-200.8.
(3) Foot column (13) of Form H-200.8 and enter total here.
(k) Foot column (14) of Form H-200.8 and enter total here.
(1) Enter balance from column (15) of Form H-200.8.

(m) Enter Available Contract Commitment from column (16)
of Form H-200.8.

(8)(a) Foot column (4) of Form H-200.10, Project Temporary

12/5/61

Loan Record, and enter total here.
(b) Foot column (5) of Form H-200.10 and enter total here.
(e) 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.
(£) Foot column (9) of Form H-200.10 and enter total here.
(g) Enter balance from column (10) of Form H-200.10.
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7-10-42 Reports—Project Capital Grants, Advances and Loans

(h) Foot column (11) of Form H-200.10 and enter total here.
(i) Foot column (12) of Form H-200.10 and enter total here.
(3) Foot column (13) of Form H-200.10 and enter total here.
(k) Enter balance from column (14) of Form H-200.10.

(1) Foot column (15) of Form H-200.10 and enter total here.
(m) Foot column (16) of Form H-200.10 and enter total here.
(n) Foot column (17) of Form H-200.10 and enter total here.
(o) Enter balance from column (18) of Form H-200.10.

(p) Enter Available Contract Commitment from column (19)
of Form H-200.10.

(q) Foot column (20) of Form H-200.10 and 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.)

9) Enter the date the report is transmitted to the Division of
Finance and Accounts.

(10) The Director, Administrative Branch, or his designee, shall
certify the report.
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Reports—Project Capital Grants, Advances and Loans

EXHIBIT A

7-10-42

HOUSING AND EOME FINANCE AGENCY H-200.13
Slum Clearance and Urban Renewal Program (5-59)
PROJECT CAPITAL GRANTS, ADVANCES AND LOANS

(1) Period ended , 19 (4) Region No.

(2) MNeme (5) Project No.

(3) Location Amount of Total of Bal-

Change Since ance as of
Prior Report Above Date
(6) capital Grants (11) (12)
a) Reservation-Increase ... $
-Decrease co.e

c) -Balance .....

(d) Net Allocstion .....

(e) Contract-Increase ..
-Decrease ....

g) -Balance ...

(h) Disbursements oe.....

(1) Undisbur. Contract Comm..

(7) Advances
a) Allocation-Increase .....

c) ~Balance ..

(d) Coatract-Increase se.uvss
-Dncrease ..

f) ~Balance seceeens

(S) Contract Avail.-Increase.
-Decrease.

g ) -Balance .
J) Principal-Disbursement ..
-Repayment .....

-Balance ..eee0e

1)
(m) Avail. Contract Comm. ...

(8) Temporary Loans
Za; Allocation-Increase .....

(b) -Decrease .....

d) Contract-INCrease so.s.ss
-Cancellations ..
(f) “WBLVErS seeeenen

(g) -Balance .
(h) Fed.Fin.-Disbursements ..
-Repayts. from:
(1) -ProJ.Repay.A/C.
EJ; -Priv. Fin. ....
k -Prin. Loan Bal..
(1) Priv.Pin.-Amt.Esc.Notes .
-Repayts, from:
Em) -Proj.Repay.A/C
n) -Fed. Fin. ....
(o) -Prin.Loan Bal..

(p) Avatl. Contract Comm. ...

(q) Preval. Priv. Fin. ......

(9) Date submitted 19

(10) Certified correct
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EXHIBIT B

Reports—Project Capital Grants, Advances and Loans

BOUSING AND BOME FINANCE ACZNCY

Slum Clearance and Urban Renewal Program
PROJUCT CAPITAL GRANTS, ADVANCES AND LOANS
(1) pPeriod ended , 19

(2) lame

sSpecial Postin--Pevision
in .prroved Rede elopment
or Urba- Renewal Flan

) Region No.

(5) Project No.

(3) Location

Amount of Total of Bal-

(6) cepital Grants
(a) Reservation-Increase ....
b) -Decrease ....

Change Since ance as of
Prior Report Above Date

H-200.13
(5-59)

(11) (12)

$  100,000.00% 110,000.00

c) -Balance .....

1.2,000,00

100,000,090

(d) Net Allocstion .....

(e) Contract-Increase ..
be ~Decrease ..

(8) -Balance ...
(h) Disbursements ou.ovevvons
(1) Unddsbur. Contract Comm..

(7) Advances

a) Allocation-Increase .e...
Eb) -Decrease .

(c) -Balance ..
(d) Contract-Increase ..

e) -Drcreape . N
(f) -Balance ..o.e....
(g) Contract Avail.-Increase,
(h) -Decrease.
(1) -Balance .
(J) Princilpal-Disbursement ..
(k) -Repayment .....
(1) -Balance .......
(m) Avail. Contract Comm. ...

(8)

-3

cmporary Loans

6) Allocation-Increase .....
-Decrease .

=

-Balance ,.
Contract-InCrease so.....

-Waivers ....

-Balance ..
Fed.Fin.-Disbursements ..
-Repayts. from:
-ProJ.Repay.A/C.
-Priv. Fin. ....

b)
<)
d)
e) -Carcellations ..
f)
€)
h)

-Prin. Loan Bal..

Priv.Fin.-Amt.Esc.Notes .
-Repayts. from:

-ProJ.Repay.A/C

BRI
-

CEIC

; -Fed. Fin. ....
) -Prin.Loan Bal..
(p) Avail. Contract Comm. ...
(q) Preval. Priv, Fin. ......
(9) Date submitted

—
O

(10) Certified correct
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Reports—Project Capital Grants, Advances and Loans

EXHIBIT C

7-10-42

HOUSING AND BOME FINANCE AGENCY H-200.13
Slum Clearance and Urban Renewal Program (5-59)
PROJECT CAPITAL GRANTS, ADVANCES AND LOANS

(1) period ended _ , 19 (&) Regiou No.

(2) lame (5) Project No.

(3) Location Amount of Total of Bal-

Change Since ance as of
Prior Report _Above Date
(6) capital Grants (11) T (12)
(3) Reservation-Increase .... $  40,000.00¢$ 325,000,00
-D=crease ....

c) -Balance ..... £0,000.00 325Q0.00
() Net Allocation Jieeevenns £0,000,00 325,000,090

(e) Contract-Increase .
-Decrease .

53) -Balance

(h) Disburesements ......

(1) Undisbur. Contract Comm..

(7) Advances

a) Allocation-Increase .....
) -Decrease ...,

-Balance ......

Contract-Increase .......
-D~crease .

-Balance .......0

-Decrease.
-Balance .
Principal-Disbursement ..

)
1)
)
)
) Contract Avail.-Increase.
)
)
)
) -Repayment ..

PRI e 0 0o

O N Py

-Balance ..... ..

(m) Avail. Cor ct Comm. ...

(8) Temporary Loans
o) Allocation-Increase .....

(v) -Decrease

(c) -Balance .....

éd) Contract-InCrease ....... -
e) -Car:ellations ..

(t) ~WBIVErs s.o.es.as

(g) -Balance ........

(h) Fed.Fin.-Disbursements ..
-Repayts. from:

|

(1) -ProJ.Repay.A/C.
J -Priv. Fin. ....
ék; -Prin. Loan Bal..
(1) Priv.Pin.-Amt.Esc.Notes .

-Repayts. from:

-Fed. Fin. ....

Em; -Proj.Repay.A/C
(o)

-Prin.Loan Bal..

(p) Aveil. Contract Comm. ... -

(q) Preval. Priv. Fin. ..

19 zopecizl Postir -ﬂvv1slor
Sy in Apf) oved Redevelepren
or ban Renewal Plan hav
teen reduced to zero.

(9) Date submitted

(10) Certified correct
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Administrative Practice Handbook—Field Service 7-10-43
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 43

REPORTS—RELOCATION GRANTS

A separate Form H-200.13, Project Capital Grants, Advances and
Loans, the title of which shall be changed to Relocation Grants (Ex-
hibit A) shall be submitted by individual 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 Ageney.

(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 (6) (i):

(6) (a) Enter amount of increase since prior report as shown in
column (4) of the Relocation Grant Record.

(b) Enter amount of decrease since prior report as shown in
column (5) of the Relocation Grant Record.

(¢) Enter difference between items (6)(a) and (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 Contract since prior report
as shown in column (9) of the Relocation Grant Record.

(g) Enter differences between items (6) (e) and (6) (£). If item
(6) (£) exceeds item (6) (e), show difference in parentheses,
or if item (6) (e) exceeds item (6) (f), show difference with-
out parentheses.
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7-10-43

Reports—Relocation Grants

(h) Enter amount of disbursement(s) since prior report as
shown in column (11) of the Relocation Grant Record.

(i) Enter difference between the Undisbursed Contract Com-
mitment as shown by the prior report and the Undisbursed
Contract Commitment as shown by the current report. If
the Undisbursed Contract Commitment as shown by the
prior report is greater than the Undisbursed Contract Com-
mitment as shown by the current report, show the difference
in parentheses, or if the reverse is true, show the difference
without parentheses.

Instructions for column (12)—TItems (6) (a) through (6) (i) :

(6)

(N
(8)
(9)

(10)

Page 2

(a) Foot column (4) of the Relocation Grant Record and enter
total here.

(b) Foot column (5) of the Relocation Grant Record and enter
total here.

(¢) Enter balance from column (6) of the Relocation Grant
Record.

(d) Enter the Net Allocation from column (7) of the Reloca-
tion Grant Record.

(e) Foot column (8) of the Relocation Grant Record and enter
total here.

(£) Foot column (9) of the Relocation Grant Record and enter
total here.

(g) Enter balance from column (10) of the Relocation Grant
Record.

(h) Foot column (11) of the Relocation Grant Record and enter
total here.

(1) Enter the Undisbursed Contract Commitment from column
(12) of the Relocation Grant Record.

Not applicable.
Not applicable.

Show date of submission to the Division of Finance and
Accounts.

The Director, Administrative Branch, or his designee, shall
certify the report.
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Reports—Relocation Grants 7-10-43

EXHIBIT A

HOUSING AND EOME FIRANCE AGENCY H-200.13
Slum Clearance and Urban Renewal Program (5-59)
X 2 \ X RELOCATION GRANTS
(1) Period ended , 19 (&) Region Ho.
(2) Yeme (5) Project No.
(3) Location Amount of Total of Bal-

Change Since ance as of
Prior Report Above Date

(6) X&X Grants (1) 2)
sa Reservation-Increase .... $ $

éb) -Decreage ,...
c) -Balance .

(d) Net Allocation .....
(e) Contract-Increase .
£ -Decrease ..
g) -Balance .
(h) Disbureements «......
(1) Undisbur. Contract Comm..

(7) Advances

o) Allocation-Increase ..... ;
b) -Decreage .....
c) -Balance

(d) Contract-Increase .

e ~Dncrease .
(f) ~Balance .e.eann.
(g) Contract Avail.-Increase.
(h) -Decrease.
Ei) -palance .
J) Principal-Disbursement ..
(k) -Repayment .....
(1) -Balance .......

(m) Avail. Contract Comm. ...

(8) Temporary Loans
a) Allocation-Increase .....

(v) -Decrease .

c -Balance

Ed) Contract-INCrease ce.o... ____
e -Carzellations .. )
(f) -Waivers .

(g) -BAlANCE +.ereves

(b) Fed.Fin.-Disbursements ..
-Repayts. from:

(1) -ProJj.Repay.A/C.
EJ; -Priv. Fin. ....
k -Prin. Loan Bal..

(1) Priv.Fin.-Amt.Esc.Notes .
~Repayts. from:

Em) -ProJ.Repay.A/C
n) ~-Fed. Fin. ....
(o) -Prin.Loan Bal..

(p) Avail. Contract Comm. ...
(q) Preval. Priv. Fin. ......
(9) Date submitted ;19

(10) Certified correct
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Administrative Practice Handbook—TField Service 7-10-44
Part 7. Accounting and Fiscal Procedures

Chapter 10.

Slum Clearance and Urban Renewal Program

Section 44

REPORTS—COMMUNITY RENEWAL GRANTS

A separate Form H-200.13, Project Capital Grants, Advances and
Loans, the title of which shall be changed to Community Renewal Grants

(Exhibit

A), shall be submitted by individual 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 numbers on Exhibit A :

(1)
(2)
(3)
(4)
()

Enter the month-end as of which the report is prepared.
Enter the name of the Public Body.

Enter the city and state in which the Public Body is located.
Enter the number of the Region preparing the report.

Enter the number of the project being reported.

Instructions for column (11)

(6)(a)

(b)
(c)

(d)
(e)

(£)
(g)

(h)

9/25/61

Enter the amount of increase in allocation since prior report
as shown in column (4) of Form H-200.20, Community
Renewal Grant Record. (In this report allocations are also
reported as reservations.)

Enter amount of decrease in allocation since prior report
as shown in column (5) of Form H-200.20.

Enter difference between items (6)(a) and (6)(b). If item
(6) (b) exceeds item (6)(a), show the difference in paren-
theses or if item (6)(a) exceeds item (6)(b), show the dif-
ference without parentheses.

Enter the same amount which is entered on line (6) (¢).

Enter amount of increase of Contract since prior report as
shown in column (7) of Form H-200.20.

Enter amount of decrease of Contract since prior report as
shown in column (8) of Form H-200.20.

Enter difference 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.

Enter the difference between the increase in disbursements
sinee 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 shown on Form H-200.20. If the increase in

Page 1



7-10-44

(1)

Reports—Community Renewal Grants

column (10) is larger than the sum of the inecrease in column
(12) and the increase in column (16), show the difference
without 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.

Enter difference between Undisbursed Commitment, column
(14) of Form H-200.20, as shown by prior report and Undis-
bursed Commitment as shown by current report. If Undis-
bursed Commitment as shown by prior report is greater than
Undisbursed Commitment as shown by current report, show
difference in parentheses or if the reverse is true, show differ-
ence without parentheses.

Instructions for column (12):
(6) (a) Foot column (4) of Form H-200.20 and enter total here.

Page 2

(b) Foot column (5) of Form H-200.20 and enter total here.
(¢) Enter balance from column (6) of Form H-200.20.

(d) Enter balance from column (6) of Form H-200.20.

(e) Foot ecolumn (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) and the sum
of the totals of columns (12) and (16).

(i) Enter Undisbursed Commitment from column (14) of Form

H-200.20.

9/25/61



Reports—Community Renewal Grants 7-10-44

EXHIBIT A

H-200.13
Community Renewal Program (5-59)
COMMUNITY RENEWAL GRANTS

HOU‘-‘IHF AND EOME FINANCE ACENC‘{

().) Perlod ended ] , 19 (4) Region No.
(2) tiame (5) Project No.
(3) Location Amount of Total of Bal-

Change Since ance as of
Prior Report _Above Date
(6) Crants (1) (12)

a) Reservation-Increase .... $
b -Decrease
c) -Balance .....
(4) Net Allocation ....eue.ws

(e) Contract-Increase

b4 -Decrease
g) -Balance .

* (h) Disbursements ......c.oes
(1) Undisbur. Contract Comm..

(7) Advances
a) Allocation-Increase .o...
b -Decrease .
< -Balance ..
(d) Coatract-Increase ..
-Drcrease soaua..
(t) -Balance .u.e....
(g) Contract Avail.-Increase.
-Decrease.
éi) -Balance .
J) Principal-Disbursement ..

$ —_—

(m) Avail. Contract Comm. ...

(8) Temporary Loans
(&) Allocation-Increase .....

(b -Decrease
-Balance .

Ed) Contract-Increase ...
-Carcellations

(1) -Waivers ....
(g) -Balance ....
(h) Fed.Fin.-Disbursements ..
-Repayts. from:
(1) -ProJ.Repay.A/C.
2 -Priv. Fin. ....
Ek; -Prin. Loan Bal..
(1) Priv.Pin.-Amt.Esc.Rotes .
-Repayts. from:
?n) -Proj.Repay.A/C
n) -Fed. Fin. ..
(o) -Prin.Loan Bal..

(p) Avail. Contract Comm. ...
(q) Preval. Priv. Fin. ......

(9) Date submitted Ul M- #Includes Accounts Receivable, if any.
(10) Certified correct

9/25/61



Administrative Practice Handbook—Field Service 7-10-45

Part 7.
Chapter

Accounting and Fiscal Procedures
10. Slum Clearance and Urban Renewal Program

Section 45

REPORTS—PROJECT LOANS

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)

(2)

(3)

(4)

(5)

12/5/61

The interest rate applicable to the original Loan and Grant Con-
tract shall be inserted as the heading in the space provided above
column (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.

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 Temporary Loan
Record.

If one interest rate applies to all the transactions recorded 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 used. 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).

The amounts which shall be reported opposite items (a) through
(0) and item (q) in eolumns (11) and (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) and (12) of the
related Form H-200.13. The amount to be reported in column
(12) for line (p) of Form H-200.13(a) is the combination of
amounts shown on lines (8) (p) and (8) (q) of the related Form
H-200.13. The amount to be reported in column (11) for line (p)
of Form H-200.13(a) will be a derived amount taken from the
ficure obtained for column (12) above and a comparable figure
in the prior report.

After the amounts have been entered in columns (11) and (12) of
Form H-200.13(a) as provided in (4) above, the information to

Page 1
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Page 2

Reports—Project Loans

be reported in columns (8), (9) and (10) of Form H-200.13(a),
as required,.shall be in accordance with the following explanatory
remarks which correspond to the parenthetical letters on Ex-
hibit A. The amount entered on each line in columns (8), (9)
and (10) as provided below, when added together should equal
the amount entered on the same line in column (12).

(a)

(b)

(e)
()

(e)

()

Enter the amount in column (4) 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 (4) 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 (4) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

Enter the amount in column (5) 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 (5) 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 (5) of Form H-200.10 applicable to the
second amendatory contract interest rate in eolumn (10) of
Form H-200.13(a).

Subtract (b) from (a) in each column and enter the balance
on this line.

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 contract
interest rate in column (9) of Form H-200.13(a). Enter
the amount in column (7) of Form H-200.10 applicable to
the second amendatory contract interest rate in column (10)
of Form H-200.13(a).

Enter the amount in column (8) of Form H-200.10 appli-
cable to the original contract interest rate in ecolumn (8) of
Form H-200.13(a). Enter the amount in column (8) 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 (8) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

Enter the amount in ecolumn (9) 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 (9) 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 (9) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

12/5/61



Reports—Project Loans e 7-10-45
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(g) Subtract the total of (e) and (f) in each column from the

(h)

(1)

(3)

(k)

amount of (d) in each column and enter the balance on this
line.

Enter the amount in column (11) 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 H-200.10 applicable to the first amendatory contract
interest rate in eolumn (9) of Form H-200.13(a). Enter the
amount in column (11) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

Enter the amount in column (12) 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 (12) 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 (12) of Form H-200.10 applicable to the
second amendatory contract interest rate in ecolumn (10) of
Form H-200.13(a).

Enter the amount in column (13) 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 (13) 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 (13) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

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-

(m)

(n

)

cable to the original contract interest rate in column (8) of
Form H-200.13(a). Enter the amount in column (15) 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 (15) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

Enter the amount in column (16) 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 (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 column (16) of Form H-200.10 applicable to the
second amendatory contract interest rate in column (10) of
Form H-200.13(a).

Enter the amount in column (17) of Form H-200.10 appli-
cable to the original contract interest rate in column (8) of

Page 3
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Page 4

(0)

(p)

Reports—Project Loans

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).

Subtract the total of (m) and (n) in each column from the
amount on line (1) in each column and enter the difference
on this line.

Subtract the total of (h) and (1) in each column from the
total of (g), (j) and (n) in each column and enter the dif-
ference on this line.

9/25/61



19/52/6

HOUSING AND HOME FINANCE AGENCY H-200.13(a)
Slum Clearance and Urban Renewal Program (4-60)
PROJECT LOANS

(1) Period ended ____ , 19

(2) Name (4) Region No.
(3) Location (5) Project No.
Amount of Total or Bal-
Change Since ance as of
Total or Balance by Interes§ Rate 7 Prior Report Above Date
z z
[£3)) (9) (10) i) 69)

(Treasury Not: Identificatior) sratszsasaass e : : : .

Allocation

IB INCTe8BE seesevccsssscone

(c) Balance ..eecoscovsccoces

Contract

d) Increase ...
(e) Cancellations . %
(f) Trans. to Expend. A/C ...
(g) BEYANEE «vvessoeneonsses

Federal Financin,
h) Disbursements ...e.cevven

Repayments from:
Ex Project Repayment A/C
J
(k

Private Firancing ......
) Principal Loan Balance .

Private Financin

(1) Amount of Escrow Notes ..
Repayments from:

(m) Project Repayment A/C ..

(n) Federal Financing ......

(o) Principal Loan Balance ..

(p) Aveil. Contract Comm. ....

(q) Prevel. Priv. Fin. .......

(6) Date submitted , 19 (7) Certified correct

sunoq jreloig—siioday

Vv ligIHX3

s-ol-L



Administrative Practice Handbook—Field Service 7-10-46
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 46

REPORTS—COMBINATION ACCOUNT 101.12 CASH AND REPORT

See Section 7-10-17, General Ledger, for reporting requirements.

9/25/61 Page 1



Administrative Practice Handbook—Field Service 7-10-47
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 47

REPORTS—QUARTERLY REPORT OF OUTSTANDING LOANS AND
ADVANCES BY INTEREST 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 Loans column and in the Advances column shall
be agreed and reconciled with the general ledger balances of Accounts
111.16, Temporary Loans, and 111.41 Advances, respectively.

9/25/61 Page 1



Reports—Quarterly Report of Outstanding Loans and Advances by Interest Rate

EXHIBIT A

7-10-47

SLUM CLEARANCE AND URBAN R:NEWAL PROGRAM
Quarterly Report of Qutstanding Loans and Advances
by Intcrest Rates

As of Reglon No. _____
. . Outstanding Balances
*__Rate * TLoans x: Advances T Total

TOTAL

==

9/25/61



Administrative Practice Handbook—Field Service

7-10-55

Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Category

101
Cash:

111

Loans and
Advances
Receivable:

121
Accrued :

Receivables:

131
Accounts
and Notes
Receivable :

201
Accounts
Payable :

9/25/61

Section 55

CHART OF GENERAL LEDGER ACCOUNTS

Account
Number

101.11
101.12
101.13

Title

ASSETS

Cash in Transit
Cash
Cash—Inspection and Audit Fees

101.14—Cash—Grant Funds

111.16
11141

121.16
121.41

131.22
131.26

201.11

Temporary Loans
Advances

Accrued Interest Receivable—Temporary
Loans

Accrued Interest Receivable—Advances

Accounts Receivable—Inspection and Audit
Fees

Accounts Receivable—Community Renewal
Grants

LIABILITIES

Accounts Payable
Page 1



7-10-55

Category

221

Trust and
Deposit
Liabilities :

321
Unreserved
Surplus (or
Deficit) :

331

Real and
Nominal
Accounts:

411
Interest:

541
Grants:

Page 2

Account
Number

221.12
221.19

321.22
321.23
321.26

Chart of General Ledger Accounts

Title

LIABILITIES (Continued)

Inspection and Audit Fees
Courtesy Deposits

CAPITAL

Cumulative Project Capital Grants
Cumulative Relocation Grants
Cumulative Community Renewal Grants

INTEROFFICE CONTROL ACCOUNTS

331.51

411.16
411.41

541.12
541.13
541.16

Regional Office Books—Account with Cen-
tral Office

INCOME

Interest Earned—Temporary Loans
Interest Earned—Advances

EXPENSE

Project Capital Grants
Relocation Grants
Community Renewal Grants

9/25/61



Administrative Practice Handbook—Field Service 7-10-5%
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 56

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11  Cash in Transit

This is a debit balance (asset) account maintained to record cash
collections in transit at the end of each month.

Debit this account with : Credit this account with :

26. Amounts of cash collections in  28. Amounts of month-end ad-
transit at the end of each Justments for cash collections
month, in transit reversed as of the

beginning of each month.

101.12 Cash

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 acecount with : Credit this account with:
1. Amounts of funds transferred 2. Amounts of excess funds for
from the Central Office for ad- advances and loans returned

vances and loans. to the Central Office.

10. Amounts of temporary loans 5. Amounts of vouchers sched-

receivable collected by setoff uled for payment of advances.
against requisitioned amounts
of relocation grants. 6. Amounts of vouchers sched-
uled for payment of tempo-
11. Amounts of temporary loans rary loans.
and accrued interest thereon
collected by setoff against req- 8. Amounts of vouchers sched-
uisitioned amounts of project uled for payment of advances
capital grants. plus the amounts of inspec-
tion and audit fees collected
14. Amounts collected represent- by setoff.
ing unobligated balances of
advances. 9. Amounts of vouchers sched-
uled for payment of tempo-
15. Amounts collected as re- rary loans plus amounts of
payments of advances and inspection and audit fees col-
amounts of accrued interest lected by setoff.

collected on such advances,
9/25/61 Page 1



7-10-56

Debit this account with:

16.

17.

23.

28.

35.

Amounts of accrued interest
collected on temporary loans.

Amounts collected as repay-
ments of temporary loans.

Amounts collected and depos-
ited which are for the account
of another Regional Office.

Amounts of month-end adjust-
ments for cash collections in
transit reversed as of the be-
ginning of each month.

Amounts of inspection and
audit fees credited to Local
Public Agencies indebtedness.

101.13 Cash—Inspection and Audit Fees

Description of General Ledger Accounts

Credit this account with.

24.

26.

Amounts of Courtesy Depos-
its transferred to the Central
Office.

Amounts of cash collections
in transit at the end of each
month.

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 acecount with :

8.

20.

28.

Amounts of inspection and
audit fees collected by setoff
against requisitioned amounts
of advances.

Amounts of inspection and
audit fees collected by setoff
against requisitioned amounts
of temporary loans.

Amounts of inspection and
audit fees collected which were
previously billed.

Amounts of month-end adjust-
ments for cash collections in
transit reversed as of the be-
ginning of each month.

Page 2

Credit this account with :

26.

34.

36.

Amounts of cash collections
in transit at the end of each
month.

Amounts of inspection and
audit fees refunded to Local
Public Agencies.

Amounts of inspection and
audit fees credited to Loecal
Public Agencies’ indebted-
ness.

Amounts of inspection and
audit fees transferred to the
Central Office.

9/25/61



Description of General Ledger Accounts 7-10-56

101.14 Cash—Grant Funds

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Office for making grants
to Local Public Agencies or Public Bodies.

Debit this account with: Credit this account with:

3. Amounts of funds transferred 4. Amounts of excess grant
from the Central Office for funds returned to the Central
grants. Office.

21. Amounts of Community Re- 7. Amounts of vouchers sched-
newal grants collected which uled for payment of grants.

were previously billed.
10. Amounts of relocation grants

22. Amounts collected represent- requisitioned by Liocal Public
ing refunds of Community Re- Agencies where collections by
newal grant funds not previ- setoff of temporary loans re-
ously billed or billed on in- ceivable are involved.
voices mnot specifying an
amount. 11. Amounts of project capital

grants requisitioned by Local

27. Amounts of grant disburse- Public Agencies where collec-
ments which have not been ac- tions by setoff of temporary
complished by the Treasury loans receivable and accrued
Regional Office at the end of interest receivable thereon
each month. are involved.

28. Amounts of month-end adjust- 26. Amounts of Community Re-

ments for Community Renewal newal grant refunds in
grant refunds in transit re- transit at the end of each
versed at the beginning of each month.

month.

29. Amounts of month-end ad-
justments for unaccomplished
grant disbursements reversed
as of the beginning of each
month.

111.16 Temporary Loans

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:
6. Amounts of vouchers sched- 10. Amounts of temporary loans
uled for payment of tempo- collected by setoff against req-
rary loans. uisitioned amounts of reloca-

tion grants.

9/25/61 Page 3



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.

Description of General Ledger Accounts

Credit this account with.

11.

17.

Amounts of temporary loans
collected by setoff against req-
uisitioned amounts of project
capital grants.

Amounts collected as repay-
ments of temporary loans.

Amounts of courtesy deposits
of temporary loans collected
transferred from the Central
Office.

Maintain individual subsidiary account for each project.

1.4

Advances

This is a debit balance (asset) control account maintained to record

transactions applicable to advances. The debit balance of this account
represents the total outstanding amount of advances due from Local
Public Agencies.

Debit this acecount with:

5.

31.

Amounts of vouchers sched-
uled for payment of advances.

Amounts of advances requisi-
tioned where collection by set-
off of inspection and audit fees
are involved.

Amounts of advances, applica-
ble to a reactivated project or
for which provision has been
made for repayment thereof,
transferred from the Central
Office.

Credit this account with:

9.

14.

15.

30.

Amounts of advances col-
lected by setoff against requi-
sitioned amounts of tempo-
rary loans.

Amounts collected represent-
ing unobligated balances of
advances.

Amounts collected as repay-
ments of advances.

Amounts of advances trans-
ferred to the Central Office
because the advances have
been determined to be uncol-
lectible, or for other reasons.

. Amounts of inspection and

audit fees credited to Local
Public Agencies’ indebted-
ness.

Maintain individual subsidiary account for each project.

Page 4
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Description of General Ledger Accounts 7-10-56

121.16 Accrued Interest Receivable—Temporary Loans

This is a debit balance (asset) control account maintained to record
the amount 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 Local Public Agencies.

Debit this account with: Credit this account with:
13. Amounts of interest accrued 11. Amounts of accrued interest
on temporary loans. on temporary loans collected

by setoff against requisitioned
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.

121.41 Accrued Interest Receivable—Advances

This is a debit balanee (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: Credit this account with:
12. Amounts of interest acecrued 9. Amounts of acerued interest
on advances. on advances collected by set-
off against requisitioned
31. Amounts of accrued interest amounts of temporary loans.

receivable on advances appli-

cable to a reactivated project 15. Amounts of accrued interest

or for which provision has collected on advances.

been made for repayment of

such interest, transferred from 30. Amounts of accrued interest

the Central Office. on advances transferred to
the Central Office because the
amount has been determined
to be uncollectible, or for
other reasons.

Maintain individual subsidiary account for each project.
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7-10-56 Description of General Ledger Accounts

131.22 Accounts Receivable—Inspection and Audit Fees

This is a debit balance (asset) account maintained to show the
balance of uncollected inspection and audit fees billed to 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 billed.

131.26 Accounts Receivable—Community Renewal Grants

This is a debit balance (asset) account maintained to show the out-
standing balance of refunds due the Government for overpayments of
community renewal grants for which invoices have been rendered.

Debit this account with: Credit this account with:
19. Amounts of invoices rendered 21. Amounts of aceounts receiva-
covering refunds of com- ble collected.

munity renewal grants.

201.11 Accounts Payable

This is a credit balance (liability) account maintained 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: Credit this account with:

29. Amounts of month-end ad- 27. Amounts of grant disburse-
justments for unaccomplished ments which have not been
grant disbursements reversed accomplished by the Treasury
as of the beginning of each Regional Office at the end of
month. each month.

221.12 Inspection and Audit Fees

This is a credit balance (liability) account maintained to show the
balance of inspection and audit fees collected or due which 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 rendered
covering inspection and audit
fees.
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Description of General Ledger Accounts 7-10-56

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.

321.22 Cumulative Project Capital Grants

This is a normal debit balance (surplus) account maintained to show
the cumulative 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
541.12 as of June 30 of each
fiscal year.

321.23 Cumulative Relocation Grants

This is a normal debit balance (surplus) account maintained to show
the cumulative amount of relocation grant funds disbursed to Local
Public Agencies.

Debit this account with: Credit this account with:

38. Amount of relocation grants
disbursed each fiscal year trans-
ferred from Account 541.13 as
of June 30 of each fiscal year.

321.26 Cumulative Community Renewal Grants

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.

9/25/61 Page 7



7-10-56 Schedule of General Ledger Accounts

331.51 Regional Office Books—Account with Central Office

This is a Regional interoffice control account maintained to record
transfer transactions between the Central Office and the Regional Office.

Debit this account with: Credit 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. Amounts of excess grant funds 3. Amounts of funds trans-
returned to the Central Office. ferred from the Central Of-
fice for capital grants.
25. Amounts of courtesy deposits
transferred from the Central 31. Amounts of advances and

Office. accrued interest receivable

thereon, applicable to a re-

30. Amounts of advances and ac- activated project or for which

crued interest receivable there- provision has been made for

on less related current fiscal repayment of the advances

year interest earnings trans- and interest, transferred
ferred to the Central Office be- from the Central Office.

cause the advances have been
determined to be uncollectible 32. Amount of interest earned on

or for other reasons. temporary loans transferred
to the Central Office at the
36. Amounts of inspection and au- close of each fiscal year.
dit fees transferred to the Cen-
tral Office. 33. Amount of interest earned

on advances transferred to
the Central Office at the close
of each fiscal year.

36. Amounts of inspection and
audit fees transferred to the
Central Office.

411.16 Interest Earned—Temporary Loans

This is a credit balance (income) account maintained to record the
amount of interest earned on temporary loans.

Debit this account with: Credit this account with:
32. Amount of interest earned on 13. Amounts of interest accrued
temporary loans transferred to on temporary loans.

the Central Office at the close
of each fiscal year.
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Schedule of G al Ledger Ac t 7-10-56

411.41 Interest Earned—Advances

This is a credit 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 Office when 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.

541.12 Project Capital Grants

This is a debit balance (expense) account maintained to record the
amounts of project capital grant funds disbursed to Local Public
Agencies.

Debit this account with: Credit this account with:

7. Amounts of vouchers sched- 37. Amount of project capital
uled for payment of project grants disbursed each fiscal
capital grants. year transferred to Account

321.22 as of June 30 of each

11. Amounts of project capital fiscal year.

grants requisitioned by Local
Public Agencies where collec-
tions by setoff of temporary
loans receivable and accrued
interest receivable thereon are
involved.

Maintain individual subsidiary account for each project.

541.13 Relocation Grants

This is a debit balance (expense) account maintained to record the
amounts of relocation grant funds disbursed to Local Public Agencies.

Debit this acecount with: Credit this account with:

7. Amounts of vouchers sched- 38. Amount of relocation grants
uled for payment of relocation disbursed each fiscal year
grants. transferred to Account 321.23

as of June 30 of each fiscal
year.
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7-10-56

Schedule of General Ledger Accounts

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.

Maintain individual subsidiary account for each project.

541.16 Community Renewal Grants

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.

uled for payment of commu-
nity renewal grants.

22.

Amounts of invoices rendered
covering refunds of commu-
nity renewal grants.

Amounts collected represent-
ing refunds of community re-
newal grant funds not previ-
ously billed or billed on in-
voices mnot specifying an
amount.

39. Amount of community 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.

Page 10
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures
Chapter 10. Slum Clearance and Urban Renewal Program

Section 57

7-10-57

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description
1. Amounts of funds trans-

ferred from the Central
Office for advances and loans.
Posting media: Inter Office
Transfer Vouchers.

Amounts of excess funds for
advances and loans returned
to the Central Office. Post-
ing media: Inter Office
Transfer Vouchers.

Amounts of funds trans-
ferred from the Central
Office for grants. Posting
media: Inter Office Transfer
Vouchers.

Amounts of excess grant
funds returned to the Cen-
tral Office. Posting media:
Inter Office Transfer Vouch-
ers.

Amounts of vouchers sched-
uled for payment of ad-
vances. Posting media:
Vouchers and Schedules of
Payments.

9/25/61

Dr. Cr.
101.12

331.51

331.51

101.12
101.14

331.51

331.51

101.14

11141
101.12

Title

Cash.

Regional Office
Books—Account
with Central
Office.

Regional Office
Books—Account
with Central
Office.

Cash.

Cash—Grant
Funds.

Regional Office
Books—Account
with Central
Office.

Regional Office
Books—Account
with Central
Office.

Cash—Grant
Funds.

Advances.

Cash.
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7-10-57
Trans-
action
Number Description
6. Amounts of vouchers sched-

10.

11.

Page 2

uled for payment of tempo-
rary loans. Posting media:
Vouchers and Schedules of
Payments.

Amounts of vouchers sched-

uled for payment of grants.

Posting media: Vouchers and
Schedule of Payments.

Amounts of advances requi-
sitioned where collections by
setoff of inspection and audit
fees are involved. Posting
media : Schedules of Voucher
Deductions  attached to
Vouchers and Schedules of
Payments.

Amounts of temporary loans
requisitioned where collec-
tions by setoff of inspection
and audit fees and advances
receivable and accrued inter-
est thereon are involved. Post-
ing media: Schedules of
Voucher Deductions attached
to Vouchers and Schedules of
Payments.

Amounts of relocation grants
requisitioned by Local Pub-
lic Agencies where collections
by setoff of temporary loans
receivable are involved. Post-
ing media: Schedules of
Voucher Deductions attached
to Vouchers and Schedules of
Payments.

Amounts of project capital
grants requisitioned by Liocal
Public Agencies where col-
lections by setoff of tempo-

Typical Transactions with Appropriate Entries

111.16

541.12
or
541.13
541.16

11141
101.13

111.16
101.13

101.12
541.13

101.12
541.12

Cr.

101.12

101.14

101.12
221.12

101.12
111.41
121.41

221.12

101.14
111.16

Title

Temporary Loans.

Cash.

Project Capital
Grants.
Relocation Grants.
Community Re-
newal Grants.
Cash—Grant
Funds.

Advances.
Cash—Inspection
and Audit Fees.

Cash.
Inspection and
Audit Fees.

Temporary Loans.
Cash—Inspection
and Audit Fees.

Cash.

Advances.
Accrued Interest
Receivable—Ad-
vances.
Inspection and
Audit Fees.

Cash.
Relocation Grants.

Cash—Grant
Funds.
Temporary Loans.

Cash.
Project Capital
Grants.

9/25/61



Typical Transactions with Appropriate Entries

Trans-
action
Number Description

rary loans receivable and
accrued interest receivable
thereon are involved. Post-
ing media: Schedules of
Voucher Deductions attached
to Vouchers and Schedules
of Payments.

12. Amounts of interest accrued
on advances. Posting media:
Journal Vouchers.

13. Amounts of interest accerued
on temporary loans. Posting
media: Journal Vouchers.

14. Amounts collected represent-
ing unobligated balances of
advances. Posting media:
Certificates of Deposit.

15. Amounts collected as re-
payments of advances and
amounts of accrued interest
collected on such advances.
Posting media: Certificates
of Deposit.

16. Amounts of acerued interest
collected on temporary loans.
Posting media: Certificates
of Deposit.

17. Amounts collected as repay-
ments of temporary loans.
Posting media: Certificates
of Deposit.

9/25/61

Dr.

121.41

121.16

101.12

101.12

101.12

101.12

Cr.
101.14

111.16
121.16

41141

411.16

111.41

111.41

121.41

121.16

111.16

7-10-57

Title

Cash—Grant
Funds.
Temporary Loans.
Accrued Interest
Receivable—
Temporary Loans.

Acerued Interest
Receivable—Ad-
vanees.

Interest Earned—
Advances.

Accrued Interest
Receivable—
Temporary Loans.

Interest BEarned—
Temporary Loans.

Cash.

Advances.

Cash.
Advances.
Accrued Interest

Receivable—Ad-
vances.

Cash.

Acerued Interest
Receivable—
Temporary Loans.

Cash.

Temporary Loans.
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7-10-57

Trans-

action

Number Description

18. Amounts of invoices ren-

19.

20.

21.

22.

23.

24.

Page 4

dered covering inspection and
audit fees. Posting media:
Invoices.

Amounts of invoices ren-
dered covering refunds of
community renewal grants.
Posting media: Invoices.

Amounts of inspection and
audit fees collected which
were previously billed. Post-
ing media: Certificates of
Deposit.

Amounts of community re-
newal grants collected which
were previously billed. Post-
ing media: Certificates of
Deposit.

Amounts collected represent-
ing refunds of community re
newal grant funds not pre-
viously billed or billed on in-
voices mnot specifying an
amount. Posting media: Cer-
tificates of Deposit.

Amounts collected and de-
posited which are for the ac-
count of another Regional
Office. Posting media: Cer-
tificates of Deposit.

Amounts of courtesy deposits
transferred to the Central
Office. Posting media: Inter
Office Transfer Vouchers.

Typical Transactions with Appropriate Entries

131.22

131.26

101.13

101.14

101.14

101.12

221.19

Cr.

221.12

541.16

131.22

131.26

541.16

221.19

101.12

Title

Accounts Receiv-
able—Inspection
and Audit Fees.

Inspection and
Audit Fees.

Accounts Receiv-
able—Community
Renewal Grants.

Community Re-
newal Grants.

Cash—Inspection
and Audit Fees.
Accounts Receiv-
able—Inspection
and Audit Fees.

Cash—Grant
Funds.

Accounts Receiv-

able—Community
Renewal Grants.

Cash—Grant
Funds.

Community Re-
newal Grants.

Cash.

Courtesy Deposits.

Courtesy Deposits.
Cash.
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Typical Transactions with Appropriate Entries

Trans-
action
Number Description

25. Amounts of courtesy deposits
transferred from the Central
Office. Posting media: Inter
Office Transfer Vouchers.

26. Amounts of cash collections
in transit at the end of each
month. Posting media: Jour-
nal Vouchers.

27. Amounts of grant disburse-
ments which have not been
accomplished by the Treas-
ury Regional Office at the
end of each month. Posting
media: Journal Vouchers.

28. Amounts of month-end ad-
justments for cash collections
in transit reversed as of the
beginning of each month.
Posting media: Journal
Vouchers.

29. Amounts of month-end ad-
justments for unaccom-
plished grant disbursements
reversed as of the beginning
of each month. Posting
media: Journal Vouchers.

30. Amounts of advances and
acerued interest receivable
thereon and related current
fiscal year interest earnings
transferred to the Central
Office because the advances

9/25/61

Dr.
331.51

101.11

101.14

101.12
101.13

101.14

201.11

331.51

411.41

Cr.

111.16
121.16

101.12
101.13

101.14

201.11

101.11

101.14

7-10-57

Title

Regional Office
Books—Account
with Central
Office.

Temporary Loans.
Accrued Interest
Receivable—
Temporary Loans.

Cash in Transit.

Cash.
Cash—Inspection
and Audit Fees.
Cash—QGrant
Funds.

Cash—Grant
Funds.

Accounts Payable.

Cash.
Cash—Inspection
and Audit Fees.
Cash—Grant
Funds.

Cash in Transit.
Accounts Payable.

Cash—Grant
Funds.

Regional Office
Books—Account
with Central
Office.

Interest Earned—
Advances.
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7-10-57

Trans-
action

Number

31

32.

33.

34.

Page 6

Description

have been determined to be
uncollectible, or for other rea-
sons. Posting media: Inter
Office Transfer Vouchers,
which shall contain complete
data for recording purposes
with respect to each subsidi-
ary account affected.

Amounts of advances 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.

Amount of interest earned
on temporary loans trans-
ferred to the Central Office
at the close of each fiscal year.
Posting media: Inter Office
Transfer Vouchers.

Amount of interest earned
on advances transferred to
the Central Office at the close
of each fiscal year. Posting
media: Inter Office Transfer
Vouchers.

Amounts of inspection and
audit fees refunded to Loecal
Public Agencies. Posting
media: Voucher and Sched-
ule of Payments based on au-
thorization of the Urban Re-
newal Commissioner.

5. Amounts of inspection and

audit fees credited to Local
Public Agencies’ indebted-

Typical Transactions with Appropriate Entries

111.41
121.41

411.16

411.41

221.12

101.12
221.12

Cr.

111.41
121.41

331.51

331.51

331.51

101.13

Title

Advances.
Accrued Interest
Receivable—Ad-
vances.

Advances.
Acerued Interest
Receivable—Ad-
vances.

Regional Office
Books—Account
with Central
Office.

Interest Earned—
Temporary Loans.

Regional Office
Books—Account
with Central
Office.

Interest Earned—
Advances.

Regional Office
Books—Account
with Central
Office.

Inspection and
Audit Fees.

Cash-Inspection
and Audit Fees.

Cash.
Inspection and
Audit Fees.
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Typical Transactions with Appropriate Entries 7-10-57

Trans-

action

Number Description Dr. Cr. Title
ness. Posting media: Memo-
randum advice from Re- 101.13 Cash-Inspection
gional Director of Urban Re- and Audit Fees.
newal that the project was 111.41 Advances.
terminated before any other
expenditures have been made
by the Local Public Agency,
or memorandum from the
Urban Renewal Commis-
sioner authorizing the credit
if other expenditures have
been made by the Local
Public Agency.

36. Amounts of inspection and 221.12 Inspection and
audit fees transferred to Audit Fees.
the Central Office. Posting 331.51 Regional Office
media: Inter Office Transfer Books—A ceount
Vouchers. with Central

Office.

331.51 Regional Office
Books—Account
with Central
Office.

101.13 Cash—Inspection
and Audit Fees.

37. Amount of project capital 321.22 Cumulative Proj-
grants disbursed each fiscal ect Capital Grants.
year transferred to Account
321.22 as of June 30 of each 541.12 Project Capital
fiscal year. Posting media: Grants.

Journal Vouchers.

38. Amount of relocation grants 321.23 Cumulative Relo-
disbursed each fiscal year cation Grants.
transferred to Aceount 321.23
as of June 30 of each fiscal 541.13 Relocation Grants.
year. Posting media : Journal
Vouchers.

39. Amount of community re- 321.26 Cumulative Com-
newal grants disbursed each munity Renewal
fiscal year transferred to Ac- Grants.
count 321.26 as of June 30 of
cach fiscal year. Posting 541.16 Community Re-

media: Journal Vouchers.

9/25/61
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Administrative Practice Handbook—Field Service 7-11-1
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 1

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 prescribed in this chapter. Pro-
gram policies and procedures are contained in Volume VII and in other
releases.

Generally accepted commercial prineiples of accounting have been em-
ployed in the system which provides for decentralized accounts on the
branch office principle. Control accounts for each Regional Office will
be maintained in the Central Office Division of Finance and Accounts.
Contra controlling accounts shall be maintained on the Regional Office
books.

The procedure includes specific instructions for processing program
transactions and maintaining books of account. The General Ledger
accounts and the Subsidiary Ledger (Form H-200.20, Project Planning
Grant Record), shall be established and maintained in accordance with
the detailed instructions contained in Section 7-11-10. 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 will not warrant the use of such books of original entry.

This procedure does not include transactions relating to collections of
inspection and audit fees which are now recorded in a separate General
Ledger established for deposit fund symbol 86X6753 (refer to Chap-
ter 30, Clearing and Deposit Fund Accounts).
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Administrative Practice Handbook—Field Service 7-11-2
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 2

PROJECT ALLOCATIONS AND EXECUTED CONTRACTS

The Division of Finance and Accounts maintains an overall record
of allocations and contracts for the entire program which controls the
allocation and contract records which are maintained for each project
by the Regional Offices.

All original allocation orders and all amendatory allocation orders
providing for allocation increases, executed by the Regional Adminis-
trators in accordance with applicable program procedures, will be pre-
validated, prior to such execution, by the Division of Finance and
Accounts. Prevalidation of original Forms H-6760, Urban Planning
Allocation Order, and amendatory Urban Planning Allocation Orders
which provide for an increase in the grant allocation and at the same
time provide for the addition of one or more municipalities or 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, URA, to
advise the Regional Office of the official release date and time and
stating that the allocation in a specified amount has been prevalidated.
In the case of amendatory Urban Planning Allocation Orders, 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, Administrative Branch. Reply by teletype will be promptly
dispatched to the Regional Office.

Regional Offices shall establish a Form H-200.20, Project Planning
Grant Record, for a project upon receipt of an approved Urban Plan-
ning Allocation Order for that project. Bach approved Urban Planning
Allocation Order or amendatory Urban Planning Allocation Order au-
thorizes the preparation, execution and submission by the Regional
Administrator of an Urban Planning Grant Contract to the Planning
Agenecy in the exact amount of the allocation (amount of grant). The
offer and signed acceptance of the offer by the Planning Agency con-
stitutes a binding contract between the Planning Agency and the
Government. A conformed copy of cach executed contract, contract
amendment, or waiver shall be transmitted to the Division of Finance
and Accounts as soon as possible following the execution thereof.

If the Government terminates any or all of its obligations under the
contract before completion of the project, the Regional Administra-
tor, will, if necessary, execute an amendatory Urban Planning Alloca-
tion Order to reduce the amount of the allocation and the amount of
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7-11-2 Project Allocations and Executed Contracts

the contract 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 Project
Completion and of Project Cost, 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 Planning Agency is necessary. After the final grant disbursement
has been made to the Planning Agency or a refund of grant funds previ-
ously disbursed has been received from the Planning Agency, S.F.
1017G, Journal Voucher, shall be prepared in duplicate in accordance
with Exhibit A to cancel the amount of the undisbursed commitment,
if any. The original thereof shall be used to support the entries decreas-
ing the allocation and contract amounts on the Project Planning Grant
Record, and the copy shall be forwarded to the Division of Finance and
Accounts for appropriate entry in the control records.

Inecreases and decreases in the amount of an allocation and contract
shall in each instance be recorded in the Project Planning Grant Record
in accordance with the instructions contained in Section 7-11-10 under
the heading Subsidiary Ledger.
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Project Allocations and Executed Contracts 7-11-2

EXHIBIT A

Standard Form No 1017G
9 GAG 1030
1017803

I Vi Nbbssonmiosamsmsisemonse

JOURNAL VOUCHER

DAte oot

REVERENCE EXPLANATION vEBIT creoIT

Urban Planning Assistance Program
86x0104

Name of Planning Agency
Address
Project No.
Contract No.

Subsidiary Project Planning Grant Record
Posting (Forw H-200.20):

Columa (5) $1,500
Column (8) 1,500

(A decrease of $1,500.00 in columns (6),
(9) and (14) will result from the above
postings.)

To cancel the undisbursed commitment
(column (14) - Form E-200.20) after
final grant disbursement on (date) ,
S.F. 1166 No. and/or receipt
of refund from Planning Agency.
Executed Form H-6722, Certificate of
Project Completion and of Project Cost,
has been recelved.

Totar,

Prepared by Approved by ..o

(Stemature)

(Title) (Tile)

B & COVIRNNINT PRINTING OPFICE 1938 0= 4%suse
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Administrative Practice Handbook—Field Service 7-11-3
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 3

TRANSACTIONS BETWEEN OFFICES

Transactions between the Division of Finance and Accounts and a
Regional Office shall be documented in each instance by a Form H-219,
Inter Office Transfer Voucher. Except as indicated in Section 7-11-4,
the office originating a transfer transaction shall prepare the Inter Office
Transfer Voucher in duplicate, transmit the original to the receiving
office, and retain the duplicate for posting purposes. The issuing office
shall post in its accounts on the basis of the retained duplicate copy.

Inter Office Transfer Vouchers shall be prepared and transmitted to
the Division of Finance and Accounts in sufficient 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.
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Administrative Practice Handbook—Field Service 7-11-4
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 4

FUNDS

The following symbol and title have been assigned by the Treasury
Department for use in connection with Urban Planning Assistance
Program funds:

Symbol Title

86X0104 Urban Planning Grants, Office of the Administrator,
Housing and Home Finance Agency

On the first business day of each month, Regional Offices shall esti-
mate disbursement requirements of planning grant funds during the
ensuing 45-day period. Where the estimate indicates that the cash
balance of available funds requires replenishment, a Form H-219, Inter
Office Transfer Voucher, shall be prepared in duplicate. The Regional
Office shall complete the Transfer Voucher No. and Date Issued blocks
on the form in accordance with Exhibit A. The copy shall be mailed
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 Transfer Vouchers when received by
the Division of Finance and Accounts will serve both as requests for
planning grant disbursing authority and as the actual documents by
which required transfers of such authority are effected.

However, when the cash balance of funds available for planning grant
disbursements as of the first business day of a month exceeds the esti-
mated disbursement requirements for the ensuing 45-day period, an
Inter Office Transfer Voucher shall be prepared in accordance with
Exhibit B to return the excess to the Division of Finance and Accounts.

The following symbol and title have been assigned by the Treasury
Department for use in connection with the deposit of collections of
inspection and audit fees, whether in cash or by setoff :

Symbol Title

86X6753 Unearned Inspection Fees, Urban Planning, Office
of the Administrator, Housing and Home Finance
Agency

(Refer to Chapter 30 for instructions on the deposit, recording and
documenting of deposit funds.)
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Funds

EXHIBIT A

7-11-4

Cash balance in Account 101.12 as of August 31, 19__ 5,000.00

W-219 (3-51)
TRARS. YOUCRER RO.
HOUSING AND HOME FINANCE AGENCY
OFPICE OF TEE ABMINIBTRATOR *
DATE ISSVUED
INTER OFFICE TRANSFER VOUCHER %
1SSUING OFFICE MORTRN RECORDED
Washington, D. C. (Prepared by Regional Office)
RECEIYING OFFICE MONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
Urban Planning Assistance Program
86X0104
Planning grant funds through October 15, 19__:
Estimated disbursements through October 15, 19__ $80,000.00

Amount of grant funds transferred $75,000.00
# To be assigned by the Regional Office
ISSUING OFFICE RECEIVING OFFICE
POSTINGS _TO-GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
101.12 331.51 $75,000.00
(See Transacti¢on No. 1, Secti¢n T-11-1k)
SIGNATURE SIGNATURE
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7-11-4

EXHIBIT B

Funds

H-219 (3-51)

TRANS. YOUCHER WO.
HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ABMINISTRATOR

DATE 1S3UED
{NTER OFFICE TRANSFER VOUCHER October 1, 19
1SSUIRG OFFICE NORTA RECORDED
(Location of Regional Office)
RECEIVING OFFICE WORTH RECORDED
Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

Urban Planning Assistance Program
86x010k

To return to the Division of Finance and Accounts the amount
of Planning Grant Funds in excess of the estimated disburse=-
ment requirements through November 15, 19 _:
Cash balance in Account 101.12 as of
September 3C, 19__ $80,000.00

Estimated Disbursements through

(See Transactifon No. 11, Sectiion 7-11-1k

November 15, 19__ 70,000.00
Amount of grant funds returned $10,000.00
ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO-GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT DR. A/C CR.A/C AMOUNT
331.51 101.12 $10,000.00

SIGNATURE

SIGNATURE
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Administrative Practice Handbook—Field Service 7-11-5
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 5

DISBURSEMENTS

A disbursement for a planning grant shall not be made before the
effective date of the Urban Planning Grant Contract and unless there
is a sufficient balance in the Regional Office cash account to cover the
transaction. The requirements for disbursements under the program
are summarized as follows :

(1) The original and memorandum copies of each completed basic

(2)

('.

)

document, such as Form H-6720, Requisition for Urban Planning
Grant Payment, surnamed and signed by the authorized admin-
istrative and legal personnel and signed by the Regional Ad-
ministrator, or his designee, will be received by the Regional
Director, Administrative Branch.

The basic document 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: (a) that the
amount of the undisbursed commitment as shown on the appli-
cable Form H-200.20, Project Planning Grant Record, is not less
than the proposed disbursement; (b) that all the terms and
conditions of the contract have been met; (¢) that all required
approvals by authorized legal and administrative personnel have
been indicated; (d) that an audit, if required before disburse-
ment, has been made; (e) that no adjustments are required as the
result of such audit or that the amount being requisitioned for
disbursement has been adjusted for any exceptions contained in
the audit report; and (f) that the transaction is proper and
correct in every respect.

After determining that the disbursement is in order S.F. 1166,
Voucher and Schedule of Payments, shall be prepared and sub-
nmitted to the Treasury Regional Office requesting that a check
be drawn and delivered in accordance with instructions on the
Voucher and Schedule of Payments. The instructions in Section
7-1-5 with respect to the processing, numbering, and filing of
disbursement documents (basic documents and Vouchers and
Schedules of Payments) shall be followed except that the posting
copies of such documents shall be filed in accordance with Section
7-1-3.

Exhibit A illustrates a Voucher and Schedule of Payments and Ex-
hibit B illustrates a Voucher and Schedule of Payments where a setoff

11/1/62
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7-11-5 Disbursements

is involved (see instructions below relative to Collection by Setoff Against
Amounts Requisitioned for Disbursement).

Disbursements for planning assistance grants shall be recorded in
the General Ledger in accordance with Transaction Nos. 2 and 8, Sec-
tion 7-11-14. For the postings to be made to the Project Planning Grant
Record refer to the instruections in Section 7-11-10 under the heading
Subsidiary Ledger.

Collection by Setoff Against Amounts Requisitioned for Disbursement

If the Planning Agency has not paid the amount of fixed fee for
inspections and audit by the time the first requisition for grant payment
under the initial contract, or the next requisition under the amendatory
contract, is approved, the full amount of the fee, or additional fee, shall
be set off against the approved amount of the requisition.

The use of the Voucher and Schedule of Payments illustrated in
Exhibit B will eliminate the use of S.F. 1096, Schedule of Voucher
Deductions. The single voucher (Exhibit B) will serve as posting media
for the entry of the planning grant in the General Ledger 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 audit fees, refer to Chap-
ter 30, Clearing and Deposit Fund Accounts.
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Disbursements

EXHIBIT A

7-11-5

dard Form No. 1168
Form prescribed by

7040 0k0) VOUCHER AND SCHEDULE OF PAYMENTS
Sheet 1 of.
NANCE_AGE!
(DEPARTMENT OR ESTABLISHMENT)
e Bz VRN EXIIXIXZIXLILX
Office of the Administrator
LOCATION OF TRANSMITTING OFFICE STATION Mo [T
(Location of Regional Office) I (a) ! (b) B Schoduls, No.
APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT) PAID BY
86X0104 - $ xox
v, PATEE M SRR 0 ot 0.
[0} @ o) @
Name of Planning Agency $ xooxx
Address
Project No.
Contract No.
(a) Insert appropriate rField Fiscal Station
code (agency accounting station number),
see Section T-1-2.
(b) Insert appropriate Treasury Regional
Office symbol (see Treasury Department
Circular No. 945-Second Revision, as
amended and supplemented).
Pursuant to authority vested in me, I certify that the
items listed herein are correct and proper for payment | GRAND TOTAL $ xxxx

from the appropriation(s) designated.

(Deia) (Autborised certifying offier)
.5, COVERNMENT PRONTING OFFICE . 1957 —O~444253

11/1/62



7-11-5

EXHIBIT B

Disbursements

rm No. 1188

7 QA0 8040)

ROU

BUREAU OR OFFICE

Office of the Administrator

LOCATION OF TRANSMITTING OFFICE

(Location of Regional Office)

(a) (»)

[snnou . ]wwux

VOUCHER AND SCHEDULE OF PAYMENTS
Sheet 1 of.

i G e i .0 A X0 R MO

9% Schedule No.

APPROPRIATION SUMMARY: (SYMBOL AND AMOUNT)

86X0104

- $20,000.00

PAID BY

Rmom
'VOUCHER NO.
m

PAYEE, AND IF NECESSARY. ADDRESS, INVOICE NO.
OR OTHER IDENTIFICATION

@

AMOUNT D.0. CHECK NO.

™

Name of Planning Agency
Address

Project No.

Contract No.

Setoff-Inspection and Audit Fee 86X6753

(a) Insert appropriate Field Fiscal Station
code (agency accounting station number),

see Section T-1-2.

(b) Ingert appropriate Treasury Regional

office symbol (see Treasury Department

Circular No. 945-Second Revision, as
amended and supplemented).

(see Exhibit A, Section 7-30-3)

$19,724.00

276,00

Pursuant to

itema listed herein are correct and proper for payment
from the appropriation(s) designated.

authority vested in me, I certify that the

GRAND TOTAL

$20,000.00

(Duta) (Autborised certifying off oer)

.5, GOVERNMENT PRINTING OFFICK - 1957 D-444253
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Administrative Practice Handbook—Field Service 7-11-6
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 6
BILLINGS

Section 4 of Part I of the guide form of Urban Planning 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 procedure applicable to
billings for inspection and audit fees.

Part II of the guide form of Urban Planning Grant Contract dated
7-61 provides for remittance to HHF A of such portion of any grant
payments previously received as is determined by HHF A to be due the
Government upon termination or suspension of the projeet (Section
203) and upon completion of the project (Section 204).

Section 205 of Part II of Urban Planning Grant Coniracts executed
prior to July 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, I'nvoice, shall be rendered to
Planning Agencies by the Administrative Branch to implement the
Part II contract provisions, as follows:

(1) Upon 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 termination or suspension of the Govern-
ment's obligations under the Urban Planning Grant Contract and
completion of administrative action with respeect to the exceptions
and other matters obtained in the audit report, and upon deter-
mination of the portion of the grant payments 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 payments in a specified amount have been
made to the Planning Agency and should be recovered, 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 Administrative Branch of the final
audit report and upon receipt of advice from the Regional Director
of Urban Renewal of the completion of the project and completion
of administrative action with respect to the exceptions and other
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7-11-6 Billings

matters contained in the audit report, and upon determination of
the portion of the grant payments previously made which is due
the Government 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 Invoice 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 Project
File;

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

(d) the quintuplicate shall be held in the Pending F'ile until the
collection is received, after which it shall be placed in the
appropriate Fiscal Project File as evidence of the collection.

Entries of billings for inspection and audit fees, which are for deposit
to account symbol 86X6753, shall be made as described in Chapter 30.

Entries of billings as specified in (1), (2) and (3) above shall be made
in the General Ledger 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 balance in Account 131.11 Accounts Receivable.
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Billings 7-11-6

EXHIBIT A

w216
(8-53)

No.

AOUSING AND HOME FINANCE AGENCY
TR ORI

(Show address of Regional Office)
INVOICE

Date

I 7

Name and address of
Planning Agency

L -

DESCRIPTION AMOUNT

We have been informed that the activities for which planning assis-

tance funds were paid under Contract No. have been terminated

(or suspended). In accordance with the provisions of Section 203

of Part II of sucn contract, and as a result of final audit of the

accounts maintained by you under Section 301 of Part II of the con-

tract, you are requested to return to this Agency the following:
Unexpended and unobligated grant funds $500.00
Disallowed travel 50.00

Total amount due $550.00

Mcke check payable to the Housisqg amd Checked and Certifled Correct:
Rome Fimance Agency-OA and meil to:

(Name and address of Regional Office)

(Signetare)

(Return deplicate copy of Inveice with renittence)
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7-11-6 Billings
EXHIBIT B
216
(8-55)
oo
HOUSING AND HOME FINANCE AGENCY pate
AXROOOAIOMNOAMSNOASSOSIK
(Show address of Regional Office)
INVOICE
Name and address of
Flanning Agency
DESCRIPTION ANOUNT
We have been informed that grant payments made to you under
Contract No. are in excess of the amount the
Government is obligated to pay. Consequently, you are re-
quested to return such excess to this Agency.
Amount Government is obligated to pay $10,000.00
Amount actually paid 10,500.00
Excess to be returned $500,00
Moke check payable to the Houals: aad Cortified Cerrect:
Rome Flaance Agency-OA ead mail to:
(Name and address of Regional Oflice)
(Signetere)
(Retorn doplicate copy of Javoice with remittence)
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EXHIBIT C

7-11-6

214
{8-33)

BOUSING AND ROME FINANCE AGENCY

Date
(Show address of Regional Office)
INVOICE
r 1
Name and address of
Planning Agency
L. _J
DESCRIPTION AMOUNT
We have been informed that the activities for which planning
assistance funds were paid under Contract No. have
been completed. Consequently, in accordance with the pro-
visions of Section 20l of Part II of such contract, and as
a result of final audit of the accounts maintained by you
under Section 301 of Part II of the contract, you are re-
quested to return to this Agency the following:
Unexpended and unobligated grant funds  $500.00
Disallowed travel £0.00
Total amount due $550.00

Make check payable to the Hews
Home Fiaance Agemcy-OA «ad mell to:

(Name and address of Regional Office)

Chocked end Cortified Correct:

(Signstere)

(Reture doplicote copy of Inverce vrth resvitonce)
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Administrative Practice Handbook—Field Service 7-11-7
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 7

COLLECTIONS

All amounts received by Regional Offices applicable to the Urban
Planning Assistance Program, except collections of inspection and audit
fees, shall be deposited in the nearest Federal Reserve Bank or Branch
for credit to general fund account symbol 86X0104 Urban Planning
Grants, Office of the Administrator, Housing and Home Finance Agency.

For the procedure to be followed in depositing collections and for
the preparation and distribution of the related S.F. 219, Certificate of
Deposit, reference should be made to Section 7-1-2.

For the procedure to be followed in depositing collections of inspection
and audit fees, see Section 7-30-3.

This section includes procedures relating only to collections of occa-
sional refunds of planning grants.

For the general ledger entries to record collections on accounts receiv-
able and refunds of planning grants, refer to Transaction Nos. 6 and 7,
Section 7-11-14. The posting of subsidiary accounts shall be made on the
basis of the information on the reverse of the Certificate of Deposit fully
identifying the transaction.

Inspection and audit fees collected by setoff against amounts requi-
sitioned by Planning Agencies (see instructions in Section 7-11-5) do
not involve the use of Certificates of Deposit.

11/1/62 Page 1



Administrative Practice Handbook—Field Service 7-11-8
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 8

INSPECTION AND AUDIT FEES

The amounts of Inspection and Audit Fees 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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Inspection and Audit Fees 7-11-8

EXHIBIT A

W-219 (3-21)
TRARS. VOUCNER w0,

HOUSING AND HOME FINANCE AGENCY
OPFICE OF THE ABMINISTRATOR

9ATE 133000
INTER OFFICE TRANSFER VOUCHER
1330188 OFFICE MONTR RECORDED
(Location of Regional Office)
RECEIYING OFFICE MOXTH RECORDLD
Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

URBAN PLANNING ASSISTANCE PROGRAM
86x010L

To transfer to the Division of Finance and Acccunts the

balance in Account 101.13 Cash - Inspection and Audit

Fees as of , 19 .

NOTE: Vhen applicable, include a reference to the memorandum
from the Division of Finance and Accounts requesting
the transfer.

I1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO-GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR, A/C CR. A/C AMOUNT
221,12 331.51 $ xoox
331,51 101,13 200

(See Transacti¢n No, 15, Section 7-11-1L)

SIGNATURE S1aNATURE

GPo 993478
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Administrative Practice Handbook—Field Service 7-11-9
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 9
IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Account
101.12 Cash by removing therefrom those transactions which have not
been accomplished. Such adjustments shall be made on the basis of
journal entries and shall be recorded in accordance with Transaction
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 accordance with Transaction Nos. 4 and 10.
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Administrative Practice Handbook—Field Service 7-11-10
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 10

BOOKS AND RECORDS

A General Ledger for program funds for symbol 86X0104, and a
Subsidiary Ledger 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 Section 7-11-14, and for the Subsidiary
Ledger entries in the instructions that follow for the maintenance of
such record. After each document has been posted, a notation to that
effect shall be made thereon. Such notation shall show the posting date
and be initialled by the employee who posted the transaction. In the
case of documents, such as originals of executed contracts, contract
amendments and waivers, the notation 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 document. In the case of all other posting media, the
notation may be made on the face of the document.

GENERAL LEDGER

General Ledger accounts shall be established and maintained on
S.F. 1014-Revised, General Ledger, in accordance with the Chart and
Description of General Ledger Accounts preseribed in Sections 7-11-12
and 7-11-13. In this connection, reference shall be made to Typical
Transactions with Appropriate Entries, Section 7-11-14, which also
indicates the documents which support entries in the accounts.

SUBSIDIARY LEDGER

A separate Form H-200.20, Project Planning Grant Record, shall be
established upon receipt in the Administrative Branch of an original
Form H-6760, Urban Planning Allocation Order, bearing the approval
of the Regional Administrator. Each individual Project Planning
Grant Record 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 information to be recorded on each Project Planning Grant
Record shall be in accordance with the following instructions which
have been numbered to correspond to the parenthetical numbers on
Exhibit A :

(1) Show date of entry.
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7-11-10

(2)

(3)
(4)

(6)
(7

(8)

(9)
(10)

(11)

(12)

(13)

(14)

(16)
(17)

Page 2

Books and Records

Enter the release dates of the Urban 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, ete.

Cite posting document or brief description of transaction.

Enter amount of grant allocation and increases thereof as
shown by an Urban Planning Allocation Order or an amenda-
tory Urban Planning Allocation Order.

Enter decreases in amount of grant allocation as shown by
an amendatory Urban Planning Allocation Order or as shown
by S.F. 1017G, Journal Voucher, prepared following receipt of
Form H-6722, Certificate of Project Completion and 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 decreases in amount of grant as shown by executed con-
tract amendments, amendatory Urban Planning Allocation
Order on terminated projects, or as shown by Journal Voucher
prepared following receipt of the Certificate of Project Comple-
tion and of Project Cost.

Entries in column (7) increase the previous balance in this
column and entries in column (8) decrease the previous balance.
Enter the amount of grant funds disbursed as shown by S.F.
1166, Voucher and Schedule of Payments.

Enter the amount of grant funds transferred to Accounts Re-
ceivable as shown by Form H-216, Invoice. 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 shown by S.F. 219, Certificate of Deposit. This refers
to amounts which had not been previously transferred to ac-
counts receivable.

Entries in column (10) increase the previous balance in this
column and entries in columns (11) and (12) decrease the
previous balance.

Entries in columns (7), (12) and (16) increase the previous
balance in this column and entries in columns (8) and (10)
decrease the previous balance.

Enter amount of grant funds transferred to aceounts receiva-
ble as shown by Invoices.

Enter amounts of accounts receivable collected as shown by
Certificates of Deposit.

Entries in column (15) increase the previous balance in this
column and entries in column (16) decrease the previous bal-
ance.
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Books and Records 7-11-10

MEMORANDUM RECORD OF RELEASE AND POSTING DATES

Program instructions define ‘‘Official Release Date’’ as the date on
which the Planning Agency is notified of the grant allocation by tele-
gram from URA. For all original allocation orders and for all amenda-
tory allocation orders which provide for both an increase in the grant
and the addition of a municipality or area to the scope 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 dlloeatlon order as of the
Official Release Date.

In the case of amendatory allocation orders which 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 Planning Allocation Order received in the Administrative
Branch shall be posted in the project records on a date which conforms
to the “Issued’’ date (Release Date) of the allocation order.

The following memorandum record shall be established using an
appropriate columnar form for the purpose, and shall be maintained by
each Regional Administrative Branch to insure that Urban Planning
Allocation Orders are always posted to project records on the same
date as the release date:

URBAN PLANNING ASSISTANCE PROGRAM
MEMORANDUM RECORD OF RELEASE AND
POSTING DATES—FORM H-6760

) REGION NO.
(1) (2) (3) (4) (5)
Project ‘ Release ‘ Posting
No. Date | Date Amount Remarks

(1) Show project number.

(2) Show release date.

(3) Indicate posting date to project records which shall always con-
form to release date.

(4) Show amount of allocation and increase or decrecase of alloca-
tion. Show decrease of allocation in parentheses.

(5) Indicate whether release date was determined by the Urban
Renewal Administration or Regional Office. Identify type of
allocation or other pertinent information as may be required.
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7-11-10 Books and Records

As of the end of each month, the Regional Director, Administra-
tive Branch, shall furnish 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 during
the month then ended. S.F. 96, Office Memorandum, 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 day following the close of the month.
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7-11-10

Books and Records

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-11-11
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 11
' REPORTS

The reports, Form H-200.60, Statement of General Ledger Balances,
and Form H-200.21, Project Transcript, referred to below shall be for-
warded to the Division of Finance and Accounts in accordance with
Section 7-1-8, which specifies the number of copies of each report
required. For report, Form H-200.53, Statement of General Ledger
Balances—Clearing and Deposit Fund Accounts, see Chapter 30.

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month after all entries for the month have
been posted, the balances shown in columns (18) and (17) of each
Form H-200.20, Project Planning Grant Record, shall be totalled sepa-
rately and each such total shall be reconciled with the balance of the
related General Ledger control accounts—total of accounts 541.11 and
321.21 for grants 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 General Ledger Balances. 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 submitted by individual
project. All of the information required for the preparation of the
transeripts shall be obtained from the subsidary ledger cards (Project
Planning Grant Record). Reports (including 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 transactions have been recorded on the project subsidiary ledger
card changing the information required by the report form. For
example, if no transactions were recorded on the subsidiary ledger card
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
close 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
reported must be complete in all respects. The current file of reports
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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 which have been
numbered to correspond with the parenthetical numbers on Exhibit A :

(1) Show month-end as of which report is prepared.
(2) Enter name of Planning Agency.

(3) Enter address of Planning Ageney.

(4) Enter number of Region preparing report.

(5) Enter number of project being reported.

Instructions for column (A):

Page 2

(6)
(7)
(8)

(9)
(10)

(11)

(12)

(13)

(14)

(15)
(16)

a7

Enter amount of increase of Allocation since prior report
as shown in column (4) of Form H-200.20.

Enter amount of decrease of Allocation since prior report
as shown in column (5) of Form H-200.20.

Enter difference between items (6) and (7). If item (7)
exceeds item (6) show the difference in parentheses, or
if item (6) exceeds item (7) show the difference without
parentheses.

Enter amount of increase of Contract since prior report
as shown in column (7) of Form H-200.20.

Enter amount of decrease of Contract since prior report
as shown in column (8) of Form H-200.20.

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 difference
without parentheses.

Enter amount of disbursement(s) since prior report as
shown in eolumn (10) of Form H-200.20.

Enter to the left of Column (A) amount of inecrease in
transfers to Accounts Receivable since prior report as
shown in eolumn (11) of Form H-200.20.

Enter to the left of Column (A) amount of increase in
refunds since prior report as shown in column (12) of
Form H-200.20.

Enter the total of items (13) and (14).

Enter the difference between items (12) and (15). If
item (15) exceeds item (12) enter the difference in paren-
theses, or if item (12) exceeds item (15) enter the
difference without parentheses.

Enter difference between the Undisbursed Commitment as
shown by prior report and the Undisbursed 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

11/15/63
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Reports

7-11-11

the current report, show the difference in parentheses or
if the reverse is true, show the difference without
parentheses.

(18) Enter 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 difference between items (18) and (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):

11/1/62

(6) Foot column (4) of Form H-200.20 and enter total here.
(7) Foot column (5) of Form H-200.20 and enter total here.
(8) Enter balance from column (6) of Form H-200.20.

(9) Foot column (7) of Form H-200.20 and enter total here.
(10) Foot column (8) of Form H-200.20 and enter total here.
(11) Enter balance from column (9) of Form H-200.20.

(12) Foot column (10) of Form H-200.20 and enter total here.

(13) Foot column (11) of Form H-200.20 and enter total here
to the left of column (B).

(14) Foot column (12) of Form H-200.20 and enter total here
to the left of column (B).

(15) Enter total of items (13) and (14).

(16) Enter balance from column (13) of Form H-200.20.

(17) Enter balance 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 enter total here.

(20) Enter balance from column (17) of Form H-200.20.

(21) Enter date of submission of report to the Division of
Finance and Accounts.

(22) The signature of the Regional Director, Administrative
Branch, or his designee, shall appear in this space.

Page 3



Reports 7-11-11
EXHIBIT A
H-20.21
(12-58)
HOUSING AND HOME FINANCE AGENCY
OFFICE OF TEE ABMIRISTAATOR .
URBAN PLANNING ASSISTANCE PROGRAM
PROJECT TRANSCRIPT
(1) Period ended — 19
(2) Name
(3) Location
(4) Region No. (5) Project No.
AMOUNT OF TOTAL OR BAL-
CHANGE SINCE ANCE AS 0
PRIOR REPORT ABOVE DATE
) (B)
(6) Allocation: Increases $
(7) Decreases .
(8) Balance ..................... -
(9) Contract: Increases
(10) Decreases ..
(11) BELEBEE coovmis wrmumius v smomensoms s PR =
{12) Disbursements .......................ou..
(13) Transferred to Accounts
Receivable ............. £ Y
(14) ReFund# wocon womnn sowyn on vy N——
(15) Total of items (13)
and (14) .«
(16) Balance -...ooonvreennneianneee .. -
(17) Undisbursed Commitment .................. e ———
(18) Accounts Receivable: Debits
(19) Credits . -
(20) Balance S
(21) Date subniueq S | S
(22) Certified correct
GPo 942308
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Administrative Practice Handbook—Field Service 7-12-12
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 12

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.

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month, after all entries for the month have been
posted to the General Ledger, the balances reflected in columns (19)
and (23) of the Subsidiary 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 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 COMMITMENTS, CONSTRUCTION ADVANCES, BOND PURCHASES, AND UNDIS-
BURSED COMMITMENTS

Form H-245, Net Loan Commitments, Construction Advances, Bond
Purchases, and Undisbursed Commitments (Exhibit A) shall be pre-
pared at the close of business each month. 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.

‘“Completed projects previously reported’’ shall not be listed indi-
vidually 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 information to be shown on Form H-245 shall be in accordance
with the following instructions which correspond to the parenthetical
letters and numbers on Exhibit A. Except for items (a) and (b) the re-
quired information shall be obtained from Form H-213, Sudsidiary
Loan Record.

Item (a) Enter month-end date as of which report is prepared.
Ttem (b) Enter number and location of Regional Office.

Completed projects to be reported in columns (4), (6), and (8)
opposite Item (¢) are those on which the net commitments have been
fully disbursed for bond purchases. Projects on which construection
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). In other words, such a project shall be elimi-
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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 (4) of this line the total number of com-

Item

Item

Ttem

Item

Ttem

(d)

(e)

()

(2)

(h)

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 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 column (6) net loan commitment (commitment
less cancellations).

Enter in column (8) principal amounts of bonds pur-
chased.

Count the number of projects completed during month
and to this add 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 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 completed as indicated below.

Enter in columns (1) through (6) and column (8) the
information and amounts as indicated above under Item
(d).

Enter in column (7) the amount of construction advances.
Enter in column (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 completed (Item (f))
and enter such sum as a subtotal in column (4).

Enter as subtotals in columns (6) and (8) the totals of
such columns for projects not completed (Item (f)).
Enter as ecumulative totals in columns (4), (6) and (8)
the sums of the subtotals of such columns. Enter as cumu-
lative totals in ecolumns (7) and (9) the totals of such
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

Page 2
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Administrative Practice Handbook—Field Service 7-11-13
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 13

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 CASH IN TRANSIT

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 acecount with:

9. Amount of cash collections 10. Amount of month-end adjust-
in transit at the end of each ment for cash collections in
month. transit reversed as of the end of

each month.
101.12 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.

Debit this account with : Credit this account with :

1. Amounts of funds trans- 2. Amounts of vouchers scheduled
ferred from the Division of for payment of planning
Finance and Accounts for grants.
planning grants. 4. Amount of month-end adjust-

3. Amounts of planning grant ment for unaccomplished plan-
disbursements which have ning grant disbursements re-
not been accomplished by versed as of the beginning of
the Treasury Regional Office each month.
at the end of each month. 8. Amounts of planning grants

6. Amounts of accounts receiv- requisitioned by Planning
able collected. Agencies where collections by

7. Amounts collected repre- setoff of inspection and audit
senting refunds of planning fees are involved.
erant funds not previously 9. Amount of cash collections in
billed or billed on invoices transit at the end of each
not specifying an amount. month.

10. Amount of month-end ad- 11. Amounts of excess planning
justment for cash collections grant funds returned to the
in transit reversed as of the Division of Finance and Ac-
end of each month. counts.
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7-11-13 Description of General Ledger Accounts

131.11 ACCOUNTS RECEIVABLE

This is a debit balance (asset) account maintained to show the out-
standing balance of refunds due the Government for grant overpay-
ments for which invoices have been rendered.

Debit this account with: Credit this account with :
5. Amounts of invoices rendered 6. Amounts of accounts receivable
covering grant refunds due. collected.

NOTE: Maintain individual subsidiary account for each project on
Form H-200.20, Project Planning Grant Record.

201.11 ACCOUNTS PAYABLE

This is a credit balance (liability) account maintained to record the
amount of cash disbursements which have not been cleared through the
Treasury Regional Office at the end of each month.

Debit this account with : Credit this account with :

4. Amount of month-end ad- 3. Amounts of planning grant
justment for unaccomplished disbursements which have not
planning grant disbursements been accomplished by the Treas-
reversed as of the beginning ury Regional Office at the end of
of each month. cach month.

321.21 CUMULATIVE GRANTS

This is a debit balance (capital) account maintained to show the cumu-
lative amount of Urban Planning Grants disbursed 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.

331.51 REGIONAL OFFICE BOOKS—ACCOUNT WITH CENTRAL OFFICE

This is a Regional interoffice control account maintained to record all
transfer transactions between the Division of Finance and Accounts and
the Regional Office.

Debit this account with : Credit this account with :

11. Amounts of excess planning 1. Amounts of funds transferred
erant funds returned to the from the Division of Finance
Division of Finance and Ac- and Accounts for planning
counts. grants.
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Description of General Ledger A ts 7-11-13

541.11 GRANTS

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 payment of plan- covering refunds due.
ning grants. 7. Amounts collected 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 setoft of inspection 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.
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Administrative Practice Handbook—Field Service 7-11-14
Part 7. Accounting and Fiscal Procedures
Chapter 11. Urban Planning Assistance Program

Section 14

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr. Cr. Title of Account
1. Amounts of funds trans- 101.12 Cash.
ferred from the Division 331.561 Regional Office Books
of Finance and Accounts —Account with Cen-
for planning grants. tral Office.

Posting media: Inter Of-
fice Transfer Vouchers.

2. Amounts of vouchers 541.11 Grants.
scheduled for payment of 101.12  Cash.
planning grants. Posting
media: Vouchers and
Schedules of Payments.

3. Amounts of planning 101.12 Cash.
grants disbursements 201.11  Accounts Payable.
which have not been ac-
complished by the Treas-
ury Regional Office at
the end of each month.
Posting media: Journal

Vouchers.
4. Amount of month-end 201.11 Accounts Payable.
adjustment for unaccom- 101.12 Cash.

plished planning grant
disbursements reversed as
of the beginning of each
month. Posting media:
Journal Vouchers.

5. Amounts of invoices ren- 131.11 Accounts Receivable.
dered covering grant 541.11 Grants.
refunds due. Posting
media: Invotces.
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7-11-14
Trans-
action
Number Description
6. Amounts of accounts re-

-3

10.

11.

* For
7-30-11)

ceivable collected. Post-
ing media : Certificates of
Deposit.

Amounts collected repre-
senting refunds of plan-
ning grant funds not pre-
viously billed or billed
on invoices not specify-
ing an amount. Posting
media: Certificates of De-
posit.

Amounts of planning
grants requisitioned by
Planning Agencies where
collections by setoff of
inspection and audit fees
are involved. Posting
media: Schedules of
Voucher Deductions at-
tached to Vouchers and
Schedules of Payments.

Amount of cash collec-
tions in transit at the
end of each month. Post-
ing media: Journal
Vouchers.

Amount of month-end
adjustment for cash col-
lections in transit re-
versed as of the begin-
ning of the following
month. Posting media:
Jowrnal Vouchers.

Amounts of excess plan-
ning grant funds re-
turned to the Division of
Finance and Accounts.
Posting media: Inter Of-
fice Transfer Vouchers.

Typical Transactions with Appropriate Entries

Dr. Cr.

101.12

131.11
101.12

541.11
101.13*
541.11

101.12

131.22%
101.11

101.12
101.12

101.11
331.51

101.12

Title of Account

Cash.
Accounts Receivable.

Cash.
Grants.

Cash—Inspection and
Audit Fees.
(irants.

Cash.
Accounts Receivable—
Inspection and Audit
Fees.

Cash in Transit.
Cash.

Cash.
Cash in Transit.

Regional Office Books
—Account with Cen-
tral Office.

Cash.

posting to General Ledger accounts for 86X6753 (see Transaction No. 8, Section
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Typical Transactions with Appropriate Entries

Trans-
action
Number Description Dr. Cr.
12. Amount of planning 321.21
grants disbursed each 541.11

fiscal year transferred to
Account 321.21 as of
June 30 of each fiscal
year. Posting media:
Journal Vouchers.

11/1/62

Title of Account

7-11-14

Cumulative Grants.

Grants.
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Administrative Practice Handbook—Field Service 7-12-1
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 1

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements for
the College Housing Program authorized by Title IV, Housing Act of
1950, as amended. Program policies and procedures are contained in
Volume VI and in other releases.

Generally accepted commercial principles of accounting have been
employed in the system which 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-controlling accounts are maintained on the Regional Office
books.

The procedure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts and the
Subsidiary Loan Records shall be established and maintained in accord-
ance with the detailed instructions contained in Section 7-12-11. 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 will not warrant the use of such books of original entry.

Applications for loans will be approved by the Community Facilities
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 the reservation of funds for such applications
and increases thereto.

The Central Office Division of Finance and Accounts maintains an
overall record of the allotments, reservations and approvals, and a
record by States of reservations and approvals. Regional Offices shall
establish a Subsidiary Loan Record for each project upon receipt of a
fully executed Loan Agreement for that project.
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Administrative Practice Handbook—Field Service 7-12-2
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 2
TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. The original only shall be forwarded to the receiving office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. Except as described in the second paragraph,
Section 7-12-3, Inter Office Transfer Vouchers shall be prepared and
forwarded 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 documents prepared by Regional Offices shall be addressed to the
Division of Finance and Accounts. Regional Offices located west of the
Mississippi River shall forward the documents by airmail.
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Administrative Practice Handbook—Field Service 7-12-3
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 3

FUNDS

The following symbol and title have been assigned by the Treasury
Department to the Revolving Fund for the College Housing Program :

Symbol Title

86X4058 College Housing Loans, 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 disbursement in con-
nection with a particular project, the Regional Office shall prepare an
Inter Office Transfer Voucher in duplicate and complete the Transfer
Voucher No. and Date Issued blocks on the form. (See Exhibit A.)
Insofar as possible the Inter Office Transfer Voucher should be prepared
and a copy mailed to the Division of Finance and Accounts at least
two 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
mailed. The Regional Office shall post the transfer in its accounts on
the basis of the retained original, which shall be considered as accom-
plished. Such Inter Office Transfer Vouchers when received in the Divi-
sion of Finance and Accounts will serve both as requests for lending
fund disbursing authority and as the actual documents by which re-
quired transfers of funds are effected.

In any case where the amount of funds transferred to a Regional
Office exceeds the amount actually disbursed to a borrower, such excess
amount, identified by the project number, shall be returned promptly
to the Division of Finance and Accounts in accordance with Exhibit B.
Also an amount collected from a borrower and deposited, representing a
repayment of construction advance and accrued interest thereon, shall
be transferred promptly to the Division of Finance and Accounts in
accordance with 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. Such
Inter Office Transfer Vouchers shall be prepared in duplicate in the
usual manner.
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Funds 7-12-3

EXHIBIT A

H-219 (3-51)
TRANS. VOUCHER nO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ARMINIBTRATOR *
-“l( 1ssveo
INTER OFFICE TRANSFER VOUCHER
*
1SSUING OFFICE MORTN RECORDED
Washington, D. C. (Prepared by Regional Office)
RECELYING OFFICE MONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
COLLEGE HOUSING PROGRAM
86x4058
To transfer funds for lending purposes as follows:
Project No. Amount
$
These funds are scheduled for disbursement on , 19__
* To be aasigned by the Regional Office
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR, A/C CR. A/C AMOUNT OR. A/C CR.'A/IC AMOUNT.
(See Transaction No. 1, Sectfon 7-12-15)
SIGNATURE SIGRATURE
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Funds

EXHIBIT B

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ABNINISTRAATOR

INTER OFFICE TRANSFER VOUCHER

TRARS. VOUCHER KO.

BATE 153ULD

133VIRG OFFICE

noRTH RECORDED

RECEIVING OFFICE

Washington, D, C,

(Location of Regional Office)

MORTH RECORDED

follows:

Projact No.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

COLLEGE HOUSING PROGRAM
86x1L058

To transfer to the Central Office the amount of funds

transferred in excess of the sctual disbursement(s) as

Amount

]

1SSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEOGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
331.51 101.12 $ xox

(See Transactign No. 6, Sectign 7-12-15)

SiemaTese S10BATERE

FHLBD-Wesington. D, C.
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Funds

EXHIBIT C

7-12-3

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRARS. VOUCRER WO.

BATE IS3VED

13SVING OFFICE

(Location of Regional Office)

MORTN RECORDED

RECEIVING OFFICE

Washington, D. C,

MORTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

COLLEGE HOUSING PROGRAM
86xL058

To transfer to the Centrsl Office collection(s) representing

repayment(s) of construction advance(s) and accrued interest

thereon, as listed below.

Project No.

Principal

Interest

$

Total

1SSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEDGER

POSTINGS TO GENERAL LEODGER

S1eNATURE

OR. A/C CR. A/C AMOUNT DR, A/C CR. A/C AMOUNT
331.51 101.12 $ o
(See Transactjon No. 6, Sectjon 7-12-15)
SIGNATURE

FHLBS-Washington, . C

9/25/61



Administrative Practice Handbook—Field Service 7-12-4
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 4

DISBURSEMENTS—ADVANCES AND LOANS

A disbursement for a construction advance, or for the purchase of
bonds and accrued interest thereon, shall not be made until a fully
executed Loan 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 Form
CFA-300, Requisition and Voucher for Bond Payment or Ad-
vance, 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 examined in the Administrative Branch against
the related Lioan 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-
sidiary Loan Record, Form H-213, is not less than the proposed
disbursement, and (¢) that the transaction is proper and correct
in all other respects.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, S.F. 1166, shall be pre-
pared, certified and submitted to the Treasury Regional Office
requesting that a check be drawn 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 and Vouchers and Schedules of
Payments) shall be followed, except that posting copies of such
documents shall be filed in accordance with section 7-1-3.

Disbursements for construction advances shall be recorded in accord-
ance with Transaction No. 2, Section 7-12-15 and disbursements for the
purchase of bonds and accrued interest thereon, such as shown on
Exhibit A of this section, shall be recorded in accordance with Trans-
action No. 4. For the postings to be made to the Subsidiary Loan Record
covering a construction advance or a bond purchase transaction, refer
to the instructions in Section 7-12-11 under that heading and to Exhibit
A of that section.
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Disbursements—Advances and Loans 7-12-4

EXHIBIT A

(ex = H-940,1)

BOUSING AND HOME FINANCE AGENCY Project No.
COMMUNITY FACILITIES ADMINISTRATION
Related Requisiticn

CALCULATION OF NET AMOUNT DUE No.
FOR BOND PURCHASE

Dated

Calculation of camount due to

(Naxe of borrower a3 it appears on the Loan Agreement)

by the United States Government acting by and through the Housing and Home Finance Administrator.

Principal anount of bonds being purchased $ —175,000.00

Add: Accrued interest being purchased.
from ARPTe 1, 10 _ 4o ApPr. 25, 19

at 2275 % (360 dey basis) (24 days) 20.8:
Gross amount due borrower s 1 20.8
Deduct amount due Covernment by borrower
for loan advances made pursuant to
Loan Agreement:
Principal anount of loan advances ___l‘\.l‘:’_@_‘oo_
Add: Acgrued interest be‘mqp repaid on
loan advances to . APTil 25 M
at 2:79% (365 day basis)
Total amount due Government by borrower L. 556
on loan advances — 4,556.93
Net amount due borrower by Government s 1301763-20

(*) Interest on $4k,000. from
lovember 8, 19 ta
April 25, 19— (168 days)

(Signeture of Authorized Representative
of borrower)

(Date) (Title)

FHLDB-Washington, D. €.

4/13/60



Administrative Practice Handbook—Field Service 7-12-5
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 5

BONDS EVIDENCING LOANS

TRANSFER OF BOND ACCOUNTS

Promptly after bonds have been purchased and the transaction
has been recorded in the accounts of the Regional Office, an Inter Office
Transfer Voucher shall be prepared in accordance with 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, such Inter Office Transfer
Vouchers shall show the amount of construction advance, if any, and
accrued interest thereon deducted at settlement for the purchase of
bonds.

BOND DELIVERY AND SHIPMENT !

Bonds shall be placed promptly after purchase with the Federal
Reserve Bank or Branch, with a letter of transmittal giving a_descrip-
tion of the bonds. One copy of this letter, properly acknowledged by
the Federal Reserve Bank, shall be obtained for the Regional Office and
placed in the files of the Administrative Branch. A facsimile copy of
such letter shall be forwarded to the Community Facilities Commis-
sioner.

1 For procedures relating to bond delivery and shipment, see program releases issued by the
Central Office.
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Bonds Evidencing Loans

EXHIBIT A

7-12-5

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. YOUCHER NO.

DATE ISSUED

April 28, 19

1S5UIR6 OFFICE

(Location of Regional Office)

MONTN RECORDED

April

RECEIVING OFFICE

Washington, D. C.

MONTH RECOROED

To transfer the principal value of bonds and the amount of accrued

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

COLLEGE HOUSING PROGRAM

86xL058

interest purchased to the Central Office as detailed bzlow.

Project

No.

(Name and Location of borrower)

Bond principal

Accrued interest purchased
(2L days 2t 2-3/L% on a 360 day

basis from L/1/__ through L/2L/_)

Outstanding advances collected

Accrued interest on advances
(168 days at 2-3/L% on a 365 day

basis from 11/8/__ through L/2L/_)

Net amount disbursed

$175,000.00

320.83 $175,320.83
$ Lki,000,00

556.93 L, 556,93

$130,763.90

ISSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
331.51 $175,320.83
1111 175,000.00
121.11 320.83
(See Trancaction Ko. S, Section 7-12-15)
SISWATURE SIGNATURE

FHLBB-Washingion, D. C

12/5/61



Interest

EXHIBIT A

7-12-6

@ 'o;m No. lol;d;otvhd
- (Geoera) Ragulatons No-
Porm prescrited by Ce . Gen., U, 8.
thed by Comp, J. V. No.

JOURNAL VOUCHER

Date

REFERENCE EXPLANATION DEBIT CREDIT

COLLEGE HOUSING PROGRAM
86x4058
GENERAL_LEDGER

121.41 [Accrued Interest Receivable - Advances $ oo
411.41 |Interest Earned - Advances $ xox

SUBSIDIARY |LOAN RECORD

Project No{ Principal Days Rate Accrual

$  xxx

fuk

(List individual accounts)

|

Total $

:

To record the accrued interest receivabl
and interest earned during the quarter
lended >19__, on advances
made in connection with College Housing
[Projects.

‘TorAL,

Prepared by proy App! d by T 3

12/5/61



7-12-6

EXHIBIT B

Interest

W-219 (3-51

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINIBTRATOR

INTER OFFICE TRANSFER VOUCHER

TRARS. VOUCNER NO.

DATE 1SSUED

ISSUING OFFICE
(Location of Regional Office)

MONTH RECORDED

RECEIVING OFFICE
Washington, D. C

MONTH RECORDED

COLLEGE HOUSING PROGRAM
86xL058

Central Office.

DETAIL OF TRANSFER OR L!STING OF ATTACHED DOCUMENTS

Amount of interest earned on construction advances during

the fiscal year ended June 30, 19 transferred to the

(See Transactipn No. 13, Sectjon 7-12-15)

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR, A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
L1111 331.51 ¥ xox

SISHATUSE SIGNATURE

FHLBD-Washington, D. C.

12/5/61



Interest 7-12-6

, EXHIBIT B

W-219 (3-51)
TRANS. VOUCHER NO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABNINISTRATOR

DATE 133UED
INTER OFFICE TRANSFER VOUCHER
ISSUING OFFICE MORTH RECORDED
(Location of Regional Office)
RECEIVING OFFICE NONTH RECORDED
Washington, D. C

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

COLLEGE HOUSING PROGRAM
86xL058

Amount of interest earned on construction advances during
the fiscal year ended June 30, 19 transferred to the
Central Office.

1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR, A/C CR. A/C AMOUNT OR. A/C CR. AIC AMOUNT
L1,k 331.51 ¥ oo

(See Transactipn No. 13, Sectjon 7-12-15)

SISHATUSE SIenATURE

FHLBB- Weshington, D, C.

9/25/61



Administrative Practice Handbook—Field Service 7-12-6
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 6

INTEREST

Interest receivable shall be computed in accordance with Section 7-1-4
of this Volume.

Interest on construction advances shall be acerued 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 Loan Agreement. A
Journal Voucher, SF 1017G-Revised, shall be prepared as of the
close of each quarter in accordance with Exhibit A of this Section and
the entries thereon shall be posted to the General Ledger (see Trans-
action No. 3, Section 7-12-15) and to the Subsidiary Loan Records (Sec-
tion 7-12-11). As of the close of each fiscal year, an Inter Office Trans-
fer Voucher 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 acerued 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, 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 interest purchased shall be recorded
in the accounts as indicated by Transaction No. 4, Section 7-12-15.

Interest shall be acerued on a construction advance from the effective
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. Purchased interest on
bonds shall be computed from the beginning date of the current semi-
annual interest period through the day preceding the date of settle-
ment. The effective dates of disbursements and collections are described
in detail under the heading Subsidiary Loan Record, Section 7-12-11.

4/13/60 Page 1



Administrative Practice Handbook—Field Service 7-12-7
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 7

BILLINGS

INSPECTION AND AUDIT FEES

Upon receipt of advice from the Regional Director of Community
Facilities Activities as to award of the construction contract, the Ad-
ministrative Branch shall bill the borrower for the inspection and
audit fee. Such bill shall request prompt payment from the first funds
available to the borrower for construction of the project.

For each inspection and audit fee due, an original and four copies of
Form H-216, Invoice, shall be prepared in accordance with Exhibit A
of this Section. Copies of Invoices shall be distributed as follows :

(1) The original and duplicate shall be mailed to the borrower.

(2) The triplicate shall be used to establish the receivable in accord-
ance with Transaction No. 7, Section 7-12-15, 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.

(4) The quintuplicate shall be retained in a pending file for follow-up
purposes, for matching with the remittance when received and
then marked Paid and placed in the appropriate Fiscal Project
File as evidence that the collection was received.

In any case where the borrower fails to make payment within 30 days
following dispatch of a bill for the inspection and audit fee, the Adminis-
trative Branch shall notify the Regional Director of Community Faecili-
ties Activities by memorandum so that such further action as deemed
appropriate may be taken to effect collection.

At the end of each month, the amount of unpaid bills for inspection
and audit fees remaining in the pending file shall be reconciled and
agreed with the balance in General Ledger Control Account 131.22
Accounts Receivable—Inspection and Audit Fees.

OUTSTANDING ADVANCES AND ACCRUED INTEREST

‘Where an entire bond issue has been awarded 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 accordance
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

9/25/61 Page 1



7-12-7 Billings

period beginning on the date each advance 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 and accrued interest
shall not be recorded in the General Ledger, since such amounts due are
already reflected as receivables in the accounts.

Page 2 9/25/61



EXHIBIT A

7-12-7

w218
(8-5%) Wo.
HAOUSING AND HOME FINANCE AGENCY Date
AR ST TN ST
(Show address of Regional Office)
INVOICE
Name and address of
Educational Institution
DESCRIPTION AMOUNT
Amount to be paid the Government for field inspection
and audits at the site of Project No. a8
provided in Contract No. & $ oo

Payment of this amount is requested from the first
funds available for construction of the project, in
accordance with the Terms and Conditions coustituting

part of the Loan Agreement.,

Moke cheok payable te the Howslag esd
Rose Flaasce Ageacy-OA ead mail to:

(Name and address of Reglonal
Office)

Checked aad Cortified Correct:

(Retarn duplicate copy of Inveice with resittence)

(Signatere)

9/25/61



7-12-7 Billings

EXHIBIT B

w216
(8-55)
No.
HOUSING AND HOME FINANCE AGENCY vate 1/23/
MO RROGRR KK
(Show address of Repional Office)
INVOICE
Name and address of
Educational Institution
DESCRIPTION AMOUNT
NOTICE OF CONSTRUCTION ADVANCE DUE
Principal balance $50,000.00
Interest at 2-7/8% from 11/15/ _ through
1/23/__ (70 days) Yy 275.69 $50,275.69

Advance made under Contract No.

y In zddition to the amount of interest shown, please include
interest at the rate of $3.9383 per day, from January 2L,
19__ through the day preceding the date on which check in
payment is mailed.

Make check payable to the Housing and Checked and Certified Correct:
Home Finance Agency-OA and mail to:

(Snow name and address of

Regional Office.)

(Signetare)

(Retura duplicate copy of Invoice with remittance)

9/25/61



Administrative Practice Handbook—Field Service 7-12-8
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 8

COLLECTIONS

All amounts collected by each Regional Office shall be deposited in
the nearest Federal Reserve Bank or Branch for credit 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, ref-
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 with Transaction No. 8, Section 7-12-15. Col-
lections which represent repayments of construction advances and ac-
crued interest thereon, when the related bonds are sold to bidders other
than the Government, shall be recorded in the General Ledger in accord-
ance with Transaction No. 10, and to the appropriate Subsidiary Loan
Record as provided in the instructions in Section 7-12-11 under that
heading. As already stated, the amounts collected representing repay-
ments of construction advances and accrued interest thereon shall be
transferred promptly to the Central Office. (See section 7-12-3 and
Exhibit C thereof and Transaction No. 6, Section 7-12-15.)

Inspection 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 Office Transfer Voucher prepared in
accordance with Exhibit A.

9/25/61 Page 1



Collections 7-12-8
W-219 (3-51)
TRANS. YOUCWER NO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINIBTRATOR
DATE I1SSUED
INTER OFFICE TRANSFER VOUCHER
ISSUING OFFICE MONTH RECORDED
(Location of Regional Office)
RECEIVING OFFICE MONTH RECORDED
Washington, De Ca
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
COLLEGZ HOUSING PROGRAN
86xL058
To transfer to tne Central Office the amount of cash
balance in Account 101.13 and a corresponding amount
of balance in Account 221,12 as of » 19
NOTE: Vhere applicable, include a reference to
memorandum from the Central Office requesting
tne transfer.
ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEOGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
221.12 331.51 $ oo
33L.51 101,13 X0
(See Trensjction Yo. 1lli, Section 7-12}15)
SIGNATUSE SIGNATURE
CHLD0 weemngion, © €

9/25/61



Administrative Practice Handbook—Field Service 7-12-9
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

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 made 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 fulfilled, S.F. 1166 shall be prepared, certified and submitted to the
Treasury Regional Office for payment (see Section 7-12-4). In conneec-
tion with any such refund the Regional Office will 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 recorded in the General
Ledger in accordance with Transaction No. 9, Section 7-12-15.

4/13/60 Page 1
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Administrative Practice Handbook—Field Service 7-12-10
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 10

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 accomplished. 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 7-12-15, and such entries shall be reversed at
the beginning of the following month in accordance with Trans-
action No. 12, Section 7-12-15.

(2) Adjustments for the amount of unaccomplished disbursements
shall be recorded in the General Ledger and, when applicable,
in the related Substdiary Loan Record(s), by reversing the
original entries made in the accounts on the basis of the certified
disbursement documents. At the beginning of the following
month, adjustments shall be made restoring the original entries.

4/13/60 Page 1



Administrative Practice Handbook—Field Service 7-12-11
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 11

BOOKS AND RECORDS

A General Ledger and individual Subsidiary Loan Records shall be
established and maintained by each Regional Office. The posting media
for General Ledger entries are identified in Section 7-12-15, Typical
Transactions with Appropriate Entries, and for Subsidiary Loan Rec-
ords in the instructions that follow in this section for the maintenance
of such records. After each document has been posted, a notation to
that effect shall be made thereon. Such notation shall show the posting
date and shall be initialed by the employee who posted the transaction.
In the case of documents, such as executed Loan Agreements and exe-
cuted amendments thereof, the notation 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 document. In the case of all other posting media, the nota-
tion may be made on the face of the document.

GENERAL LEDGER

S.F. 1014-Revised shall be used for the General Ledger. General
Ledger accounts shall be established and maintained in accordance
with the Chart and Description of General Ledger Accounts contained
in Sections 7-12-13 and 7-12-14. Refer to Typical Transactions with
Appropriate Entries (Section 7-12-15) for the accounting documents
which support entries in the General Ledger.

SUBSIDIARY LOAN RECORD

Form H-213, Subsidiary Loan Record (Exhibit A) shall be main-
tained for ecach project. Tmmediately following receipt of a fully exe-
cuted Loan Agreement in the Administrative Branch, Form H-213 shall
be established for the project, and the loan commitment or authorization
as specified in the Loan Agreement shall be recorded therein.

Subsidiary Loan Rccords shall be posted currently from Vowuchers
and Schedules of Payments, Certificates of Deposit, Inter Office Trans-
fer Vouchers, Journal Vouchers, Notices of Collection, project sum-
maries, and other similar documents.

Each disbursement for a construction advance or for the purchase of
bonds shall be recorded in the appropriate Subsidiary Loan Record on
the date the Voucher and Schedule of Payments is certified and sub-
mitted to the Treasury Regional Office for payment. The effective date
of the disbursement shall be the date on which the check is drawn by the
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7-12-11 Books and Records

Treasury Regional Office as shown on the accomplished Voucher and
Schedule of Payments returned to the Regional Office. If the effective
date is different from the date of entry, the effective date of disburse-
ment shall also be entered in the applicable Subsidiary Loan Record.

Each collection shall be recorded in the appropriate Subsidiary Loan
Record on the date the Certificate of Deposit is forwarded to the Fed-
eral Reserve Bank or Branch with the remittance. The effective date
of a collection shall be 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 check was 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 repay-
ment of advances and accrued interest thereon collected by setoff at
the time of a bond purchase transaction, the effective date of the re-
payment is the date of the check in a net amount delivered to the bor-
rower for the bonds. If the effective date of collection is different from
the entry date the effective date shall also be entered in the applicable
Subsidiary Loan Record.

Extreme care should be exercised that effective dates are always
recorded as indicated above to insure that interest accruals and collec-
tions are correct.

The information to be recorded on Subsidiary Loan Record cards
shall be in accordance with the following instructions which correspond
to the parenthetical numbers shown on Exhibit A :

(1) Show the project number in the upper right-hand corner of
the form.

(2) Show the location and number of the Regional Office.

(3) Enter the number assigned to the Loan Agrcement.

(4) Show the name and address of the borrower.

(5) Enter the effective date of the Loan Agrecement.

(6) Enter the date on which the last issue of bonds matures.

(7) Include a brief deseription of disbursement and repayment
provisions as contained in the Loan Agreement.

(8) Enter the amount of loan specified in the Loan Agreement and
increases thereof as shown by amendments thereto.
Enter in brackets the amounts of refunds received because of
an underrun in final project costs, as shown by Notices of Col-
lection received from the Division of Finance and Accounts.

(9) Enter decreases shown by amendments to Loan Agreements.
Also enter decreases shown by Forms CFA-105, Revised Project
Summary, after bonds have been purchased for less than Toan
Agreement amounts because of underruns in project costs. See
instructions following Ttem (24) with respeet to bonds awarded
to private bidders.
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Books and Records 7-13-11

9)

(10)

(11)

(12)
(13)

(14)
(15)
(16)
(17)

(18)

(19)

(20)
(21)

(22)

3/9/62

Enter decreases shown by amendments to loan agreements.
Also enter decreases shown by Forms CFA-105, Revised Project
Summary, after bonds have been purchased for less than loan
agreement amounts because of underruns in project costs. See
instructions following Ttem (24) with respect to bonds awarded
to private bidders.

Enter amounts of loan advances from Vouchers and Schedules
of Payments and basic documents and the difference between
the principal value of bonds purchased and the total of ad-
vances repaid at the time of final settlement from Forms
CFA-301, Calculation of Net Amount Due for Bond Purchase.
Enter in brackets the amounts of refunds received because
of an underrun 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) and (10) decrease the pre-
vious balance. Bracketed entries in columns (8) and (10) are
offsetting and have no effect upon the balance.

Show the interest rate specified 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.

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 Vouchers and Schedules of Payments,
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 Certificates
of Deposit.

Entries in column (17) increase the previous balance in this
column and entries in column (18) deccrease the previous
balance.

Show the number of days for which interest is accrued.

Enter the accruals of interest on advances from Journal
Vouchers and for bond interest purchased as shown by Forms
CFA-301.

Enter the amount of accrued interest on advances collected
by setoff at the time of final settlement for purchase of bonds
from Form CFA-301 and the amount of acerued interest col-
lected on advances when bonds are sold to bidders other than
the Government from Certificates of Deposit.
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7-13-11 Books and 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 Central Office in paren-
theses in columns (19) and (23) as shown by Inter Office
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, Revised Project Summary, will be received in the
Administrative Branch. Upon receipt thereof, a cancellation entry
shall be made in the Authorizations block of the applicable Subsidiary
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 made
in column (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 awarded 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
loan advances repaid, or to be repaid, as the result of the sale.
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7-12-11

Books and Records

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-12-12
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 12

REPORTS

The reports referred to below in this Section shall be forwarded to
the Division of Finance and Accounts in aceordance with Section 7-1-8
which specifies the number of copies of each report required.

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month, after all entries for the month have been
posted to the General Ledger, the balances reflected in columns (19)
and (23) of the Subsidiary 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 column of Form H-229, Statement of General Ledger 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 made.

NET LOAN COMMITMENTS, CONSTRUCTION ADVANCES, BOND PURCHASES, AND UNDIS-
BURSED COMMITMENTS

Form H-245, Net Loan Commitments, Construction Advances, Bond
Purchases, and Undisbursed Commitments (Exhibit A) shall be pre-
pared at the close of business each month. 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.

““Completed projects previously reported’” shall not be listed indi-
vidually 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 projects
within each State.

The information to be shown on Form H-245 shall be in accordance
with the following instructions which correspond to the parenthetical
letters and numbers on Exhibit A. Except for items (a) and (b) the re-
quired information shall be obtained from Form H-213, Subsidiary Loan
Record.

Ttem (a) Enter month-end date as of which report is prepared.

Ttem (b) Enter number and location of Regional Office.

Completed projects to be reported in columns (4), (6), and (8)
opposite Ttem (e) 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 Ttem (¢) and not
listed under Ttem (d). In other words, such a project shall be elimi-
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nated from the report when the construction advance is fully repaid and
the undisbursed commitment, if any, is cancelled.

Item (e)

Item (d)

Ttem (e)

Ttem (f)

Ttem (g)

Ttem (h)

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 projeects 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 borrowing agency is
located.

Enter in column (2) town or ecity in which borrowing
agency is located.

Enter in column (3) name of borrower.

Enter in column (5) project number.

Enter in column (6) net loan commitment (commitment
less cancellations).

Enter in column (8) principal amounts of bonds purchased.
Count the number of projects completed during month and
to this add the number of completed projects previously
reported. (Do not include projects required to be listed
for the purpose of reporting decreases because of redemp-
tion of bonds on projects 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 during month.

List under this heading information with respect to each
project not completed as indicated below.

Enter in columns (1) through (6) and column (8) the in-
formation and amounts as indicated above under Item (d).
Enter in column (7) the amount of construction advances.
Enter in column (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 completed (Item (f))
and enter such sum as a subtotal in column (4).

Enter as subtotals in columns (6) and (8) the totals of such
columns for projects not completed (Ttem (f)).

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) and (9) the totals of such
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
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maturity or, in the case of a single registered nonnegotiable bond, 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 Collection is received from the Division of
Finance and Accounts, as outlined below :

(1) If the project has been reported as completed 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 columns (6) and (8) opposite Item (e).

(2) If 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 (d).

‘Where two or more projects are combined as authorized by an amenda-
tory contract, the project number for the combined project preceded by
Combined shall be shown on the Subsidiary Loan Record for each project
involved in the combination and the old number lined out. The Subsid-
iary Loan Record cards shall then be filed together to facilitate reporting
the combined amounts.

Combined projects shall be reported on Form H-245, as follows:

(1) If two or more projects previously reported as completed are
combined, the amounts applicable thereto, which are included in
columns (6) and (8), Item (¢) 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
(e), of the current month’s report, with an appropriate foot-
note * 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 projects previously
reported as completed, and columns (6) and (8), Item (¢) shall
be reduced by the related amounts applicable to the completed
projects. The amounts thus removed from columns (6) and (8),
Ttem (¢) shall be combined with the amounts applicable to the
projects not completed and reported as a single project in the
appropriate columns of Item (f) as not completed, identified by
the combined project number. Such project number shall be
footnoted * to identify the individual 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 4g) and
footnoted * as illustrated on Exhibit C.

1 Required footnotes shall be shown only on the first report which reflects a combination of
projects.
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(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 4g) and foot-
noted ! in the same manner as illustrated on Exhibit C.

TRANSCRIPT OF ACCOUNT 101.12 CASH

As of the close of each month, Form H-200.14, Transcript of Account
101.12 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 reported.

(4) Disbursements. Show date on which each check is drawn by the
Treasury Regional Office, as shown on the accomplished Voucher
and Schedule of Payments. In those rare instances where a
check drawn by the Treasury Regional Office is cancelled, 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.

Other Debits and Credits (transfers from and to the Central
Office cash account). Show date of issuance of Inter Office
Transfer Voucher, 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 Office for Account 101.12.

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

(8) Enter on this line in ecolumn (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

1 Required footnotes shall be shown only on the first report which reflects a combination of
projects.

Page 4 9/25/61



Reports 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 ACCOUNT 101.13 CASH—INSPECTION AND AUDIT FEES

As of the close of business each month Form H-200.15, Transcript of
Account 101.13 Cash—Inspection and Audit Fees, 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 Ledger 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
correspond with the parenthetical numbers printed on Form H-200.15
(Exhibit E of this Section) :

(1) Show month-end as of which report is prepared.

(2) Show number of the Region preparing the report.

(38) Cite posting document or brief description of transaction.

(4) Disbursements (in the event an occasional refund may be neces-
sary because of overcollection). Show date on which each check
is drawn by the Treasury Regional Office as shown on the ac-
complished Voucher and Schedule of Payments.

Collections. Show date on which each Certificate of Deposit is
receipted (accomplished) by the Federal Reserve Bank or
Branch.

Other Credits (transfers to Central Office cash account). Show
date of issuance of the Inter Office Transfer Voucher prepared
by the Regional Office.

(5) Show increases in cash balances as shown by the General Ledger
Account maintained by the Regional Office for Account 101.13.

(6) Show decreases in cash balances as shown 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 shown 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 balance in
Account 101.13 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.
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EXHIBIT B
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EXHIBIT C
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EXHIBIT D

o HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR

COLLEGE HOUSING PROGRAM
TRANSCRIPT OF ACCOUNT 10f.12 - CASH

(1) Month ended 19 (2) Region
Description Bifective Debits Credits Balance
(3) ) (s) 6) ™)

(8) Balance as of beginning of month

(9) Balance as of end of month

(10) Date submitted =~~~ =, 19

(11) Certified correct

‘HLBB, Waskiagion, D. C.
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EXHIBIT E

#-200.15 HOUSING AND HOME FINANCE AGENCY
(1-55) OFFICE OF THE ADMINISTRATOR

BEDRUER AR RRE DR BRI A P00 AR o
COLLEGE HOUSING PROGRAM

TRANSCRIPT OF ACCOUNT 101.13 CASH-INSPECTION AND AUDIT FEES

(1) Month ended ., 19 (2) RegloD e

Description Effective Debits Credits Balance
) (0 (s) (6) )

(8) Balance as of beginning of month

(9) Balance as of end of month

(10) Date subsitted

(11) Certified correct

HLES, Wahgien, O. C.
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Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Category

101
Cash:

111

Loans and
Advances
Receivable :

121
Acerued

Receivables :

131
Accounts
and Notes
Receivable :

221

Trust and
Deposit
Liabilities

331

Real and
Nominal
Accounts:

411
Interest:

9/25/61

Section 13

CHART OF GENERAL LEDGER ACCOUNTS

Account
Numbers

101.11
101.12
101.13

111.11
111.41
121.11

121.41

131.22

221.12

331.51

411.41

Title

ASSETS

Cash in Transit
Cash
Cash—Inspection and Audit Fees

Loans
Advances

Acerued Interest Receivable—Loans
Accrued Interest Receivable—Advances

Accounts Receivable—Inspection and Audit

Fees
LIABILITIES

Inspection and Audit Fees

INTEROFFICE CONTROL ACCOUNTS

Regional Office Books—Account with Central
Office

INCOME

Interest Earned—Advances

Page 1



Administrative Practice Handbook—Field Service 7-12-14
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 14

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
101.11 CASH IN TRANSIT

This is a debit balance (asset) account maintained to record the
amount of cash collections in transit at the end of each month.

Debit this account with: Credit this account with :

11. Amounts of cash collections 12. Amounts of month-end adjust-
in transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.12 CASH

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 construction advances and loans to Educational Institutions in
the Region.

Debit this account with: Credit this account with:

1. Amounts transferred from 2. Amounts disbursed representing
Central Office Cash Account. loan advances.

10. Amounts collected represent- 4. Amounts disbursed at the time of
ing repayments of construec- final settlement for the differ-
tion advances and accrued ence between the principal value
interest thereon, when the of bonds and related interest
related bonds are sold to bid- purchased and amounts due the
ders other than the Govern- Government, if any, for con-
ment. struction advances and accrued

12. Amounts of month-end ad- interest thereon.
justments for cash collee- 6. Amounts of cash balance in Aec-
tions in transit reversed at count 101.12 in excess of actual
the beginning of each month. disbursements, and amounts of

collections representing repay-
ments of construction advances
and accrued interest thereon,
transferred to the Central Office.
11. Amounts of cash collections in
transit at the end of each month.

101.13 CASH—INSPECTION AND 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 : Credit this account with :
8. Amounts of inspection and 9. Amounts of inspection and audit
audit fees collected. fees refunded to Educational In-
stitutions.

4/13/60 Page 1



7-12-14 Description of General Ledger Accounts

Debit this account with: Credit this account with:

12. Amounts of month-end ad- 11. Amounts of cash collections in
justments for cash collec- transit at the end of each month.
tions in transit reversed at 14. Amount of balance in Account
the beginning of each month. 101.13 representing inspection

and audit fees collected, trans-
fered to the Central Office.

111.11 LOANS

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: Credit 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 account on Form H-213 for
each project.

111.41 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
%f aflvances due the Government from Educational Institutions in the

egion.

Debit this account with: Credit this account with:
2. Amounts disbursed repre- 4. Amounts of advances repaid at
senting loan advances. time of bond purchases.

10. Amounts collected representing
repayments of construction ad-
vances, when the related bonds
are sold to bidders other than
the Government.

NOTE : Maintain individual subsidiary account on Form H-213 for each
project.

121.11 ACCRUED INTEREST RECEIVABLE—LOANS

This is a debit balance (asset) account maintained to record the
amount of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Central Office.

Debit this account with: Credit this account with:

4. Amounts of accrued interest 5. Amounts of purchased bond in-
on bonds purchased at time terest transferred to the Central
of final settlement for pur- Office upon completion of bond
chase of bonds. purchases.

NOTE : Maintain individual subsidiary account on Form H-213 for each
project.
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121.41—ACCRUED INTEREST RECEIVABLE ADVANCES

This is a debit balance (asset) account maintained to show the amount
of acerued interest receivable on advances. The debit balance of this
account represents the total acerued 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 acerued 4. Amounts of accrued interest re-
on advances. ceivable on advances, collected

at the time of final settlement
for purchase of bonds.

10. Amounts collected representing
accrued interest receivable on
advances, when the related
bonds are sold to bidders other
than the Government.

NOTE: Maintain individual subsidiary account on Form H-213 for
each project.

131.22 ACCOUNTS RECEIVABLE—INSPECTION AND AUDIT FEES

This is a debit balance (asset) account maintained to record the
amount of billings rendered for inspection and audit fees as specified in
the related Loan Agreements. The debit balance of this account repre-
sents the total amount of inspection and audit fees due the Government
from Eduecational Institutions in the Region.

Debit this account with: Credit this account with:

7. Amounts of bills rendered 8. Amounts of inspection and
covering inspection and audit fees collected.
audit fees.

221.12 INSPECTION AND AUDIT FEES

This is a credit balance (trust and deposit liability) account main-
tained to show the total amount of bills rendered for inspection and
audit fees less refunds and amounts transferred to the Central Office.

Debit this account with: Jredit this account with :
9. Amounts of inspection and 7. Amounts of bills rendered cov-
audit fees refunded to Edu- ering inspection and audit fees.

cational Institutions.

14. Amount of balance in Ac-
count 221.12 representing
inspection and audit fees
collected, transferred to the
Central Office.

331.51 REGIONAL OFFICE BOOKS—ACCOUNT WITH CENTRAL OFFICE

This is a Regional interoffice control account maintained to record all
transfers between the Central Office and the Regional Office.

9/25/61 Page 3
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Debit this account with:

5. Principal value of bonds
and related amount of in-
terest purchased trans-
ferred to the Central Office
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 advances and
accrued interest thereon,
transferred to the Central
Office.

14. Amount of balance in Aec-
count 101.13 representing
inspection and audit fees
collected, transferred to the
Central Office.

411.41 INTEREST EARNED—ADVANCES

Description of General Ledger Accounts

Credit this account with:

L
13.

14.

Amounts transferred from Cen-
tral Office cash account.
Amount of interest earned on
advances transferred to the Cen-
tral Office as of the close of each
fiscal year.

Amount of balance in Account
221.12 representing inspection
and audit fees collected, trans-
ferred to the Central Office.

This is a credit balance (income) account maintained to show the
amount of interest earned on advances made to Educational Institu-

tions in the Region.

Debit this account with :

13. Amount of interest earned
on advances transferred to
the Central Office as of the
close of each fiscal year.

Page 4

Credit this account with :

3.

Amounts of interest accrued

on advances.
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Administrative Practice Handbook—Field Service 7-12-15
Part 7. Accounting and Fiscal Procedures
Chapter 12. College Housing Program

Section 15

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description Dr. Cr. Title

1. Amounts  transferred 101.12 Cash.
from Central Office Cash 331.51 Regional Office Books—
Account. Posting media : Account with Central
Inter Office Transfer Office.
Vouchers.

2. Amounts disbursed rep- 111.41 Advances.
resenting loan advances. 101.12 Cash.

Posting media: Vouchers
and Schedules of Pay-

ments.

3. Amounts of interest ac- 121.41 Accrued Interest Receiv-
crued on advances. Post able—Advances.
ing media: Journal 41141 Interest Earned—
Vouchers. Advances.

4. Purchase of bonds and 111.11 Loans.
related interest and the 121.11 Accrued Interest Receiv-
collection of advances able—Loans.
and acerued interest 101.12 Cash.
thereon, at time of final 111.41 Advances.
settlement.® Posting me- 121.41 Accrued Interest Receiv-
dia:  Vouchers and able—Advances.

Schedules of Payments
and related basic docu-

ments.

5. Principal value of bonds 331.51 Regional Office Books—
and related amount of Account with Central
interest purchased, trans- Office.
ferred to the Central 111.11 Loans.

Office upon completion 121.11 Accrued Interest Receiv-
of bond purchases. Post- able—Loans.

ing media: Inter Office
Transfer Vouchers.

6. Amounts of cash balance 331.51 Regional Office Books—
in Account 101.12 in ex- Account with Central
cess of actual disburse- Office.
ments, and amounts of 101.12 Cash.

1The credit entries to Accounts 111.41 and 121.41 are not involved in cases where no ad-
vances have been made prior to hond purchases.
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7-12-1

5

Trans-

action
Numb

10.

11.

12.

Page

er Description

collections representing
repayments of construe-
tion advances and ac-
crued interest thereon;
transferred to the Cen-
tral Office. Posting me-
dia: Inter Office Trans-
fer Vouchers.

Amounts of bills ren-
dered covering inspec-
tion and audit fees. Post-
ing media: Invoices.

Amounts of inspection
and audit fees collected.
Posting media: Certifi-
cates of Deposit.

Amounts of inspection
and audit fees refunded
to Educational Institu-
tions. Posting media:
Vouchers and Schedules
of Payments.

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.

Amounts of cash collec-
tions in transit at the
end of each month. Post-
ing media: Journal
Vouchers.

Amounts of month-end
adjustments for cash col-
lections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

2

Dr.

131.22

101.13

221.12

101.12

101.11

101.12
101.13

Typical Transactions with Appropriate Entries

221.12

131.22

101.13

111.41
121.41

101.12
101.13

101.11

Title
Accounts Receivable—
Inspection and Audit
Fees.
Inspection and Audit
Fees.
Cash—Inspection  and
Audit Fees.
Accounts Receivable—
Inspection and Audit
Fees.

Inspection and Audit
fees.
Cash—Inspection
Audit Fees.

and

Cash.

Advances.

Accrued Interest Receiv-
able—Advances.

Cash in Transit.
Cash.

Cash—TInspection  and
Audit Fees.
Cash.
Cash—Inspection  and
Audit Fees.
Cash in Transit.
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Typical Transactions with Appropriate Entries

Trans-

action

Number Description

13. Amount of interest
earned on advances

14.

transferred to the Cen-
tral Office as of the close
of each fiscal year. Post-
ing media: Inter Office
Transfer Vouchers.

Amount of balance in
Account 101.13 repre-
senting inspection and
audit fees collected and
a corresponding amount
of balance in Account
221.12 transferred to the
Central Office. Posting
media:  Inter Office
Transfer Vouchers.

9/25/61

Dr.
41141

221.12
331.51

Cr.

331.61

331.51

101.13

7-12-15

Title

Interest
vances.
Regional Office Books—
Account with Central
Office.

Earned—Ad-

Inspection and Audit
Fees.

Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.
Cash—Inspection
Audit Fees.

and
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Administrative Practice Handbook—Field Service 7-13-1
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 1

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 which 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-controlling accounts are maintained on the Regional Office
books.

The procedure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts and the
Subsidiary Loan Records shall be established and maintained 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 will not warrant the use of such books of original entry.

Applications for loans will be approved by the Community Faecili-
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 Facilities 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 Subsidiary Loan Record 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 preseribed in
the approved fund reservation for the project, the Division of Finance
and Accounts shall be advised promptly by memorandum identifying
the project, the name and address of the applicant, and explaining the
difference.
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Administrative Practice Handbook—Field Service 7-13-2
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. The original only shall be forwarded to the receiving office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. Except as described in the second paragraph,
Section 7-13-3, Inter Office Transfer Vouchers shall be prepared and for-
warded in sufficient time to permit entry in the accounts of the receiving
office prior to the end of the month in which transactions ocecur. Such
documents prepared by Regional Offices shall be addressed to the Divi-
sion of Finance and Accounts and Regional Offices located west of the
Mississippi River shall forward the documents by airmail.
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Administrative Practice Handbook—Field Service 7-13-3
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 3

FUNDS

The following symbol and title have been assigned by the Treasury
Department to the Revolving Fund for the Public Facility Loans
Program:

Symbol Title
86X4234 Public Facility Loans, Office of the Administrator, Hous-
ing and Home Finance Agency

Disbursing authority will be transferred to Regional Offices entirely
on a project basis. When funds are needed for a disbursement in con-
nection with a particular project, the Regional Office shall prepare an
Inter Office Transfer Voucher, in duplicate and complete the Transfer
Voucher No. and Date Issued blocks on the form. (See Exhibit A.)
Insofar as possible the Inter Office Transfer Voucher should be prepared
and a copy mailed to the Division of Finance and Accounts at least two
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 mailed.
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 Transfer Vouchers when received in the Division of
Tinance and Accounts will serve both as requests for lending fund
disbursing authority and as the actual documents by which required
transfers of funds are effected.

In any case where the amount of funds transferred to a Regional
Office exceeds the amount actually disbursed to a borrower, such excess
amount, identified by the project number, shall be returned promptly
to the Division of Finance and Accounts in accordance with Exhibit B.
Also an amount collected from a borrower and deposited, representing
a repayment of construction advance and accrued interest thereon, shall
be transferred promptly to the Division of Finance and Accounts in
accordance with 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. Such
Inter Office Transfer Vouchers shall be prepared in duplicate in the
usual manner.
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Funds 7-13-3

EXHIBIT A

W-219 (3-51)
TRARS. YOUCHER RO,
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ARNINIBTRATOR »
DATE 133viD
INTER OFFICE TRANSFER VOUCHER .
ISSUING OFfFICE MOATN RECORDED
Washington, D. (. (Prepared by Regional Office)
RECEIVING OFFICE MONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
PUBLIC FACILITY LOANS PROGRAM
86xk23h
To trensfer funds for lending purposes as follows:
Project No. Amount
$
These funds are scheduled for disbursement on , 19__ .
* To be assigned by Regional Office
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR, A/C CR. AIC AMOUNT DR. A/C CR.AIC AMOUNT
(See Transactjon No. 1, Section 7-13-15)
SIGRATURE SIGRATURE
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7-13-3

EXHIBIT B

Funds

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TNE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. YOUCNER NO.

DATE I3SUED

133U1IN0 OFFICE
(Location of Repional Office)

MONTN RECORDED

RECEIVING OFFICE
Washington, D. C.

MONTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PUBLIC FACILITY LOANS PROGRAM

86xL23L

To transfer to the Central Office the amount of funds

transferred in excess of the actual disbursement(s) as

follows:

Project MNo.

Amount

3

ISSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEDGE

POSTINGS TO GENERAL LEDGER

OR. A/C CR. AlC AMOUKT OR.

AlC

CR. A/C AMOUNT

331.51 101.12 & oo
(See Trensactign No. 6, Sectidn 7-13-15)

S18BATUSE S1eRATURE

FULBS Wasningion, D C.
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Funds

EXHIBIT C

7-13-3

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. VOUCNER NO.

DATE 13SUED

1SSUING OFFICE
(Location of Repional Office)

MONTN RECORDED

RECEIVING OFFICE
Washington, D. C.

MONTN RECORDED

PUBLIC FACILITY LOANS PROGRAM
XLi23h

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

To transfer to the Centrol Office colleétion(s)

receivable thereon, as listed below:

$ ¢

repayment(s) of construction advance(s) and accrued interest

Project No. Principal Interest Total

representing

$

1SSUING OFFICE

RECEIVING OFFICE"

B

POSTINGS TO GENERAL LEDGE

POSTINGS TO GENERAL LEDGER

OR. A/C CR._A/C AMOUNT OR. A/C

CR. A/C AMOUNT

331.51 101.12 $ oo

(See Trensactilon No. 6, Sectilon 7-13-15)

SIGNATUSE SIGRATURE

FHLBB Wasningion, D, Co
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Administrative Practice Handbook—Field Service 7-13-4
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 4

DISBURSEMENTS—ADVANCES AND LOANS

A disbursement for a construction advance, or for the purchase of
bonds and accrued interest thereon, shall not be made until a fully
executed loan agreement (offer and acceptance) between the Govern-
ment and the applicant is on file in the Regional Office and the re-
quired amount of cash balance has been transferred to the Regional
Office. The requirements for disbursements under the program are sum-
marized as follows:

(1) The original and memorandum copies of each completed Form
CIFA-300, Requisition and Voucher for Bond Payment or Ad-
vance, signed by the borrower 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 described 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 Subsidiary
Loan Record, Form H-213, is not less than the proposed dis-
bursement, and (¢) that the transaction is proper and correct
in all other respects.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, S.F. 1166, shall be pre-
pared, certified and submitted to the Treasury Regional Office
requesting that a check be drawn and delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
shall be followed with respect to the processing, numbering
and filing of disbursement documents (basic documents and
Vouchers and Schedules of Payments) exeept that posting
copies of such documents shall be filed in accordance with
Section 7-1-3.

Disbursements for construction advances shall be recorded in accord-
ance with Transaction No. 2, Section 7-13-15 and disbursements for the
purchase of bonds and acerued interest thereon, as illustrated on Ex-
hibit A, shall be recorded in accordance with Transaction No. 4. For
the postings to be made in the Subsidiary Loan Record covering a con-
struction advance or a bond purchase transaction, refer to the instrue-
tions in Section 7-13-11 under that heading.
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Disbursements—Advances and Loans

EXHIBIT A

7-13-4

HOUSING AND HOME FINANCE AGENCY

FOR BOND PURCHASE

COMNUNITY FACILITIES ADMINISTRATION

CALCULATION OF NET AMOUNT DUE

Project No.

Related Requisition

Dated

Calculation of amount due to

(Nase of borrower as it appears on the Loan Agresaent)

Principal amount of bonds being purchased

5 _100,000,00

Add: Accrued interest being purchased,
from to

November 1 toApril 19

at3=3/L% (360 day basis) (168 days)
Gross amount due borrower

Deduct amount due Government by borrower
for loan advances made pursuant to
Loan Agreement:
Principal amount of loan odvances
Add: Accrued interest being paid on
loan advances to

at 2=, % (365 dey besis)

Total amount due Government by borrower
on loan advances

Net amount due borrower by Government

(#) Interest on $100,000.00 from

December 5, through
April 18, (135 days)
(Date)

7,000.00
s—107,000,00

~101,386,99 .
s 305,613.01

(Signatere of Asthorized Representative
of borroser)

(Title)

0 200753
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Administrative Practice Handbook—Field Service 7-13-5
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 5

BONDS EVIDENCING LOANS

TRANSFER OF BOND ACCOUNTS

Promptly after bonds have been purchased and the transaction has
been recorded in the accounts of the Regional Office, an Inter Office
Transfer Voucher shall be prepared in accordance with Exhibit A, for
the purpose of transferring the principal value of bonds and the related
amount of interest purchased to the Central Office. As indicated by the
exhibit such Inter Office Transfer Vouchers shall show the amount of
construction advance, if any, and accrued interest thereon deducted at
settlement for the purchase of bonds.

BOND DELIVERY SHIPMENT 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. Omne copy of this letter, properly
acknowledged by the Federal Reserve Bank, shall be obtained and
retained in the Regional Office files of the Administrative Branch. A
facsimile copy of such letter shall be forwarded to the Community
Facilities Commissioner.

1For procedure relating to bond delivery and shipment, see program releases issued by
the Central Office.
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Bonds Evidencing Loans

EXHIBIT A

7-13-5

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

TRARS. VOUCHER WO.

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
1SSUING OFFICE MONTN RECORDED
(Location of Regional Office) April 19

RECEIVING OFFICE
Washington, D. C.

MOWTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PUBLIC FACILITY LOANS PROGRAM
86xL23L

To transfer the principal value of bonds and tne amount of accrued

interest purchased to the Central Office as detailed below,

Project No.

(Name and location of borrower)

Bond principal
Accrued interest purchased
(168 days at 3-3/L% on a 360 day
basis from 11/1/ _ through L/18/ )
Outstanding advances collected
Accrued interest on advances
(135 days at 3-3/L% on a 365 day
basis from 12/5/ _ through L/18/ )

Net amount disbursed

$L00,000.00

7,000.00 $407,000.00
$100,000.00

1,386.99 101,386.99

$305,613.01

1SSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEDGE

3

POSTINGS TO GENERAL LEDGER

DR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
331.51 07,000.00

111,11  |400,000.00

121.11 7,000.00

(See Transactign No. 5, Sectign 7-13-15)

SIGNATUSE SIGNATURE

FHLBB-Washingion, D. C
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Administrative Practice Handbook—TField Service 7-13-6
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 6

INTEREST

Interest on loans and advances shall be computed in accordance with
Section 7-1-4.

Interest on construction advances shall be acerued 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 loan agreement. A
Journal Voucher, S.F. 1017G-Revised, shall be prepared at the close of
each quarter in accordance with Exhibit A, and the entries thereon
shall be posted in the General Ledger (see Transaction No. 3, Section
7-13-15) and in the related Subsidiary Loan Records. As of the close
of each fiscal year, an Inter Office Transfer 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 acerued 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, with 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.

Interest shall be acerued on a construction 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 current semi-
annual interest period through the day preceding the date of settle-
ment. The effective dates of disbursements and collections are de-
scribed in detail under the heading Subsidiary Loan Record, Section
7-13-11.
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Interest

EXHIBIT A

7-13-6

Standard Form No. 10170
gy

801

JOURNAL VOUCHER

J.V No. o

REFERENCE

EXPLANATION

DEBIT

CREDIT

121,11
L.k

Project No.

—_—

GINEPAL LEDGER

SUBSIDIARY LOAN RECORD

PUBLIC FACILITY LO/NS PROGRAM
86xL23kL

Accrued Interest Receivable - Advences
Interest Zarned - Advances

Principal Dsys Rate Accrual

$

(List)

b xoxo

To record accrued interest receivarle
and interest earned during the querter
ended s 19_, on advances
made in connection with projects under
the Public Facility Loans Program.

$ xox

Torar,

Prepared by

(Signature)

Approved by

(Signature)

(Title)

.S, GOVERNMENT PRINTING OFFICE , 19%9—0-505318

(Title)
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7-13-6 Interest
W-219 (3-51)
TRARS. VOUCHER NO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
1SSUING OFFICE MONTH RECORDED
(Location of Rezional Office)
RECEIYING OFFICE MONTH RECORDED
vashington, D. C.
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
PUBLIC FACILITY LOANS PROGRAlM
86x423h
Amount of interest earned on construction advances during
the fiscal year ended June 30, 19 transferred to the
Central Office.
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR._A/C AMOUNT DR. _A/C CR. A/C AMOUNT
41141 331.51 $ xxxx
(see Transaction No. 13, Section T-13-15
SIGNATUSE SIGNATURE

FHLBB-Weshington, D. €
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Administrative Practice Handbook—Field Service 7-13-7
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Fucility' Loans Program

Section 7

BILLINGS

Inspection and Audit Fees

Upon receipt of advice from the Regional Director of Community
Facilities Activities as to award of the construction contract, the Ad-
ministrative Branch shall bill the borrower for the inspection and audit
fee. Such bill shall request prompt payment from the first funds avail-
able to the borrower for construction of the project.

An original and 4 copies of Invoice, Form H-216, shall be pre-
pared for this purpose in accordance with Exhibit A, and such copies
distributed as follows:

(1) The original and duplicate shall be mailed to the borrower.

(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 furnished the Regional Director of
Community Facilities Activities.

(4) The quintuplicate shall be retained in a pending file for follow-
up purposes, for matching with the remittance when received
and then marked Paid and placed in the appropriate Fiscal
Project File as evidence that the collection was received.

On the basis of the triplicate of each billing rendered a borrower
for a project inspection and audit fee, an entry shall be recorded in
the General Liedger in accordance with Transaction No. 7, Section
7-13-15.

In any case where the borrower fails to make payment within 30
days following the dispatch of the bill for the inspection and audit
fee, the Administrative Branch shall notify the Regional Director of
Community Facilities Activities by memorandum so that such further
action as deemed 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 Ledger Control Aeccount 131.22
Accounts Receivable-Inspection and Audit Fees.

Outstanding Advances and Accrued Interest

‘Where an entire bond issue has been awarded to bidders other than
the Government, a bill requesting repayment of all previous advances,
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7-13-7 Billings

plus accrued interest thereon, shall be prepared by the Administra-
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 period beginning on the date each advance 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 and accrued in-
terest shall not be recorded in the General Ledger since such amounts
due are already reflected as receivables in the accounts.
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Billings

EXHIBIT A

7-13-7

W21
(8-55)

Payment of this amount is requested from the first
funds available for construction of the project, in
accordance with the Terms and Conditions constituting

part of the Loan Agreement.

Ne.
ROUBING AND HOME FINANCE AQENCY el
ZOYFX LK ZUCZ XA BN E OUN Z )XAA
(Show address of Regional Office)
INVOICE
Name and address of borrower
DESCRIPTION AMOUNT
PUBLIC FACILITY LOANS PROGRAM
Amount to be paid the Government for field inspections
and audits at the site of Project No. as
provided in Contract No. . $ xxxx

Make check payable to the Housing and Chacked ond Certified Correct:

Home Finanoe Agency-OA and matl to:
(show name and address of
Regional Office)

(Signatere)

(Metarn daplicate copy of Iavoice with remittance)
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7-13-7 Billings
EXHIBIT B
w216
(8-58)
¥o.
AOUSING AND HOME FINANCE AGENCY Dare 8/20

(Show address of Regional Office)
INVOICE

r L

Name and address of borrower

L -

DESCRIPTION AMOUNT

NOTICE OF CONSTRUCTION ADVANCE DUE

Principal balance $100,000,00

Interest at 3-3/L% from 5/5/__ through
8/20/__ (108 days) Y __1,109.59 $101,109,59

Advance made under Contract No.

y In addition to the amount of intercst shown, please include
interest at the rate of $10.27L per day, from August 21, 19
through the day preceding the date on which check in payment
is mailed.

Maeke check payable te tde Heusiag and Checked and Cortified Correct:
Hene Fizanoe Agency-OA ead mall to:

(Show name and address of
Regional Office)

(Signature)

(Retarn deplicete copy of Inveice with reaittence)
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Administrative Practice Handbook—Field Service 7-13-8
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 8

COLLECTIONS

All amounts collected by each Regional Office shall be deposited in
the nearest Federal Reserve Bank or Branch for credit to the revolving
fund symbol 86X4234. For the procedure to be followed in depositing
collections and for the preparation and distribution of related Certifi-
cates of Deposit, reference should be made to Section 7-1-2.

Collections of inspection and audit fees shall be recorded in the
General Ledger in accordance with Transaction No. 8, Section 7-13-15
and collections which represent repayments of construction advances
and accrued interest thereon when the related bonds are sold to bidders
other than the Government, shall be recorded in the General Ledger
in accordance with Transaction No. 10 and in the appropriate Sub-
sidiary Loan Record as provided in the instructions in Section 7-13-11.
As stated in Section 7-13-3, the amounts collected representing repay-
ments of construction advances and accrued interest thereon shall be
transferred promptly to the Central Office. (See Exhibit C, Section
7-13-3 and 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 and Accounts by Inter Office Transfer Voucher
prepared in accordance with Exhibit A.
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Collections 7-13-8

EXHIBIT A

W-219 (3-51)
TRANS. YOUCHER WO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TEE ADMINISTRATOR

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
ISSUING OFFICE WONTH RECORDED
(Location of Regional Office)
RECEIVING OFFICE WONTH RECORDED
Washington, D, C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PUBLIC FACILITY LOANS PROGRAM
86xh23l

To transfer to the Central Office the amount of cash balance in
Account 101,13 and a corresponding amount of balance in Account
221,12 as of , 19 .

NOTE: Where applicable, include a reference to memorandum from
the Central Office requesting the transfer,

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT DR. A/C CR. _A/C AMOUNT
22112 331.51 $ woox
331.51 101.13 X000¢

(See Transaction No. 1L, Section 7-17-15

SISNATUSE SIGNATURE

FHLBB- Washington, D. C.
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Administrative Practice Handbook—Field Service 7-13-9
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

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 made to the borrower when an original and 1 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 fulfilled, a Voucher and Schedule of Payments shall be prepared,
certified and submitted to the Treasury Regional Office (see Section
7-13-4). 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 recorded in the General Ledger in
accordance with Transaction No. 9, Section 7-13-15.
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Administrative Practice Handbook—Field Service 7-13-10
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 10

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 accomplished. All
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) Adjustments for the amount of collections in transit shall be
recorded in accordance with Transaction No. 11, Section 7-13-15
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 Subsidiary 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.
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Administrative Practice Handbook—Field Service 7-13-11
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 11

BOOKS AND RECORDS

A General Ledger and individual Subsidiary Loan Records shall be
established and maintained by each Regional Office. The posting media
for General Ledger entries are identified in Section 7-13-15, Typical
Transactions with Appropriate Entries and for Subsidiary Loan
Records in the instructions that follow 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 amendments thereto, on a small slip of
paper which shall be stapled to the face sheet or the first page of the
document. Such notations shall show the posting date and shall be
initialled by the employee who posted the transaction.

General Ledger

S. F. 1014-Revised shall be used for the General Ledger. General
Ledger accounts shall be established and maintained in accordance
with the Chart and Description of General Ledger Accounts contained
in Sections 7-13-13 and 7-13-14. Refer to Typical Transactions with
Appropriate Entries, Section 7-13-15, for the accounting documents
which support entries in the General Ledger.

Subsidiary Loan Record

Form H-213, Subsidiary Loan Record (Exhibit A), shall be main-
tained for each project. Immediately following receipt in the Ad-
ministrative Branch 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.

Subsidiary Loan Records shall be posted currently from Vouchers
and Schedules of Payments, Certificates of Deposit, Inter Office Trans-
fer Vouchers, Journal Vouchers, Notices of Collection, project sum-
maries and other similar documents.

Each disbursement for a construction advance or for the purchase
of bonds shall be recorded in the appropriate Subsidiary Loan Record
on the date the Voucher and Schedule of Payments is certified and sub-
mitted to the Treasury Regional Office for payment. The effective date
of the disbursement shall be the date on which the check is drawn by
the Treasury Regional Office as shown on the acecomplished copy of
the Voucher and Schedule of Payments returned to the Regional Office.
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7-13-11 Books and Records

If the effective date is different from the date of entry, the effective
date of disbursement shall also be entered in the applicable Subsidiary
Loan Record.

Each collection shall be recorded in the appropriate Subsidiary Loan
Record on the date the Certificate of Deposit is forwarded to the Fed-
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 check was 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
purchase transaction, 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 effective date
shall also be entered in the applicable Subsidiary Loan Record.

Extreme care should be exercised that effective dates are always re-
corded as indicated above to insure that interest accruals and collee-
tions are correct.

The information to be recorded on Subsidiary Loan Record cards
shall be in accordance with the following instructions which correspond
to the parenthetical numbers shown on Exhibit A :

(1) Show the project number in the upper right-hand corner of
the form.

(2) Show the location and number of the Regional Office.
(3) Enter the number assigned to the loan agreement.

(4) Show the name and address of the borrower.

(5) Enter the effective date of the loan agreement.

(6) Enter the date on which the last issue of bonds matures.

(7) Enter the amount of fund reservation approved by the Com-
munity Facilities Commissioner for the project. In case the
amount of a fund reservation is subsequently revised, the
revised amount shall be entered and the prior amount lined out.
Include a brief description of disbursement and repayment
provisions as contained in the loan agreement.

(8) Enter the amount of loan specified in the loan agreement and
increases thereof as shown by amendments 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 costs, as shown by Notices of
Collection received from the Division of Finance and Accounts.
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Books and Records 7-13-11

(9)

(10)

(11)

(12)
(13)

(14)
(15)
(16)
(17)

(18)

(19)

(20)
(21)

(22)
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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 Vouchers and Schedules
of Payments and basic documents and the difference between
the principal value of bonds purchased and the total of ad-
vances repaid at the time of final settlement from Forms
CFA-301, Calculation of Net Amount Due for Bond Purchase.

Enter in brackets the amounts of refunds received because
of an underrun 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) and (10) decrease the pre-
vious balance. Bracketed entries in eolumns (8) and (10) are
offsetting and have no effect upon the balance.

Show the interest rate specified 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.

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 Vouchers and Schedules of Payments,
basic documents and Forms CFA-301.

Enter the total of advances collected by sectoff 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 Certificates
of Deposit. '

Entries in column (17) increase the previous balance in this
column and entries in column (18) decrease the previous
balance.

Show the number of days for which interest is accrued.

Enter the accruals of interest on advances from Journal
Vouchers and for bond interest purchased as shown by Forms
CFA-301.

Enter the amount of accrued interest on advances collected
by setoff at the time of final settlement for purchase of bonds
from Form CFA-301 and the amount of accrued interest col-
lected on advances when bonds are sold to bidders other than
the Government from Certificates of Deposit.

Page 3



'y

7-13-11 Books and 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 Central Office in paren-
theses in columns (19) and (23) as shown by Inter Office
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, Revised Project Summary, will be received in the
Administrative Branch. Upon receipt thereof, a cancellation entry
shall be made in the Authorizations block of the applicable Subsidiary
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 made
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 awarded 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
loan advances repaid, or to be repaid, as the result of the sale.
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Books and Records

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-13-12
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 12

REPORTS

The reports deseribed below shall be forwarded to the Division of
Finance and Accounts in accordance with the instructions contained in
Section 7-1-8, which specifies the number of copies of each report
required.

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month and after all General Ledger postings
for the month have been made, the balances reflected in the Subsidiary
Loan Records for Advances and for Accrued Interest Receivable—
Advances (Columns (19) and (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 applicable General Ledger Control Account.
A trial balance of Gcueral Ledger accounts shall then be taken and
reported on Form H-200.60, Statement of General Ledger Balances.
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.

NET LOAN COMMITMENTS, CONSTRUCTION ADVANCES, BOND PURCHASES AND UNDIS-
BURSED COMMITMENTS

Form H-245, Net Loan Commitments, Construction Advances, Bond
Purchases and Undisbursed Commitments (Exhibit A) shall be pre-
| pared at the close of business each month. Loans to Educational Insti-
| tutions in the heading of this form shall be lined out and Publie
| Facility Loans Program typed 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.

‘‘Completed projects previously reported’’ shall not be listed individ-
lually on the form. Projects which are required to be listed individually,
lor ‘“‘Projects completed during month’’ and ‘‘Projects not completed’’
ishall be arranged in alphabetical order by states and by projects within
leach state.

. The information to be shown on Form H-245 shall be in accordance
with the following instructions which correspond to the parenthetical
letters and numbers on Exhibit A. Except for items (a) and (b) the
required information shall be obtained from Form H-213, Subsidiary
Loan Record.

| Item (a) Enter month-end date as of which report is prepared.

| Ttem (b) Enter number and location of Regional Office.
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7-13-12

Reports

Completed projects to be reported in columns (4), (6), and (8)
opposite Item (¢) 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). In other words, such a project shall be elimi-
nated from the report when the construction advance is fully repaid
and the undisbursed commitment, if any, is cancelled.

Item (e)

 Ttem (d)

Item (e)

Item (£)

Item (g)

Page 2

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 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 eolumn (5) project number.

Enter in column (6) net loan commitment (commitment
less cancellations).

Enter in column (8) principal amounts of bonds pur-
chased.

Count the number of projects completed during month
and to this add 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 counted.)
Enter such sum as a subtotal in ecolumn (4).

Enter as subtotals in columns (6) and (8) the totals of
such eolumns for completed projects previously reported
and for projects completed during month.

List under this heading information with respect to each
project not completed as indicated below :

Enter in columns (1) through (6) and column (8) the in-
formation and amounts as indicated above under Item (d).
Enter in column (7) the amount of construction advances.
Enter in column (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 completed (Item (f))
and enter such sum as a subtotal in column (4).
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Reports 7-13-12

Enter as subtotals in columns (6) and (8) the totals of
such columns for projects not completed (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) and (9) the totals of such
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 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 Form H-245 for the month in which Notice of
Collection is received from the Division of Finance and Accounts, as
outlined below :

(1) If the project has been reported as completed 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
subtotals for columns (6) and (8) opposite Ttem (e).

(2) If 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 (d), together with the required identification.

Transcript of Account 101.12 Cash

As of the close of each month Form H-200.14, Transcript of Account
101.12 Cash, shall be prepared and submitted in order that the Division
of Finance and Accounts may compute any interest rebate due this
Agency on daily cash balances on deposit in the Treasury. The informa-
tion 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 B) :

(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 projeet number opposite each amount reported.

(4) Disbursements. Show date on which each check is drawn by
the Treasury Regional Office, as shown on the accomplished
Voucher and Schedule of Payments. In those rare instances
where a check 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.

12/5/61 Page 3



7-13-12 Reports

Collections. Show date on which each Certificate of Deposit is
receipted (accomplished) by the Federal Reserve Bank or
Branch.

Other debits and credits (transfers from and to the Central
Office cash account). Show 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
Account 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 Account 101.12.

(7) Amounts shown in column (5) increase 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 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 Division of
Finance and Accounts.

(11) The Regional Director, Administrative Branch, or his designee,

shall certify each report submitted.

Transcript of Account 101.13 Cash—Inspection and Audit Fees

As of the close of business each month Form H-200.15, Transcript of
Account 101.18 Cash—Inspection and Audit Fees, shall also be pre-
pared and submitted in order that the Division of Finance and Aec-
counts 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 Account 101.13 Cash—Inspection and
Audit Fees and from posting documents 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 oceasional refund may be nee-
essary because of overcollection). Show date on which each
check is drawn by the Treasury Regional Office as shown on
the accomplished Voucher and Schedule of Payments.
Collections. Show date on which each Certificate of Deposit is
receipted (accomplished) by the Federal Reserve Bank or
Branch. .
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Reports 7-13-12

Other credits (transfers to Central Office cash account). Show
date of issuance of the Inter Office Transfer Voucher prepared
by the Regional Office.

(5) Show increases in cash balances as shown by the General Ledger
Account maintained by the Regional Office for Account 101.13.

(6) Show decreases in cash balances as shown 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 balance
in Account 101.13 as of the end of the month for which the
report is prepared.

(10) Show date of submission of the report to the Division of
Finance and Accounts.

(11) The Regional Director, Administrative Branch, or his designee,
shall certify each report submitted.
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7-13-12

EXHIBIT A

Reports

H-288
(5-54)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

PUBLIC FACILITY LOANS PROGRAM
CBRABITILCIBERTCIRRCLIASERIGRERS

(c) Completed projects previously reported (from Item (e) of
report for preceding month)

(d) Projects completed during month (List):

(e) Sub-totals for projects completed at end of month

(f) Projects not completed (List):

(g) Sub-totals for projects not completed

(h) Cumulative totals

(@ Period ended 18
NET LOAN COMMITMENTS, CONSTRUCTION ADVANCES, BOND PURCHASES,
AND UNDISBURSED COMMITMENTS (b) Region Locati
(83] () 3 () (s) () n (9 (9
STATE LOCALITY EOUCATIONAL INSTITUTION hHBER %1 prosecT wumBeR LY ConsTRUCTION T unplapuRSED

RHPA-HLBB, Washington, D. C.
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Reports

EXHIBIT B

7-13-12

HOUSING AND HOME-FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR

PUBLIC FACILITY LOANS PROGRAM

TRANSCRIPT OF ACCOUNT 101.12 - C

(1) Month ended

LR b —

ASH

#-200. 13
(1-55)

(2) Reglon —

Description
(3)

Effective
Date

(4)

(8) Balance as of beginning of month

Debits
(5)

Credits
(6)

Balance
{7)

(9) Balance as of end of month

(10) Date submitted

(11) Certified correct

FHLBB-Wasnington, 0. €.
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7-13-12

EXHIBIT C

Reports

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

PUBLIC FACILITY LOANS

TRANSCRIPT OF ACCOUNT 101.13 CASH-INSPECTIOR AND AUDIT FEES

(1) Month ended

PROGRAM

H-200. 18
(7-59)

(2) Region

Description
(3)

Effective
Date

(3) Balonce as of beginning of month

Debits

Credite
(6)

Balance
(7)

(9) Bslance as of end of month

(10) Date submitted

(11) Certified correct

FHLBS-Washington, D. C.
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Administrative Practice Handbook—Field Service 7-13-13
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Category

101
Cash:

111

Loans and
Advances
Receivable :

121
Accrued
Receivables:

131
Accounts
and Notes
Receivable:

221

Trust and
Deposit
Liabilities

331

Real and
Nominal
Accounts:

411
Interest:

12/5/61

Section 13

CHART OF GENERAL LEDGER ACCOUNTS

Account
Number:

101.11
101.12
101.13

111.11

11141

121.11

121.41

131.22

221.12

331.51

41141

Title
ASSETS

Cash in Transit
Cash
Cash—Inspection and Audit Fees

Loans
Advances

Accrued Interest Receivable—Lioans
Accrued Interest Receivable—Advances

Accounts Receivable—Inspection and Audit
Fees
LIABILITIES

Inspection and Audit Fees

INTEROFFICE CONTROL ACCOUNTS

Regional Office Books—Account with Central
Office

INCOME

Interest Earned—Advances
Page 1



Administrative Practice Handbook—Field Service 7-13-14
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 14

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

This is a debit balance (asset) account maintained to record the
amount of cash collections in transit at the end of each month.

Debit this account with: Credit this account with:

11. Amounts of cash collections 12. Amounts of month-end adjust-
in transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.12 Cash

This is a debit balance (asset) account maintained to show the un-
expended cash balance available to the Regional Office for the purpose
of making construction advances and loans in the Region.

Debit this account with: Credit this account with:

1. Amounts transferred from 2. Amounts disbursed represent-
Central Office Cash Account. ing loan advances.

10. Amounts collected represent- 4. Amounts disbursed at the time
ing repayments of construc- of final settlement for the dif-
tion advances and acecrued ference between the principal
interest thereon when the value of bonds and related in-
related bonds are sold to terest purchased and amounts
bidders other than the Gov- due the Government, if any,
ernment. for construction advances and

12. Amounts of month-end ad- acerued interest thereon.
justments for cash collections 6. Amounts of cash balance in
in transit reversed at the be- Account 101.12 in excess of
ginning of each month. actual  disbursements and

amounts of collections repre-
senting repayments of con-
struction advances and acerued
interest thereon, transferred
to the Central Office.

11. Amounts of cash collections in
transit at the end of each
month.
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7-13-14 Description of General Ledger Accounts

101.13 Cash—Inspection and 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: Credit this account with:

8. Amounts of inspection and 9. Amounts of inspection and
audit fees collected. audit fees refunded to borrow-

12. Amounts of month-end ad- ers.
justments for cash collections 11. Amounts of cash collections in
in transit reversed at the be- transit at the end of each
ginning of each month. month.

14. Amount of balance in Account
101.13 representing inspection
and audit fees collected trans-
ferred to the Central Office.

111.11 Loans

This is a debit balance (asset) account maintained to show the prin-
cipal amount of bonds purchased under loan agreements with bor-
rowers and transferred to the Central Office.

Debit this account with: Credit 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 individual subsidary account on Form H-213 for
cach project.

111.41 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 outstand-
ing amount of advances due the Government from borrowers in the
Region.

Debit this account with: Credit this account with:
2. Amounts disbursed vrepre- 4. Amounts of advances repaid
senting loan advances. at time of bond purchases.

10. Amounts collected represent-
ing repayments of construec-
tion advances when the related
bonds are sold to bidders other
than the Government.

NOTE: Maintain individual subsidary account on Form H-213 for
each project.
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Description of General Ledger Accounts 7-13-14

121.11 Accrued Interest Receivable—Loans

This is a debit balance (asset) account maintained to record the
amount of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Central Office.

Debit this account with: Credit this account with:

4. Amounts of accrued interest 5. Amounts of purchased bond
on bonds purchased at time interest transferred to Central
of final settlement for pur- Office upon completion of bond
chase of bonds. purchases.

NOTE: Maintain individual subsidary account on Form H-213 for
each project.

121.41 Accrued Interest Receivable—Advances

This is a debit balance (asset) account maintained to show the
amount of accrued interest receivable on advances. The debit balance
of this account represents the total accrued interest receivable on ad-
vances due the Government from borrowers in the Region.

Debit this account with: Credit this account with:
3. Amounts of interest acerued 4. Amounts of accrued interest
on advances. receivable on advances col-

lected at the time 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 Form H-213 for
each project.

131.22 Accounts Receivable—Inspection and Audit Fees

This is a debit balance (asset) account maintained to record the
amount of billings rendered for inspection and 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 borrowers in the Region.

Debit this account with: Credit this account with:
7. Amounts of bills rendered 8. Amounts of inspection and
covering inspection and audit audit fees collected.
fees.
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7-13-14 Description of General Ledger Accounts

221.12 Inspection and Audit Fees

This is a eredit balance (trust and deposit liability) account main-
tained to show the total amount of bills rendered for inspection and
audit fees less refunds and amounts transferred to the Central Office.

Debit this account with: Credit this aceount with:

9. Amounts of inspection and 7. Amounts of bills rendered cov-
audit fees refunded to bor- ering inspection and audit
rowers. fees.

14. Amount of balance in Ac-
count 221.12 representing in-
spection and audit fees col-
lected transferred to the Cen-
tral Office.

331.51 Regional Office Books—Account with Central Office

This is a Regional interoffice control account maintained to record all
transfers between the Central Office and the Regional Office.

Debit this account with: Credit this account with:

5. Principal value of bonds and 1. Amounts transferred from
related amount of interest Central Office Cash Account.
purchased transferred to the 13. Amount of interest earned
Central Office upon comple- transferred to the Central Of-
tion of bond purchases. fice as of the close of each fiscal

6. Amounts of cash balance in year.

Account 101.12 in excess 14. Amount of balance in Account
of actual disbursements and 221.12 representing inspection
amounts of collections repre- and audit fees collected trans-
senting repayments of con- ferred to the Central Office.

struction advances and aec-
crued interest thereon trans-
ferred to the Central Office.

14. Amount of balance in Aec-
count 101.13 representing in-
spection and audit fees col-
lected transferred to the Cen-
tral Office.

411.41 Interest Earned—Advances

This is a credit balance (income) account maintained to show the
amount of interest earned on advances made to borrowers in the Region.

Debit this account with: Credit this account with:
13. Amount of interest earned on 3. Amounts of interest accrued
advances transferred to the on advances.

Central Office as of the close
of each fiscal year.
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Administrative Practice Handbook—Field Service 7-13-15
Part 7. Accounting and Fiscal Procedures
Chapter 13. Public Facility Loans Program

Section 15

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description Dr. Cr. Title of Account

1. Amounts transferred 101.12 Cash.

from Central Office Cash 331.51 Regional Office Books—
Account. Posting media: Account with Central
Inter Office Transfer Office.
Vouchers.

2. Amounts disbursed rep- 111.41 Advances.
resenting loan advances. 101.12 Cash.

Posting media : Vouchers
and Schedules of Pay-

ments.

3. Amounts of interest ac- 121.41 Accrued Interest Receiv-
crued on advances. Post able—Advances.
ing media: Journal 411.41 Interest Earned—
Vouchers. Advances.

4. Purchase of bonds and 111.11 Loans.
related interest, and the 121.11 Accrued Interest Receiv-
collection of advances able—Loans.
and accrued interest 101.12 Cash.
thereon at time of final 11141 Advances.
settlement.? Posting me- 121.41 Accrued Interest Receiv-
dia: Vouchers  and able—Advances.

Schedules of Payments
and related basic docu-

ments.

5. Principal value of bonds 331.51 Regional Office Books—
and related amount of Account with Central
interest purchased trans- Office.
ferred to the Central 111.11 Loans.

Office upon completion 121.11 Accrued Interest Receiv-
of bond purchases. Post- able—Loans.

ing media: Inter Office
Transfer Vouchers.

6. Amounts of cash balance 331.51 Regional Office Books—
in Account 101.12 in ex- Account with Central
cess of actual disburse- Office.
ments, and amounts of 101.12 Cash.

1 The credit entries to accounts 111.41 and 121.41 are not involved in cases where no ad-
vances have been made prior to bond purchases.
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7-13-15

Trans-

action

Number

10.

11.

12.

Page

Description

collections representing
repayments of construe-
tion advances and ac-
crued interest thereon
transferred to the Cen-
tral Office. Posting me-
dia: Inter Office Trans-
fer Vouchers.

Amounts of bills ren-
dered covering inspee-
tion and audit fees. Post-
ing media: Invoices.

Amounts of inspection
and audit fees collected.
Posting media: Certifi-
cates of Deposit.

Amounts of inspection
and audit fees refunded
to borrowers. Posting
media: Vouchers and
Schedules of Payments.

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.

Amounts of cash collec-
tions in transit at the
end of each month. Post-
ing media: Journal
Vouchers.

Amounts of month-end
adjustments for cash col-
lections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

2

Dr.

131.22

101.13

221.12

101.12

101.11

101.12
101.13

Typical Transactions with Appropriate Entries

Cr.

221.12

131.22

101.13

111.41
12141

101.12
101.13

101.11

Title of Account

Accounts Receivable—
Inspection and Audit
Fees.
Inspection and Audit
Fees.

Cash—Inspection  and
Audit Fees.
Accounts Receivable—

Inspection and Audit
Fees.

Inspection and Audit
fees.
Cash—Inspection
Audit Fees.

and

Cash.

Advances.

Accrued Interest Receiv-
able Advances.

Cash in Transit.

Cash.
Cash—Inspection  and
Audit Fees.
Cash.
Cash—Inspection and
Audit Fees.
Cash in Transit.
12/5/61



Typical Transactions with Appropriate Entries

Trans-

action

Number Description
13. Amount of

14.

earned on advances,
transferred to the Cen-
tral Office as of the close
of each fiscal year. Post-
ing media: Inter Office
Transfer Vouchers.

Amount of balance in
Account 101.13 repre-
senting inspection and
audit fees collected and
a corresponding amount
of balance in Account
221.12 transferred to the
Central Office. Posting
media: Inter  Office
Transfer Vouchers.

12/5/61

Dr.

interest 411.41

221.12
331.51

331.51

331.51

101.13

7-13-15

Title of Account

Interest Earned—Ad-
vances.
Regional Office Books—
Account with Central
Office.

Inspection and Audit
Fees.

Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.
Cash—Inspection
Audit Fees.

and
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