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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 Ailministrator or Assistant Administrator (Administration).

ORGANIZATION AND NUIABERING

This Volume consists of four books.

Books I and II contain Part 1, General Administrative Practice;
Part 2, Personnel Administration ; Part 3, Budget and Fiscal Controls ;

Part 4, Travel and Transportation; Part 5, Communications; and
Part 6, General Administrative Services.

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

Each Part is divitled normally into Chapters and Sections, although
in some instances the Chapter breakdorvn 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 tligit number is used (e.g., 4-2), there is no Chapter breakdown,
the first digit intlicating the Part and the second indicating the Section.

Pages are numbered eonsecutively within Sections. The date through
which the material has been revised before issuanee is sholrn at the
bottom of each page.

MAINTENANCE

Revised pages are sent out under cover of a Transmittal l-.ietter.'When changes have been made in accordance with the Transmittal
Letter instructions, the check list at the back of Book IV should be
initialletl. This serves automatieally to eall attention to missing
releases.

Notices of rescissions of other instructions rvill be published in the
transmittal letters for this Volume.

Books I and, II of Volume V are d,istributed, on a separate d,istribution
list from Boolts III and, IV. The Transmittal letters for these d,istri-
bution lists will, theref ore, be separatelg id,entified anil nuntbered.
Those for Boolas I anil, II will be numbered FS-7, IS-2, FS-?, etc.
Those for Books III antl IV will be numbered FA-1, FA-Z, FA-S, etc.
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Adminirlrotivc Procticc Hondboolt-Ileld Scrvlcc
Porl 7. Accounting ond Fircal Proccdurcr
Chopter 14. Pregrom of Advonccr for Public Workr Plonning

f -t$t

Section I

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements for
the Program of Advances for Public Works Planning which was author-
ized by Section 702 of. the Housing Act of 1954, as amended. Program
policies and procedures are contained in Volume VI and in other
releases.

Generally accepted eommercial principles of accounting have been
employed in the system which provides for decentralized accounts on
the branch offiee principle. Control accounts with each Regional Office
are maintained in the Division of Finance and Accounts and contra-
control accounts are maintained on the Regional Office books.

The proeedure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts and the
subsidiary Project Recorils, Forms H-200.16, shall be established and
maintained in accordanee with the detailed instruetions contained in
Section 7-L4-ll. 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 eutry.
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Port 7. Accoonting ond Fiscol Proccduror

Ghopfcr 14. Progrun of Advsnccr for Public Workr Plonning

7-14-2

Section 2

PROJECT RESERVATIONS, PROJECT SUf,II}IARIES, AND
EXECUTED AGREEfiIENTS

Applications for projects are approved by the Community Facilities
Commissioner or by Regional Administrators pursuant to authority
delegated to those officials by the Administrator. Ilowever, prior to
approval of applications, the Community Facilities Commissioner will
arrange for the reservation of funds for the project by forwarding for
prevalidation Form CFA-11, Fund, Reseruati,on Order, to the Division
of Finance and Accounts, which maintains the Program and State
reservation controls. After prevalidation, a copy of the Form CFA-ll
will be forwarded to the Regional Director of Administration by the
Division of Finance and Accounts. CFA will transmit the original
CFA-11 to the Regional Direetor of CF as evidence of availability of
funds. Upon receipt of the CFA-ll, Form CFA-419, Project Summarg
and, Approual,willbe prepared. When signed by the Regional Adminis-
trator Form CFA-419 is the authority for preparation of Form CFA-
420, Agreement for Public Works Plan Preparat'ion.

A Form H-200.16, Project Recoril, shall be establishetl for each proj-
ect upon receipt of a prevalidated copy of Form CFA-11 for the project.

An iucrease in the amount of the reservation for a project will be
authorized only by a prevalidatetl CFA-1l.

Prior to approval of Form CFA-419 for a project, all decreases in the
amount of the reservation for that project will be authorized by a
prevaliclated Form CFA-11.

After approval of Form CFA-419 for a project, a decrease in reserva-
tion will be authorized by a revised Project Summary and, Approual.
However, if a Form CFA-420 has already been executed for the project,
the decrease in the amount of the reservation shall not be recorded in
the Project Record, until an executed amendment to the Agreement is
received for recording on the Project Record,. Also, if the total amount
disbursed to an Applicant, as shown on Form CFA-432, Approaal, of
Planning Report anil Pagmenfi, is less than the amount of the executed.
CFA-420, the CFA-432 shall be the basis for reducing the auount of
the reservatiou, approval and agreement on the Proiect Recoril' by the
amount of such difference. The effective date of the red.uction shall be
the approval date of the Form CFA-432.

Amounts of reservations will be canceled together with the amounts
of approvals and agreements, whenever applicable, on the basis of
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7-14-2 Proiect Reservotions, Proicct Summorier, ond Executed Agrcemcnlr

letters to the Applicant from HHFA canceling the Government's offer
or concurring in withdrawals or terminations. A Form CFA-11, CFA-
419 or CFA-420 will not be issued in these circumstances. One copy of
the Regional Administrator's letter to the Applicant shall be forward.ed
promptly to the Division of Finance and Accounts in order that appro-
priate cancellation entries may be made iu the control record.s.
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Port 7. Accounting ond Fiscol Procedurer

Chopter 14. Progrom of Advonces for Public Workr Plonning

7.14-3

Section 3

TRANSACIIONS BETWEEN OFFICES

Transactions between the Divisiou of Finance and Accounts and.
Regional Offices shall be supported in each instance by a Form H-279,
Inter Office Transf er 17oucher, prepared in duplieate 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 provided in the second paragraph,
Section 7-14-4, Inter Office Transfer Vouchers shall be prepared. and.
forwarded in sufficient time to permit entry in the accounts of the re-
ceiving office prior to the end of the month in which the transactions
occurred. Such documents prepared by the Regioual Office shall be
addressed to the Division of Finance and Accounts. Regional Offices
located rvest of the Mississippi River shall forward the d.ocuments by
airmail.
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Chopter 14. Progron of Advancer for Public Workr Plonning

7-t$4

Section 4

FUNDS

The following symbol and title have been assigned by the Treasury
Department to the Revolving Fund for the Program of Advanees for
Public'Works Planuing :

Symbol Title

86X4113 Public Works Planning Fund, Office of the
Administrator, Housing and Home Finance
Agency

On the ffrst business day of each month, Regional Offices shall esti-
mate disbursing requirements for public works planning advances dur-
ing the ensuing 45-day period. Where the estimate indicates that the
eash balanee of available funds requires replenishment, the Regional
Office shall prepare an Inter Office Transf er Vou.cher, in duplicate, and
complete the Transfer Voucher No. ancl Date fssued. blocks on the form.
(See Exhibit A.) The copy shall be mailed to the Division of Finance
and Accounts on the same date as that shown in the Date fssued block.
The Itegional Office shall post the transfer in its accounts on the basis of
the retained original, 'which shall be consiclered as accomplished. Such
Inter Office Transf er Youch,ers when received by the Division of Finance
and Accounts will serve both as requests for disbursing funds and as the
actual documents by which required transfers of funds are effected.

If the cash balance in a Regional Office as of the beginning of a
month, because of repayments or overestimates of cash requirements,
exceeds the estimated disbursement requirements for the ensuing 45
days, the Regional Offiee shall prepare ao Inter Office Transf er Vou,cher
in accordanee with Exhibit B to transfer the excess to the Division of
Finance and Accounts. Such Inter Office Transfer Vou,chers shall be
prepared in duplicate in the usual manner.
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EXHIBIT A

IOT'SIXO IND IOIIE FITIAIICE AOENCI
otrtct ot ttl lDrllla?lllol

II{TER OFFICE IRA}ISFER VOUCHER

*

/P:arnrai hr. Pa,t^-r1 6?fl^a\

(Locatlon of Recional offlce)

oETAtt 0F TnfitFEt 0R LltTilto 0F ATTACI|Eo DoCU|EITS

PNOGBIM OF ADVAI{CTS }'OR PI,BLIC WOBI(S PI,A.IINING
85x4113

To tran6fer fund6 to the RegloEl offlce for the pEpose of

@k1Dg ailEnvea for publtc rorks plahnlhg, a6 estl@ted bel@

Estl@ted dlEbul8flents throuStr
october 1r, 19_ $200,000.00

Ca6h talance Account 101.12 as
of Septenber I, 19_ ,0,000.00

Aldnt of fund6 to be transferreal $I5o,ooo.oo

+ fo be asslgnea by tbe Beglonal Offlce

331,-- 101.12 $15o,ooo.o( L01.12 331.5r .@

(See No. 1, ?-tL-15)
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EXHIBIT B

Iloustxo r$D [orE rlxrxcE aoErcr
orrrat cr rta Drrrrattrlor

IXTER OTFICE TRAXSFEf, VOUCIIER
tlta t3t3at

Novober 1, 19

NoveEber

DETATL 0F TXlrSFEt 0l Ll3Ililo 0F lrTlCltEo DoCUI|EXTS

PBOGRAM Otr'ADVANCES FOR PUBLIC }IORKS PI.ANMNO
86x\u3

To transfe! to the Divi.sion of Finance and Accountd FundE

1n excess ol estl@teil dl€broeBent requfueeentB fo! the

lr5-aay peli.od erd€d DeceEbe! I5, 19_,

I 3tU I ta OTfr Ct
?osttrGs To ctiEirt ttoc[t

ffi

33r. r1 10r, l2 $xx

lon ?-r4-r5)( see t'to.8, sectl
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Porl 7. Accounting ond Fircol Procedurer
Chopter 14, Progrcrn of Advoncer for Pubtic Workr PlonninE

7-t4F5

Section 5

DISBURSEMENTS

Each disbursement representing an advance for public works plan-
ning must be supported by a fully executed. Agreement for Public
Works Plan Preparation with the Applieant. No disbursement shall
be made until sueh a contract is on fiIe in the Regional Office and until
the balance in the Regional Office eash account is sufficient to cover
the transaction. The requirements for the disbursement of planning
advances are summarized as follows:

(1) The original and memorandum copies of each completetl basic
d.ocument, SF-1034-Revised., Public Vou,cher f or Purchases and Seraices
Oth,er Than Personal, approved. by the Regional Administrator, or his
d.esignee, together with all required. supporting attachments as de-
scribed in program proeedures, will be received in the Administrative
Division.

(2) The basic voucher and attachments shall be examined. in the
Administrative Division against the related Agreement for Public
Worhs Plan Prepa,ration to ascertain if all requirements are fulfilled
and whether the disbursement is proper. It shall be determinetl (a)
that the amount of the undisbursed commitment as shown by the
applicable Project Record is not less than the proposed disbursement;
(b) that all applicable terms and conditions of the contract have been
met; (c) that all required approvals have been indieated; (d) that the
requirements rvith respect to interim payments have been fulfilletl; (e)
that an audit, if required before disbursement, have been made; (f )
that no adjustments are required as the result of such audit or that the
amount being requisitioned for d.isbursement has been adjusted for any
exceptions contained in the audit report antl (g) that the transaction is
proper and correet in every respect.

(3) After determining that the proposed disbursement is in order,
a Voucher and, Schedule of Paymenfs, SF 1166, shall be prepared,
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 process-
ing, numbering and. ffling of disbursement documents (basic documents
and, Vouch,ers anil Sched,ules of Pagru,ents) shall be followed except
that the posting copies of such d.ocuments shall be filed in accorclance
with Section 7-1-3.

Disbursements for public works planning ad.vances shall be recorded
in the General Ledger in accordance with Transaction No. 2, Section
7-74-15. For the postings to be made to the Project Record, refer to the
iustructions under the caption Subsidiary Ledger-Project Record,
Section 7-74-71.

8/13/64 Poge I



Administrstive Proctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 14. Progrom of Advonces for Public Workr Plonning

7-t&6

Section 6

BIIIINGS AND WRITE OFFS

fn accordance with Section 702(c) of the Housing Act of 1954 as
amended, the Agreements f or Pu,blic Works Plan Preparation executeal
by Applicants and the Regional Office for aclvances for the preparation
of plans provide that amounts advanced shall be repaid promptly wher
the construction of the public'norks planned is undertaken; provided,
if eonstructiou of only a portion of the publie work is undertaken, a
proportionate amount of the advances shall be repaid as determined to
be equitable by the Administrator. Horvever, the Housing Act of 1954
was further amended by Section 6 of the Pub1ic Works Acceleration
Act, P.I-:. 87-658, to provide that no advance or portion thereof made
under Section 702 for the planning of any public works project shall
be required to be repaid if construction of such project is initiated as a
result of a grant-in-aid made under the Public'Works Acceleration Act.

When it has been cletermined that the repayment of a planning ad-
vance is not required the Regional Administrator will issue a letter
notifying the Applicant that since construction was started. as a result
of an Accelerated Public Works grant it is relieved of liability for
repaying the planning advance (or portion). A copy of the letter wiil
be furnished to the Administrative Division and to the Division of
Finance and Accounts.

Upon receipt in the Administrative Division of a copy of the Regional
Administrator's letter, the planning advance, or applicable portion
thereof, shall be written off on the basis of a Journal Vou,ch,er, S. F.
1017G, prepared in accordance with Exhibit A. See also Transaction
No. 12, Section 7-74-15. For the postings to be made to the Project
Record, refer to the instructions in Section 7-14-17 under the heading
Subsidiary Ledger-Project Record.

fn those instances where the Applicant has uot been relieved of lia-
bility for repa;rment of the advance, or where repayment of only a
portion of the advance has been rvaived, the Administrative Division
shall bill the Applicant for the repayment due when notice is received
that construction has started.

For each billing, an original and four copies of Form H-216, Inuoice,
shall be prepared. and distributed. as follows:

(1) The original and duplicate shall be mailed to the Applicant.
(2) The triplicate shail be used to establish the receivable, then

placed in the appropriate Fiscal Project File (see Section 7-1-3).
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(3) The quadruplicate shall be furnished the Regional Director of
Community Facilities.

(a) The quintuplicate shall be retained in a pending file for follow-up
purposes, for matching with the remittance when received, then
marked Paid and plaeed in the appropriate Fiscal Project File
as evidence that the collection was received.

The bill shall cite the date and amount of each advance and shall indi-
cate that repayment is due the Government under the provisions of
Section 702(c) of the Housing Act of 1954 as amended, and the Agree-
ment between the Applicant and the Government. Each billing shali
be record.ed in the General Ledger in accordance with Transaction No.
3, Section 7-14-15, and in the Subsitliary Ledger as provid.ed in the
instructions in Section 7 -74-11 under the caption Subsidiary Ledger-
Project Record..
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EXHIBIT A
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Section 7

INTEREST ON DETINQUENT ACCOUNTS

fnterest shall be accrued as of the end of each quarterly period
(March 31, June 30, September 30 and December 31) in accordance
with Seetion 7 -l-4, at 4 per cent per annum on eaeh past due account
receivable. Interest normally shall be accrued quarterly, however,
it will often be necessary to accrue interest on an individual account
in connection with collection of the account by payment.

A Journal Vou,ch,er, SF 1017G, shall be prepared in accordance with
Exhibit A for the purpose of recording aecrued interest on past due
accounts for which formal demands have been issued. The beginning
date for the initial interest accrual on each account is the date of the
Formal Demand for ltepayment as prescribed. in program procedures
and interest shall be accrued on each such account up to but not includ-
ing the date on which repayment is mailed by the Applicant. The date
of repayment is further described in Section 7-14-8. The amounts
accrued on each project shall be listed and the entries posted. to the
General Ledger and the Project Record,s in the manner indicated on
Exhibit A.

An Inter Office Transf er Voucher shall be prepared at the close of
each fiscal year transferring the amount of irrterest earned on past due
accounts receivable to the Division of Finance and Aceounts in ac-
cordance with Exhibit B.
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EXHIBIT A
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EXHIBIT B
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Section 8

corrEcTtoNs

AII amounts collected (usually in the form of checks from Appli-
cants in payment of accounts and interest thereon) shall be deposited
in the nearest Federal Reserve Bank or Branch for credit to the revolv-
ing fund symboi 86X4113. For the procedure to be followed in de-
positing collections and for the preparation and distribution of related
Certificates of Deposit, refer to Section 7-1-2.

The effective date of a collection (date of repayment) shall be the
date on which a check is mailed by an Applicant in payment of an
account, as evidenced. by the postmark on the envelope in which the
check is mailed to the Regional Office, irrespective of the date when the
check is received in the Regional Of6ce. Such envelopes shall be retained
and attached to the posting copies of related Certificates of Deposit.

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.

AII collections, including those received during the closing business
hours of the accounting period (month), shall be recorded in the month
in which received.

Collections of billed and unbilled accounts and accrued interest
thereon, if any, shall be recorded in the General Ledger in accordance
with Transaction No. 4, 5 or 7, Section 7-74-75, as appropriate. The
subsidiary Project Records shall be posted on the basis of information
shown on the reverse of Certificates of Deposif, fully identifying the
transactions. (Refer to the instructions in Section 7-14-11 under the
caption Subsidiary Ledger-Project Record.)
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7-14-9

Section 9

lN TRANSIT lTEi,tS

At the end of each month, Regional Offices shall atljust Accouut
101.12 Cash by remofing therefrom those transactions rvhich have
not been accomplished. Such adjustments shall be made on the basis
of journal entries and shall be recordecl as follorvs:

(1) Adjustments for the amount of collections in transit, including
collections received during the closing business hours of the
month, shall be recordecl in the General Ledger in accord.ance
with Transaction No. 9, Section 7 -74-15 and such entries shall be
reversed at the beginning of the following month in accord.ance
with Transaction No. 10.

(2) Adjustments for the amount of unaceomplished disbursements
shall be reeorded in the General Ledger and the subsi<liary Proj-
ect Record, by reversing the original entries made in the accounts
on the basis of the certifled disbursement documents. At the be-
ginning of the following month, adjustments shall be made re-
storing the original entries.
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7-14-10

Section lO

UNCOTTECTIBLE ACCOUNTS RECEIVABTE

If an account receivable is not paid in full within 60 days of the date
of the bill, the Regional Director of Administration shall refer the
account to the Regional Counsel for action in accordance with applica-
ble program procedures. Except in special cases, such procedures re-
quire issuance of a formal demand letter and referral of the account to
the Central Of8ce if payment is not received within 60 days after issu-
ance of the demand letter.

The Regional Office r,vill be aclvised of the action taken by the Com-
munity Facilities Commissioner. Upon receipt of notification that the
uneollected account has been submitted to the Comptroller General,
the Regional Office shall prepare a\ Inter Office Transf er Voucher in
aecordance with Exhibit A transferring the account to the Division of
Finance and Accounts, togetherwith related interest accrued through
the quarterly period end.ed prior to submission to the Comptroller
General. (Refer to Transaction No. 11, Section 7-74-15, for the entries
to be made in the General Ledger. Also see the instructions in Section
7-14-Il under the caption Subsidiary Ledger-Project Record, for the
entries to be made in such record.) fiach Inter Ofi,ce Transf er Voucher
transferring an account to the Division of Finance and. Accounts shall
be supported and accompanied by an original and two copies of Form
H-239, Record, of Receiuable Transf erred to Central Office. A chrono-
logical file of Forms H-239 shall be maintained in the Regional Of6ce.

In the event a payment is receivecl by the Regional Of6ce of a receiv-
able which has been transferred to the Division of Finance and Ac-
counts, the Regional Office shall forward such remittance to the Division
of Finance and. Accounts for deposit.
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EXHIBIT A
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7-14-tl

Section I I

BOOKS AND RECORDS

A General Ledger and individual project records shall be established
and maintained. The posting media for General I-:edger entries are
identified in Section 7-14-15, Typieal Transactions with Appropriate
Entries, and for the project record entries in the instructions that
follow for the maintenance of Form H-200.16, ProXect Recorcl,. After
eaeh document has been posted, a notation to that effeet shall be made
thereon. Such notation shall show the posting date and be initialed by
the employee who posted the transaction. fn the case of documents, such
as an executed Form CFA-420, Agreement for Prfilic Works Plan
Preparation, and executed amendments thereof, the notation in each
case shall be made on a small slip of paper rvhich 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.

GENERAT TEDGER

SF 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 Section 7-14-13 and 7-14-14, respectively. Refer to Typical Trans-
actions with Appropriate Entries (Section 7-14-75) for the documents
which support General Ledger entries.

SUBSIDIARY IEDGER_ADVANCE PTANNING PROJECT RECORD

A separate Project Recorcl (Exhibit A) shall be established upon
receipt in the Regional Office of a fully executed Form CFA-ll, Fund,
Reseruation Ord,er. Each individaal Project Recorcl, established shall
show the Region number, the Project number, the name and ad.dress
of the Applicant and Agreement number rvhen assignetl. The informa-
tion to be recorded on each Project Recorcl shall be in accordance with
the following instructions which have beeen numbered to correspond
with the parenthetical numbers on Exhibit A:

(1) Record entry date.

(2) Enter effective date of :

(a) Form CFA-11, Fu,ncl Reseruation Ord,er.

(b) Form CFA-419, Project Su,mmary (for revisions decreas-
ing the reservation).
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(c) Form CFA-420, Agreement for Public Worlcs Plan Prepa-
ration.

(d) Form CFA-432, Approual of Planning Beport anil, Pag-
ment.

(e) Form SF 1166, Votccher anil, Sch,edule of Pagments.

(f) Form SF 219, Certifi,cate of Deposit.

(g) Form H-216, Inaoice.

(h) Form H-279,Inter Ofice Transf er Voucher.

(i) Form SF 1017G, JournalVoucher.
(j) Letters from the Regional Director of Community Facili-

ties to the Applicants canceling previously established res-
ervations and, if applicable, canceling the approval and.for
the agreement.

(3) Enter the form number or otherwise identify the document
which is the basis for the entry.

BIOCK A_RESERVATION

(4) Enter the amount of an original reservation and. increases in
reservation as shown on Forms CFA-11.

(5) Enter the amounts of decreases in reservation as shown on:
(a) Forms CFA-1l.
(b) Forms CFA-419 (revisions only). If an Agreement was

previously executed do not record the decrease until the
revised Agreement is executed and. receivetl.

(c) CFA-432 when amount disbursed is less than the amount of
the executed Agreement.

(d) Letters from the Regional Director of Community Facili-
ties to the Applicant:
1. Coneuming in the withdrawal of the application prior

to execution of an Agreement.

2. Agreeing to the termination of an executed Agreement.

3. Terminating the Ofrer if an Agreemeut is not signed
and returnetl by a speeific date.

(6) Entries in column (4) increase and entries in column (5) tle-
erease the previous balance in this column,

BTOCK B_APPROVAL

(4) Enter the amount of the planning ad.vanee approved as shown
on Form CFA-419 or increases in the amount approved as
shown on a revised. CFA-419.
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(5) Enter the amount of decrease in the amount of the planning
advance approved as shown on:
(a) Forms CFA-419 (revisions only). If an Agreement was

previously executed do not record the decrease until the
revised Agreement is executed and received.

(b) Form CFA-432 when the amount disbursed is less than the
amount of the executed Agreement.

(c) Letters from the Regional Director of Community Facili-
ties to the Applicant:
1. Concurring in the rvithdrawal of the applieation prior

to execution of an Agreement.

2. Agreeing to the termination of an executed Agreement.

3. Terminating the Offer is an Agreement is not signed and
returned by a speciffc date.

(6) Entries in column (4) increase and entries in column (5) tle-
crease the previous balance in this column.

BI.OCK C_AGREE'VIENT

(4) Enter the amount of an original Agreement and inereases in
such amount as shou,n on Form CFA-420.

(5) Enter the amount of decrease in the amount of an Agreement
as shown on:
(a) Form CFA-420.
(b) Form CFA-432 when the amount disbursed is less than the

amount of the executed Agreement.
(e) Letters from the Regional Director of Community Facili-

ties to the Applicant agreeing to the termination of an
executed Agreement.

(6) Entries in eolumn (4) increase and entries in column (5) de-
crease the previous balance in this column.

EIOCK D_INTEREST ON ACCOUNI RECEIVABTE

For interest on delinquent aceounts sec Section 7 -74-7. Record the
Rate, Factor, and Date of Formal Demand in the space provided in
Block D.

(7) Record entry date.

(8) Enter the form number or otherwise identify the document
which is the basis for the entry.

(9) Enter date of Formal Demand as the beginning date of the
interest period. ( See Section 7 -74-7 .)

(10) Enter the date through which the interest accrual is computed.
(See Section 7-14-7.)
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(11) Enter the number of days covered by the interest accrual
period.

(12) Enter the amount of interest accrued for the accrual periotl as
shown on the Jotrrnal Voucher.

(13) Enter the amount of irtterest eollectecl as shown on the Certifi-
cate of Deposit.

(14) Enter the amount of accrued interest receivable transferretl to
the Division of Finanee and Accounts as shown on lhe Inter
Ofi,ce Transf er Vou,cher and supporting Record, of Receiuable
Transf erred, to Central Ofi,ce.

(15) Entries in column (12) increase and entries in columns (13)
antl (14) decrease the previous balance in this column.

B1OCK H1ANNING ADVANCE_PRTNCIPAL

Record in Block C, columns (1), (2) and (3) the Entry Date, Effective
Date, and Reference to support the dollar amounts reeordeil in Block trI,
columns (16) through (20).

(16) Enter the amount of planning advance disbursed as shown on
theYou,cher ancl Sclteclule of Paym,ents.

(17) Enter the amount of planning advance repaid as shown on the
Certifi,cate of Deposit.

(18) Enter the amount of planning advance written off as shown on
the Journal Vouc"h,er prepared on the basis of a letter to the
Applicant from the Regional Director of Community Facilities
relieving the Applicant of liability for the repayment of the
advance or portion thereof.

(19) Enter without parentheses the amount of planning advance
transferred to the Division of Finance and. Accounts as shown
on the Inter Ofine Transf er Voucher and supporting Record,
of Receiuable Transf erred, to Central Office.

(20) Enter without parentheses the amount of planning advance
billed as shown on the Inuoice. If a billing has been made and
there is a subsequent entry made in eolumn (17), (18) or (19)
the entry in such column deereases the previous balance in this
column.

(21) Entries in column (16) increase the previous balance in this
column and if there has not been a billing indicated by an entry
in column (20) and an entry is made in column (17), (18) or
(19) the entry in sueh column decreases the previous balanee
in this column. The previous balance is also decreased when
the amount in this columu is billetl and entered in column (20).

(22) Entries in column C(4) increase and entries in column C(5)
and column E(16) decrease the previous balancce in this
column.
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EXHIBIT A
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7-11-12

Section 12

REPORTS

The reports described below shall be forwarded to the Division of
Finance and Aceounts in aecordance with the instructions contained
in Section 7-1-8, 'which specify the number of copies of each report
required.

STATE,YIENI OF GENERAI, TEDGER BA]ANCES

As of the end of eaeh calendar quarter and after all entries for the
quarter have been posted to the General Ledger the following reconcilia-
tions shall be made:

(1) Reconcile Account 191.12 Planning Ad.vances rvith the total of
the balanees in column (21) of all the Project Eecoril cards.

(2) Reeoncile Aceouut 131.11 Accounts Reeeivable with the total of
the balances in column (20) of all the Project Recoril cards.

(3) Reconcile Account 121.48 Accrued fnterest Receivable-Ac-
counts Reeeivable with the total of the balanees in column (1-5)
of all the Project Record, eards.

A trial balance of General I-,edger accounts shall then be taken and
reported in the appropriate column of Form H-200.60, Statement of
General Ledger Balances. As of June 30 of each year, a post-elosing
trial balance shall be submitted after fiscal year-end closing entries have
been made.

MONIHTY ACIIVITY REPORTS

A photocopy shall be made at the end of each month of eaeh Project
Record on rvhieh an aetion document has been recorded during the
month.

MONTHIY SUMIIAARY OF IRANSACTIONS

A. MonthlE Sum,marg of Trunsactdorns, Form H-200,10A, Exhibit A,
shall be prepared. at the elose of each month. The information to be
entered. thereon shall be in accordance with the following instructions
and shall be obtained from a summarization by State of the current
month's activity as shown on the photocopies of l'orms II-200.16,
Project Record,, prepared at the end" of the month. Transmit the
Monthly Summarg of Transactions to the Division of Finance and
Accounts with the photoeopies oL lhe Pro ject R,ecord, eards.
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Pending revision of Form H-200.39, Transmittal, Checlc Sheet-Re-
ports, d,elete Form H-200.17, Project Transcript, and. insert H-200.16
to the left of the box. Indieate the number of photocopies submitted.
AIso indicate that a Form H-200.16A, Monthly Summary of Transac-
tians, is submitted.

Stoto

Enter the name of each State in the Region

Reservotions

lncreose (A4)

Summarize the increases in Reservations made during the month
for the projects in each State and enter each State total in this
column.

Decreose (A5)

Summarize the decreases in Reservations made during the month
for the projects in each State and enter each State total in this
column.

Ner (A5)

Summarize the net inerease and net decrease in Reservations in
each State during the month. Enter a net increase without paren-
theses and a net decrease with parentheses. This amount should
agree with the difference between the amounts entered in the In-
crease and Decrease columns for that State.

Approvols

lncreose (B4)

Summarize the increases in Approvals made during the month for
the projects in each State and enter each State total in this column.

Decreose (B5)

Summarize the decreases in Approvals made during the month for
the projects in each State and enter each State total in this column.

Ner (86)

Summarize the net increase or net decrease in Approvals in each
State during the uronth. Enter a net increase without parentheses
and a net decrease rvith parentheses. This amount should agree
with the difference between the amounts entered in the fncrease and
Decrease columns for that State.

Agreemenlr

Increose (C4)

Summarize the increases in the Agreements made during the month
Pogc 2 8/13/64
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for the projects in each State and enter each State total in this
column.

Decreore (C5)

Summarize the decreases in the Agreements made during the month
for the projects in each State and enter each State total in this
column.

Net (C6)

Summarize the net increase or net decrease in the Agreements in
each State during the month. Enter a net increase without paren-
theses and a net decrease with parentheses. This amount should
agree with the difference between the amounts entered in the In-
crease and Decrease columns.

lnterert Collected (DI3)

Summarize by State the total interest collected during the month on
advances and enter each State total in this column.

Advonces Disbursed (Et6)

Summarize by State the total ad.vances disbursed during the month
and enter each State total in this column.

Advqnces Repoid (El7)

Summarize Ui Stite the total advances repaitl during the month and
enter each State total in this column.

APW Writeoff (El8)

Summarize by State the total advances which were rvritten off during
the month and enter eaeh State total in this eolumu.

Tronsfers to Central Ofiice (El9)

Summarizc by State the total advances which were transfcrred to the
Division of Finance and Aeeounts cluring the month and enter. eaeh
State total in this column.

Principol Bolonce

Billed (E20)

Determine the increase or decrease in the billed balance applicable
to each project in a State by deducting the prior'month balance
from the current month balanee.

Summarize these increases and decreases and enter each State total
in this column. Enter a net increase without parentheses and a net
decrease rvith parentheses.
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Unbillcd (E2l)

Determine the increase or decrease in the unbilled balance
ble to each project in a State by deducting the prior month
from the current month balance.

Summarize these increases and deereases and enter each State total
in this eolumu. Enter a net increase without parentheses antl a net
decrease with parentheses.

Undisburred Commitmenr (E22)

Determine the increase or decrease in the undisbursed commitment
for each project in a State by dedueting the prior month balance
from the current month balance.

Summarize these increases and deereases by State and enter each
State total in this column. Enter a net inerease without parentheses
ancl a net decrease with parentheses.

A net increase in this column should agree with:
(1) The difference between the net inerease in eolumn (C6) antt

the increase in column (E16) whenever the net inerease in
column (C6) exeeeds tlre inerease in eolumn (E16).

A net decrease irr this colurnn shoulcl a6lree rvith :

(1) The differenee between the inerease in column (816) and the
net increase in column (C6) rvhenever the inerease in column
(E16) exceeds the net increase in eolumn (CG), or

(2) The sum of a net deerease in column (C6) ancl the net increase
in column (E16).

folols

Enter the totals for all columns. The total Net columns for Reserva-
tions, Approvals and Agreements should agree rvith tJre clifference
between the amounts eutered irr the inerease ancl tlecrease totals for
each of these respective sectious. The total of coluntn (E16) minus
the sum of the totals in columns (817), (818), (E19) and (820)
should agree *'ith the total in eolumn (821).

applica-
balanee

Monthly Reconciliotion

(1) Add the net increase or subtract the net decrease in column
(E20) from the previous month balance in Account 131.11. The
resulting amount should agree rvith the current month balance
in that account.

(2) Add the net increase or subtract the net decrease in column
(E21) from the previous month balance in Account 191.12. The
resulting amount should. agree rvith the current month balance
in that account.

Poge 4 8/13/54
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Adminirtrolivo Proctice Hondbook-Ficld Srrvice
Pcrl 7. Accountlng ond Fitcol Procrdurer
Chopter 14. Progrom of Advonccr for Public Workr Plonnlng

7-t+t3

Section 13

CHART OF GENERAL LEDGER ACCOUNTS

Accounl

Number

ASSETS

fhlc

101

Cotegory

Cash

727
Aecrued
Receivables:

131
Accounts
and Notes
Reeeivable

191
Other
Assets:

327
Unreserved
Surplus (or
Deficit) :

Cash in Transit
Cash

101.11
101.12

331
Real and
Nominal
Accounts

411

121,48 Accrued fnterest Receivable - Accounts Re-
ceivable

131.11 AceountsReceivable

191.12 PlanningAd.vances

CAPIIAI,

327.47 Cumulative Planning Advances Written Off-
Public'Works Acceleration Act

INIEROFFICE CONIROI, ACCOUNI

331.51 Regional Office Books - Account with Central
Office

tNcot E

8/13/54

411.48 Interest Earned-Accounts Receivable
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Seclion 14

DESCRIPTION OF GENERAL I.EDGER ACCOUNTS

lOt.tl Corh in fronsil

This is a tlebit balance (asset) account maintained to show the
amount of cash eollections in transit at the end of each month.

Adminittrativc ?rsctice Hoodbook-tictd Sorvicc

Porl 7. Accounting ond tbcol Proceduru
Choptcr 14. Progrom ol Advonccs for Publis Workr Plonning

Debit this aecount with:
9. Amount of cash collections in

transit at the end of eaeh
month.

7-tst4

Credit this account with:
10. Amounts of month-end adjust-

ments for eash collections in
transit reYersed at the begin-
ning of eaeh month.

Credit this account with:
2. Amounts disbursedforplanning

advances.
8. Amounts of excess balance in

Account 101.12 transferred to
the Division of Finance and
Accounts.

9. Amount of cash eollections in
transit at the end of each month.

l0l.l2 Cosh

This is a debit balanee (asset) account maintained to show the cash
balance available {or pla.nning advanee disbursements.

Debit this account with:
1. Amounts transferred from

the Division of Finance and
Aecounts cash account.

4. Amounts of accounts receiv-
able colleeted.

5. Amounts collected repre-
seuting repayments of plan-
ning advances, not previ-
ously billed.

7. Amounts of aecrued interest
eollected.

10. Amounts of month-end ad-
justments for eash collee-
tions in transit reversed at
the beginning of eaeh month.

l2l,{8 Accruod lntcresl Rcceivabte-Accounts Reccivoble

This is a debit balance (asset) account maintained to show the amount
of aeerued interest due the Government in connection with d.elinquent
accounts receivable. Each Form H-200.16, Project Recortl, is a sub-
sidiary record to this account.

E/13154 Poge I



7-tA-14 Description of Generol Ledger Accounls

Debit this aceount with: Credit this account with:
6. Amounts of interest accrued 7. Amounts of accrued interest

on past due accounts receiv- collected.
able. 11. Amounts of uncollectible ac-

crued interest receivable trans-
ferred. to the Division of Fi-
nance and. Accounts upo[ re-
ceipt of notice of submission to
the Comptroller General.

t3l,ll Accounts Receivsble

This is a debit balanee (asset) account maintained to show the out-
standing balance of amounts ad.vanced for public works planning due
the Government because construction has been undertaken and in con-
nection with which bills have been rendered. Each Form H-200.16,
Project Record,, is a subsidiary record to this account.

Debit this account with: Credit this aecount with:
3. Amounts of bills rendered. 4. Amounts of accounts receiva-

for repayments due. ble eollected.
11. Amounts of uncollectible ac-

counts receivable transferred
to the Division of Finance and
Accounts upon receipt of no-
tice of submission to the Comp-
troller General.

l9l.l2 Plonning Advoncer

This is a debit balance (asset) account maintaiued to show transac-
tions applicable to advances for public works planning. The tlebit
balance of this account represents the total outstanding amount of
advances not yet repayable to the Government because construction has
not been unclertaken. Each Form H-200.16, Project, Becoril, is a sub-
sidiary record. to this account.

Debit this aceount with: Creclit this account with :

2. Amounts disbursed for plan- 3. Amounts of bills rendered cov-
ning advances. ering repayments due.

5. Amounts collected represent-
ing repayments of planning
advances not previously billetl.

12. Amounts of aclvances written
off in accordance with the pro-
visions of the Public 'Works

Acceleration Aet.

32I.4I Cumulotivc Plonning Advonces Wriilen OFPublic Work Accelerotion Act

This is a tlebit balance (capital) account maintained to show the
cumulative amount of advances for public works planning which have

Poge 2 8/13/54



De:cription of Generol ledger Accounts 7-14-14

been written off because construction of the related projects has been
initiated as a result of a grant-in-aid made under the Public 'Works

Acceleration Act.
Debit this account with: Credit this account with:
12. Amounts of advances writ-

ten off in accordance with
the provisions of the Public'Works Acceleration Act.

331.51 Regionol Ofiice Books-Account With Centrol Oftce

This is a Regional interoffice control account maintained. to show
transfer transactions between the Division of Finance and Accounts and
the Regional Offiee.

Debit this account with:
8. Amounts of excess balance

in Aceount 101.12 trans-
ferred to the Division of
Finance and Accounts.

11. Amounts of uncolleetible ac-
counts receivable and. ac-
crued interest receivable and
related eurrent fiseal year in-
terest earnings transfemed
to the Division of Finance
and Accounts upon receipt
of notice of submission to
the Comptroller General.

Credit this account with:
1. Amounts transferred from the

Division of Finance and Ac-
counts cash account.

13. Amount of interest earned.
transfemed to the Division of
Finanee and Accounts at the
close of each fiscal year.

4tL48 lnleresl Eqrned-Accounls Receivqble

This is a credit balanee (income) account maintained to show the
amount of interest earned on past d.ue accounts receivable.

Debit this account with: Credit this account with:
11. Amounts of current fiscal 6. Amounts of interest accrued on

year interest earnings trans- past due accounts receivable.
ferred to the Division of Fi-
nance and Accounts upon re-
ceipt of notice of submission
to the Comptroller General.

13. Amount of interest earned
transferred to the Division
of Finance and Accounts at
the close of each fiscal year.
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Adminictrotivc ?rcdicc Hondbook-flcld Scrvicc
Porl 7. Accounting and Fiscol Proccdures
Choprcr 14. Progrom of Advonccr for Public Workt Plonning

7-14-t5

Cr. Titlc of Account

Cash.
Regional Office Books

-Aceount 
with Cen-

tral Office.

331.51

Planning Advances.
101.12 Cash.

Accounts Receivable
191.12 PlanningAd.vances.

Cash.
131.11 Aceounts Receivable.

Cash.
191.12 PlarrningAd.vances.

Section 15

TYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES

Tronr.
action
Nunrbcr Dcrcription

1. Amounts transf erred
from the Division of Fi-
nance and Accounts cash
aceount. Posting media:
Inter Ofrce Transf er
Vouchers.

2. Amounts disbursed for
planning advances. Post-
ing media: Vouch,ers anil,
Sch,eilu,les of Pagments.

3. Amounts of bills ren-
dered covering repay-
ments due. Posting
media: Inuoices.

4. Amounts of accounts re-
ceivable collected. Post-
ing media t Certificates
of Deposit.

5. Amounts eollected repre-
senting repayments of
plannirrg advances, not
previously billetl. Post-
ing media : Certifi,cates
of Deposit.

6. Amounts of interest ae-
crued on past due ac-
counts reeeivable. Post-
iog medial. Journal
Vouchers.

7. Amounts of accrued in-
terest collected. Posting
media t Certificates of
Deposit.

8. Amounts of excess bal-
ance in Aecount 101.12
transferred. to the Divi-
sion of Finance and Ac-
counts. Posting media:
Inter Ofice Transf er
Youchers.

8/13/51

Aecrued fnterest Re-
ceivable-Accounts
Receivable.
fnterest Earned-Ac-
eounts Reeeivable.
Cash.
Accrued Interest Re-
ceivable-Accounts
Receivable
Regional Offiee Books

-Aceount 
with Cen-

tral Office.
Cash.

Dr.

101.12

191.12

131.1.1

101.12

101.12

121.48

101.12

331.51

411.48

721.48

101.12

Pogo 'l



7-I4.t5

frsns-
qction

Number Dercription

9. Amount of cash collec-
tions in transit at the end
of eaeh month. Posting
media:. Journal, Vouch-
ers.

10. Amounts of month-end
adjustments for cash col-
lections in transit re-
versed at the beginning
of each month. Posting
media:. Journal, Vouch-
ers.

11. Amounts of uncollectible
aceounts reeeivable aud
accrued interest receiv-
able and related current
fiscal year interest earn-
ings transferred to the
Division of Finance and
Accounts upon receipt of
notice of submission to
the Comptroller General.
Posting media : Inter Of -

fice Transf er Vouchers.
12. Amounts of advances

written off in accordance
with the provisions of
the Public Works Ac-
celeration Act. Posting
media: Jotcrnal Vouch-
ers.

13. Amount of interest
earned transferred. to the
Division of Finance and
Accounts at the close of
each fiscal year. Posting
media: Intar Ofice
Transfer Vouchers.

Typicol fronroctlonr wirh Approprirtc Entrlcr

Cr. lirlc of Account

Cash in Transit
Cash.

Dr.

101.11

101.12

331.51

411.48

321.47

417.48

131.11
121.48

191.12

101.12

Cash.
101.11 Cash in Transit.

B,egional Office Books

-Aceount 
with Cen-

tral Office.
Interest Earned-Ac-
counts Receivable.
Accounts Receivable.
Accrued. Interest Re-
ceivable-Aecounts
Receivable.

Cumulative Planning
Advances'Written Off

-Public 
'Works Ac-

celeration Aet,
Planning Advanees.

331.51

fnterest Earned-Ac-
eounts Receivable.
Regional Office Books

-Account 
with Cen-

tral Office.
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Administrqtive Proctice Hondbook-Field Service
Pqrt 7. Accounfing ond Fiscol Procedures

Chopter 15, Federol School Congtruction Progrom

7-r 5-r

Section I

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements
applicable to the program for the construction of schools under Public
I-:aw 815, 81st Congress, as amended. Program policies and procedures
are contained in other releases.

The General Ledger accounts, the Project Allotment Ledger, and the
Regional Allotment I-,ledger and Project Record. for nonadministrative
staff expenses shall be established and maintained in aceordanee with
the detailed instructions contained in Section 7-15-9. The accounting
system provitles for decentralized accounts on the branch office principle.
Controlling accounts with each Regional Offiee are maintained in the
Central Offlce Division of Finance and Accounts, and contra-controlling
accounts are maintained on the Regional Office books.

The Allotment Ledger for program funds by account symbol will be
maintained on a project basis to record the allotments made for a
project, the obligations incurred thereagainst as shown by executed
contracts and contract amendments, obligations liquidated, and net
disbursement vouchers. For nonadministrative stafr expenses, a separate
Allotment Ledger by account symbol will be maintained on a Regional
basis rather than on a project basis to record the Regional allotments
macle for nonatlministrative staff expenses, the obligations incurred
thereagainst for Government field inspection, obligations liquidated,
and net disbursement vouchers. A project ledger will be maintained
by account syrnbol for nonadministrative staff expenses to record obliga-
tions incurred, obligations liquidated, and net disbursement vouchers
for each individual project.

9/19/62 Poga I



Administrotive Prqctice Hqndbook-Field Service

Port 7. Accounting ond Fitcol Procedurec

Chopler 15. Federol School Construction Progrom

7-r5-L

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
the Regional Offices shall be supported by Forms H-219, Inter Office
Transf er Voucher, which shall be prepared in duplicate by the originat-
ing office and shall be forwarded in sufficient time to permit entry in
the accounts of the receiving office on or before the end of the month.
Except as provided in Section 7 -75-4 the original only shall be forwarded
to the receiving offi.ce for posting purposes. The issuing office shall post
in its accounts on the basis of the retained. copy. Forms H-219 trans-
mitted to the Central Office shall be addressed. to the Division of Finance
and Accounts. Regional Offices loeated west of the Mississippi River shall
forward such documents by airmail.

9/19/62 Poge I



Administrctive Proctice Hqndbook-Field Service

Pqrl 7. Accounting ond Fiscsl Procedures

Chopler 15. Federol School Construction Progrom

7-15-3

Section 3

ALTOTMENTS

All allotrnents and revisions thereof rvill be issued on Form H-158,
Acluice of Allotnr,cnf, over the signature of the Director, Division of
Budget and Management, or his designee. Original allotment advices
are forwarcled to Regional Offices through the Division of Finance antl
Accounts, for recortling in the appropriate Project Allotment Letlger
or Regional Allotment Letlger-Nonadministrative Staff Expenses.

Allotments of program funds (as distinguished from funds available
for nonadministrative staff expenses), will be made for each individual
project, in the amount of the approved project cost estimate, less the
amount included in such estimate for nonadministrative staff expenses.
(See Exhibit A.)

Allotments of funds for nonadministrative staff expenses will be
made quarterly or as needed on a Regional and program basis without
regard to individual projects. (See Exhibit B.)

When a school is completed and is reatly to be transferred to the
Of;fice of Ed.ucation, the Division of Budget and Management will issue
a revised Aduice of Allotm,enf rescinding the unused portion of the
allotment for that project. (See Exhibit C.)

9/19/62 Poge I



Allotments 7-t5-3

EXHIBIT A

Lta
| 10-, lr 80u8IN0 At{D rrorE FIr{AxcE AoErcI

otllcl ol ta! lDltrtatirlot

ADVICE OF ALLOT}IEIT

rt tn (1.t. ..1 Lor.t\o^)

M. L. cravfortl
Rcglgnsl AdElnlgtratgr, Reglon X

rtr

86-75xoe8t, Aeslstence for scb@l
CoEEtructlon, Ofllce of
Educatlon (?ransfer to
EouslnS eEtl f,@e FlBnce
Agency)

Plograe Itundg

ProJcct l{o. ProJect FaEe gr.o5,ooo $106,0oo

The above allotBent ls for coDtrects only aDil excludes $rro00.00 rltbbeld lor
DoBil&lnlotratlYe eupervlslon,

(3ir'.r.t.)

9/19/52
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7-15-3 Allolmenls

EXHIBIT B

El$
( l0-rll gou8D{c Lt{D lof,E Fil{urcE A0E{c1

ADVICE OF ALLOIUEIII

M. L. Crarfortl
RegloEl Ad&1Dl.6trBtor, neglon X

t)6-7rx@U ABsl6tsnqe tor Scboor
Con8tructlon, Offlce of
Eiluc6tloD (ltsDsfer to
EouslDS end E@e FlBDce
AaencY )

FonadelDlstrstlve supervlslon $35,ooo $3t,ooo

{Siln.r.t., (titl.t

9/t9/62



Allotments 7-15-3

EXHIBIT C

bts f,ou8lllo AllD f,oIE Frr{r.rcE aotr(cr

AovrcE 0F ALtolr{Er{T

IrtrI Ia {i.r. ..4 Lo..tient

U. L. Crarfortl
RcgloEL AdllntEtrato!, Regloo X

0a5aItrrt0x auil(rt

t)6-75xe* Ag8lataace ,o! school
CoD8tsctlon, Otflce ot
Educatloh (lirsDsfer to
Eousltrg ald E@e Fr,Boce
AgeDcY)

Prograp Funtlo

ProJect No. ProJect llo@ $297,250.00 - $u.509.8( $282,540. u

neclasloD ot uused pqrtlon ol allotoeDt ,.D accqdqDce vltb flBl report oD
the above proJact.

9/19/62
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Administrstive Proctice Hsndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 15. Federol School Construction Progrqm

7-154

Section 4

FUNDS

The following symbol and title have been assigned by the Treasury
Department to the transfer appropriation account under which funds
are made available to this Ageney for the School Construction Program:

Symbol lirle Aoiviry

86-75X0284 Assistance for School Construction,
Office of Education (Transfer to
Housing and Home Finance Agency)

Amounts will bc transferred from the Division of Finance and Ac-
counts cash account to Regional Office cash accounts on a program,
rather than a project basis, to cover anticipated Regional Office dis-
bursements for a 60-day period. When funds are needed for disburse-
ment, the Regional Office shall prepare the original and one copy of an
Inter Office Transf er Vouclter in accordance with Exhibit A, complete
with the voucher number and the date issued. The copy shall be mailed
to the Division of Finance and Accounts on the same d.ate as that shown
in the Date Issued block on the form. The retained original shall be
considered as accomplished. and shall serve as the basis for recording
the transfer in the General Ledger in accordance with Transaction
No. 1, Section 7-15-13.

If excess amounts of cash balance are rcturnetl to the Division of
Finance arrd Accounts, such transfers shall be effectcd by Inter Officc
Transf er Vou,chers prepared by the Regional Office in the usual manncr.
The entries thereon shall be recorded in the General Ledger in ac-
cordance with Transaction No. 2, Section 7-15-13.

9/19/62 Poge I



Funds 7-154

EXHIBIT A

j|zlt

IIOUSING AXO IIOME FINAT{CE ACEilCY
or.IcE oF ?xE ro.rr rarirtor

II{TER OFFICE TRAI{SFER VOUCHER

ttrlt. t00aitt r0.

x-&-97

Apr1l 2, 19_

Wsshlnston. D. C. (FteDared bv Re4lobal Offlce)

(Iocatton of ReEtonal offtce) Alrl I
DETAIT OF TRA}ISFER OR IISIIIIO OF A]TACIIEO OOCUI{EXTS

FEDEM.L SCf,OOL COISMUCTIOI PRGBAI.I
B5-75x0281+

Iq traaster d18bqslDg funilo sa foll@6:

Estl@ted dl8buBeEento tbrouAb l'4ay 31, 19_

Cash balaace, Account 101.12 as o! tbe c1o6e
of buolDese l,lslch 31, 19_

ADout to be transferred

$2OO,0OO.0O

,0.000.00

$150.000.00

(see
Sec

franactloD llo
rLoo 7-]5-13).

1,

9/19/62



Administrqlive Proctice Hqndbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Choplor I5. Federol School Conslruction Progrom

7-15-5

Section 5

OBTIGATIONS

Progrom Fund Obligorions

Arr executed architectural, engiueering, construction, or equipment
contract, or a Contract Change Orclu', tr'orm CFA-202, rvhich involves
an increa,se iu project costs, all create obligations against al allotment
of program funds made for a specific project. Also Prrrcft.at, Qyfl,ot'st
tr'orm H-35, or other doeuments $'hich impose liabilities upon the
Government for future payments. represent obligations against slrch
allotment.

Prior to the execution of auy contrtrct, or the issuarrce of a Contract
Change Ortler involving an increase in project costs, a prevalidation of
funds will be secured on Form CFA-811 or by teletype 1 in accordarrce
rlith program procedures. All such prevalidations of funds shall be
rocorded promptly in the Obligations fncurred colurnn of the appro-
priate Projeet Allotment Ledger (see Seetion 7-15-9). The lvord Prr-
ual,idated shall be shown in pencil above the prevalidated arnount. Such
pre'r'alidated amount shall be revie'lveal at least rnonthly to assure that
an exeeuted contract or other confirnriug clocument is received. The
\vord Prevalitlated shall be erased rvhen the executed contract or challge
order is received and the nurnber and date of exeeution of the contraet
or change order shall be shoryn on the sarne line in the Deseription
column of the Project Allotment Ledger'.

Prevalidations shall be cxeludecl frorn all reports subrnitted.

With respect to obligations created b)r the issuance of Put'chusc Orda's
or other adrninistratively approved clocuments, it must be determirred
that funds are available s'ithin the project allotment of program fuuds
prior to the release thereof. Such obligations shall also bt, record.ed
promptly in the appropriate Projeet Allotment l-;edger.

Nonodminislrolive Expense Obligotions

For a discussion of engineering supervision and inspection at the
site of school pro.jects see Section 3-4-2.' Obligations covering such costs
shall be recordecl to the appropriate Regional Allotment Ledger-Non-
administrative Staff Expenses and to the subsidary Project Ledger-
Nonadministrative Staff Expenses, enrrently as such obligations are
ineurred. As a safeguard. against incuruing obligations for a particular
projeet in excess of the amount ineluded in the approved projeet cost

l Applies to Region YI (Seattle Area Offce) antl Region VII, in urgent cases.I Section 3'4-2 atteched to R,egional Circular No. 524.

4/25/63



7-15-5 OBI.IGATIONS

estirnate for nonachninistrative supervision, the Community !'acilities
Commissioner shall bc advised rvhenever it appears that such amount
will not be suf,ficient to cover all nonadministrative supervision cost
applicable to the project. Such advice shall include information as to
amounts in other burlgeted line-items available for transfer to non-
administrative supervision, or rvhether additional funtls are required
from the Office of Education.

2 4/25/53



Administrqtive Prqctice Hqndbook-Field Service
Pqrt 7. Accounting ond Fiscql Procedures

Chopter I5. Federol School Construction Progrom

7-15-6

Section 6

DISBURSEMENTS

Each disbursement must be supported by a fully execlrted contract
on file in the Regional Office. No disbursement shall be made until
the amount of such coutract has been established as an obligation
against the allotment receivetl for the project and unless the balance
in Account 101.12 Cash is sufficient to cover the transaction. The
requirements for disbursements unaler the program are summarized
as follows:

(1) Basic documents (original and copies) ; such as, S.F. 1034, Pu,blic
Vou,cher for Purclrases and Seruices Othar than Personal, sttp-
ported by Form CFA-208, Period,ic Estim,ate f or Part,ial, Payment,
or other similar forms and supporting attachments, will be re-
ceived in the Administrative Branch.

(2) The basic document and attaehments shall be examined in the
Administrative Branch against the related contract to ascertain
if all requirements are fulfilled and whether the disbursement
is proper. It shall be determinetl (a) that the amount of the
undisbursed commitment under the contract is not less than the
proposetl disbursement, (b) that a1l terms and conditions of the
contract have been met, (c) that all required approvals by
Regional Offiee personnel have been indieated, and (d) that the
transaction is proper and correct in every respect.

(3) After determining that the proposed disbursement is in order,
a You,clr,er and, Sch,ed,ule of Pallmenfs, 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 instruetions in Section 7-1-5
with respect to the processing, numbering and fling of disburse-
ment documents shall be followed.

Contraet disbursements and disbursements covering nonadministra-
tive supervision costs shall be recorded in the General Ledger in accord-
ance'with Transaction No. 3, Section 7-15-13. Such disbursements shall
also be reeorcled in the allotment ancl subsidiary ledgers as follows:

(1) Program disbursements shall be recorded in the appropriate
Project Allotment Ledger.

(2) Disbursements covering nonadministrative supervision costs shall
be recorded in the Regional Allotment Letlger-Nonadministra-
tive Staff Expenses and in the appropriate Project Ledger-Non-
administrative Staff Expenses.

9/19/62 Poge I



Administrolive Proctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 15. Federol School Construction Progrom

7-15-7

Section 7

IRANSFER OF COMPTETED PROJECTS

Upon completion, custody of a project is transferred to the Office of
Education, as describecl in Part 5 of Volume VL Prior to such transfer,
action on the part of the Regional Office is required as outlined below:

(1) When all obligations applicable to a project have been paid and
when the unused. portion of the allotment for that project has
been rescinded (see Section 7-15-3), the amount of costs, includ-
ing the related amount of nonadministrative staff expenses, shall
be transferred. on the basis of a Joulnal Voucher prepared in the
Regional Office (see Exhibit A) from Account 151.11 Land,
Structures and Equipment-Construction in Progress to Account
75L.12 I-.rand, Structures and Equipment-Completed Construc-
tion Projects, in accordance with Transaction No. 4, Section
7-15-13.

(2) The total cost value of the completed project shall then be trans-
ferred to the Division of Finance and Accounts in accordance
with Transaction No. 5. Such transfer shall be accomplished by
Inter Office Transfer Voucher prepared by the Regional Office
(see Exhibit B).
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fronsfer of Compleled Proiects 7-15-7

EXHIBIT A

€6dd rotu No. l0lro

JOURNAL YOUCHEB

Dstc..--...

151. 12

l5r. rr
$535, 531+.68

Approvcd by ....,.....,-...-

(1(L)

lsiFrt@)

tTtrh)

$53r,531+.68

FederaL School Constructlon Plogran
86-?5xoaBt*

lger Postlng

Ianal, Structures and Equlpheht -
C@pleted Constructlon Projects

land, Structures end Equipoent -
Constructlon ln Progress

To trsnsfer the totsl cost vslue
(lncLudlng nonadrlnl6tratlve st6f f
expenoeo) ol c@pleted ProJect
No._ (nare)
to Account' 15L.12. AtI obllg3rion6
rlth respect to the proJect have been
p6r.d 6nd the unused portlon of the
allotEent bao been rescLnded,

To?AL,

9/19/52



7-15-7 fronsfer of Complered Proiects

EXHIBIT B

F219

IIOUSINC AND IIOME FINANCE AOENCY

ITITER OFFICE TRANSFER VOUCHER

(Locati.on of Reglohal oftlce)

UashingtoD, D. C.

OETAIL OF TRAIISFER OR LISTIXG OF ATIACIIED DOCUI.IEIITS

Federal Scbool Constructlon Prograo
tx'75xetu

To tralofer the totsl coet value ol c@pleted ProJect

No. _ NaEe _ to the Dlvtslon o,

Flnance snd Accounts:

Coets pald fr@ plogrso funds

Ngnadllnistratlve etaf f expenseg

Total co6t of coEpleted proJect

$5y,535.69

2.9*,99

$535,531.68:

331.51

(see
Secti

rr1.12

rBnaactlon No
co ?-t5-13)

bt35, 53! '68

9/19/62
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Administrotive Prqctice Hsndbook-field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 15. Federol School Construction Progrom

7-15{

Section 8

ADJUST'VIENT OF CASH ACCOUNT

At the end of each month, Regional Offices shall adjust Account 101.12
Cash, by remoying therefrom those disbursement transactions which
have not been accomplished by the Treasury Regional Office. Such
adjustment shall be made on the basis of a journal entry in accord.ance
with Transaction No. 6, Section 7-15-13. At the beginning of the fol-
Iowing month, such acljustment shall be reversed by journal entry, in
accordanee with Transaction No. 7.
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Administrotive Prsclice Hondbook-Field Service

Port 7. Accounting ond Fiscsl Procedures

Chopter 15. Federol School Construction Progrom

7-75-9

Section 9

BOOKS AND RECORDS

Generol Ledger

A General Ledger for each fund shall be maintained on S.F. 1014
in accordance with the Chart and Description of General Ledger Ac-
counts contained in Sections 7-75-ll anal 7-15-12, respectively. Refer
to Typical Transactions with Appropriate Entries (Section 7-15-13)
for the documents which support General Ledger entries.

Allotment ond Proiect Ledgers

Project Allotment Ledgers, Regional Allotment Ledgers-Nonadmin-
istrative Staff Expenses and Project Ledgers-Nonachninistrative Staff
Expenses, shall be maintained on S.F. 1015, as described belorv:

(1) A separate Project Allotment Ledger (sce Exhibit A) shall be
maintained. for each fund for the purpose of recording by project
each allotrnent, obligation, liquidation, and net disbursement
voucher applicable to that project, with the exception of those
transactions pertaining to nonadministrative supervision. The
columns of each individual project record therein shall be totaled
at the end of each month and the balance in the column, Un-
obligated Balance of Allotment, brought down to arrive at
cumulative figures to date for the project. If all entries and
computations are correct, the cumulative totals of Obligations
Liquidated and Allotments, minus cumulative totals of Net
Disbursement Vouchers and Obligations Incurred will equal the
Unobligated Balance of Allotment at the end of the month.

(2) A separate Regional Allotment Lcdger-Nonadministrative Staff
Expenses (see Exhibit B), shall be maintained. for each fund. for
the purpose of recording for the Region as a whole (without
r,'ference to intlividual project) allotments, obligations, liquicla-
tions, and net disbursement vouchers. At the end of each month,
the Regional Allotment Ledger shall be totaled and reconciled
in the same manner as indicated in (1) above to arrive at
cumulative figures to date for the Region.

(3) A separate Project Ledger-Nonadministrative Staff Expenses
(see Exhibit C), shall be maintainetl for each fund for the pur-
pose of recording obligations, liquidations, and net disbursement
vouchers for each individual project. Since allotments for non-
administrative supervision are made on a Regional basis, allot-
ments for individual projects cannot be recorded therein. This
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Books qnd Records 7-15-9

ledger serves as a subsidiary record to the related Regional
Allotment I-.redger-Nonadministrative Staff Expenses. The col-
umns of each individual project record shall be totaled at the
end of each month and such totals added to arrive at cumulative
figures for the Region. The cumulative figures for the Region
shall then be reconciled with the corresponding columnar totals
in the related Regional Allotment l-:edger-Nonadministrative
Staff Expenses.

Poge 2 9/19/52



7-15-9

EXHIBIT A
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Books and Records7-15.9

EXHIBIT B
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7-75-9Books ond Records

EXHIBIT C
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Administrotive Proctice Hsndbook-Field Service
Port 7. Accounring ond Fircol Procedures
Chopter t5. Federql School Construction Progrom

7-15-t0

Section l0

REPORTS

The reports described below shall be forwarded to the Division of
Finance and. Accounts in accordance with Section 7-1-8, whieh speeifies
the number of copies of eaeh report required.

STATEMENT OT GENERAT 1EDGER BAIANCES

As of the end of each month, after aII postings for tire month have
beeu made, a trial balance of General Ledger accounts shall be taken
and reported on Form H-200.60, Statement of General Leclllcr Balances.

ATTOIIIIENT I.EDGER SUMMARIES

An Allotment Ledger Summary shall be prepared as of thc end of
each month in accordance with Exhibit A. Data for these summaries
shall be obtained from the individual Project Allotment Ledgers.

An Allotment Ledger Surnmary shall also be prepared as of the end
of each month for nonadministrative staff expenses in accordance with
Exhibit B. Detailed information for each individual project shall be
obtained from the Project Ledgers-Nonadministrative Staff Expenses.
Summarization data shall be obtained froni the Regional Aliotment
Ledger-Nonadministrative Staff Expenses.
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EXHIBIT A
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Reports7-I5-r0

EXHIBIT B
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Adninistrotive Prqctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 15. Federol School Construction Progrom

7-t5-r I

Section I I

CHART OF GENERAL TEDGER ACCOUNTS

Cotegory

Account

Number

101.12 Cash

151.11

157.72

Tirle

A5SETs

101
Cash:

151
Land,
Structures
and
Equipment:

207
Accounts
Payable:

331
ReaI and
Nominal
Accounts

Land, Structures and Equipment-Construction
in Progress
I-:and, Structures and Equiprnerrt-Completed
Construction Projects

UABtUilES

201.11 Accounts Payable

INTEROFFICE CONIROT ACCOUNTS

331.51 Regional Office Books-Account with Central Office
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Adminisrrorive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscal Procedures

Choptcr 15. Federol School Conrtruction Progrom

7-15-12

Section 12

DESCRIPTION OF GENERAT TEDGER ACCOUNTS

I0l.l2 Ccsh

This is a debit balance (asset) acconnt maintained to show the uuex-
pended cash balance available to the Regional Office for disbursing
purposes.
Debit this account with: Credit this account with:
1. Amounts transferred. from the 2. Amounts of excess cash balance

Division of Finance and Ac- returned to the Division of Fi-
counts cash account. nance and Accounts.

6. Amounts of uaaccomplished tlis- 3. Amounts of vouchers scheduled
bursing d.ocuments at the end for payment.
of each month. ?. Amount of balance in Account

201.11 at the beginn6g of each
month.

l5l.ll lond, Slruclures ond Equipmenr-Con3lruclion in Progre:r

This is a debit balance (asset) account maintained to record project
progress payments. The tlebit balance of this account represents the
total cost value of projects not completed..

Debit this account with: Credit this account with:
3. Amounts of vouchers scheduled 4. Cost value of projeets when

for payment. completed.

l5l.l2 lond, Struclures ond Equipmenl-Gomplered Construction ProiecB

This is a debit balanee (asset) aecount maintained to record the cost
value of completed projects antl the transfer of such costs to the Division
of Finance and. Accounts.
Debit this account with: Credit this account with :

4. Cost value of projects when 5. Cost value of completed proj-
completed. ects transferred to the Division

of F inance and Aecounts.
20l.ll Accounr Poyoble

This is a credit balance (tiability) account maintainetl to show at
the end of each month the amount of cash disbursements which have
uot been accomplished by the Treasury Regional Office.
Debit this account with: Credit this account with:
7. Amount of balanee in Account 6. Amounts of unaecomplished dis-

201.11 at the beginning of each bursing documents at the end
month. of each month.
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Description of Generol Ledger Accounls 7-15-12

33I.51 Regionot Offce Books-Accounl with Cenrral Ofrice

This is a Regional Interoffice control account maintained to record
transfer transactions between the Division of Finance and Accounts
and the Regional Office.
Debit this account with: Credit this account with:
2. Amounts of excess cash balance 1. Amounts transferred. from the

returned to the Division of Fi- Division of Finance and Ac-
nance and Accounts. counts cash account.

5. Cost value of completed proj-
ects transferred to the Division
of Finance and Accounts.

Page 2 9/19/62



Administrotive Proctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscql Procedures

Chopter 15, Federol School Construction Progrom

7-r5J3

Tirle

Cash
Regional Offfce Books

-Account 
with Cen-

tral Office.

Regional Offfce Books

-Account 
with Cen-

tral Office.

Section 13

IYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES

Trons-

oction

Number Description

1. Amounts transferred from
the Division of Finance
arrd Accounts cash ae-
count. Posting media:
Inter Office Transfer
Vouclrers.

2. Amounts of excess cash
balance returned to the
Division of Finanee and
Accounts. Posting media:
Inter Office Transfer
Vouchers.

3. Amounts of vouchers
scheduled for payment.
Posting media : Votcchers
and Scheclules of PaA-
nxents.

4. Cost value of projects
when completed. Posting
media : J ournul V ouchers.

331.51

151.11

15t.12

5. Cost value of completed
projects transfemed to
the Division of Finance
and Accounts. Posting
media : Inter Office Trans-
fer Vouchers.

331.51

6. Amounts of unaccom- 101.12
plished disbursing docu-
ments at the end of each
month. Posting media:
Journal Votcchers.

7. Amount of balance in Ac- 201.11
eount 201.11 at the begin-
ning of eaeh month. Post-
ing med.ia : JournalVouch-
ers.

9/19/62

Land, Structures and
Equipment Con-
struction in Progress.

Cash.

I-.rand, Structures and
Equipment-Complet-
ed Construction Proj-
ects.
Land, Structures and.
Equipment Con-
struction in Progress.

Regional Office Books

-Account 
with Cen-

tral Office.
Land, Structures and
Equipment-Complet-
ed Construction Proj-
ects.

Cash.
Aecounts Payable.

Dr.

101.12

Cr.

331.51

101.12 Cash.

101.12

151.11

751.12

201.11

Accounts Payable.
101.12 Cash.
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Administrotive Proctice Hondbook-Field Service
Porl 7. Accounting ond Fiscql Procedures
Chopter 30. Cleoring ond Deposit Fund Accounts

7-30-t

Section I

INTRODUCTION

This proceclure prescribes the fiscal and. accounting requirements
with respect to the Agency's contribution and amounts withheld. from
employees' salaries for Federal fnsurance Contributions Act (FICA)
taxes; amounts withheld from employees' salaries for Federal, State
or Territorial income taxes ; amounts withheld from employees' salaries
for the purchase of United States Savings Bonds; and eollections which
are to be held in suspense pending final disposition.
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Administrstive Prooice Hondbook-Field Service
Parl 7. Accounting ond Fiscol Procedures
Chopter 30. Cleoring ond Deposit Fund Accounlc

86X6070(01)

86X6875 (01)

7-30-2

Seclion 2

ACCOUNT SYTIABOIS AND TIITES

Separate books of aceount shall be maintained for each of the follow-
ing account symbols which have been assigned by the Treasury Depart-
ment:

Symbol fitle

Clearing
Account:
86F0101(01) Withheld Individual fncome anal F.I.C.A. Taxes, Office

of the Administrator, Housing and llome Finance
Agency.

Deposit Funcl
Accounts:
86X6050(01) Employees'Pay Roll Allotment Account, United States

Savings Bonds, Office of the Administrator, Ilousing
and Home Finance Agency.

Withheld State and Territorial Income Taxes, Office of
the Administrator, Housing and Home Finance Agency.

Suspense, Office of the Administrator, Housing and
Home Finance Agency.
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Administrqtive Proctice Hondbook-Fietd Service
Port 7. Accounting ond Fircol Procedurer
Chopter 30. Cleoring ond Deposit Fund Accountt

7-30-3

Section 3

DEPOSITS

Amounts representing (1) the Agency's FICA tax contributions
and salary withholdings for Federal income and FICA taxes; (2) salary
withholtlings for State and Territorial income taxes; antl (3) salary
withholtliugs for the purchase of United States Savings Bond.s, shall be
summarized. on Vouchers and, Bch,ed,ules of Payments, S.F. 1166, as
illustrated in 6 GAO 6020.20, for deposit to Symbols 86F0101(01),
86X6070(01) antt 86X6050(01), respectively, Such withholdings and
contributions shall be recorded in the applicable General Ledgers in
aecordance with Transactions Nos. 1,2, arc'd 3, Section 7-30-10.

Amounts received which are to be held in suspense pending identi-
fication, subsequent disposition or transfer to the proper appropriation,
fund or receipt account and proceeds from the sale of administrative
property and equipment (7 GAO 3520) shall be documented. on Certifi,-
cates of Deposit, S.F. 219, and processed. in accord.ance with Section 7-1-2
for deposit to Symbol 86X6875(01). Such amounts shall be recordetl
in the General Ledger for this symbol in accordance with Transaction
No. 4, Section 7-30-10.

Amounts reeeived from employees for the purpose of completing
purchases of United States Savings Bonds shall be documented on
Certificates of Deposit and processed in accordance with Section 7-1-2
for deposit to Symbol 86X6050(01). Such amounts shall be record.ed
in the General Ledger for this symbol in accordance with Transaction
No. 5, Section 7-30-10.
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Administrotive Prqctice Hondbook-Ficld Service
Port 7. Accounting ond Fiscol Procedures
Chopter 30. Cleoring and Deposit Fund Accounls

7-304

Section 4

DISBURSETIENIS AND TRANSFERS

DISBURSEIIAENTS

The aggregate amount of withholdings for Federal income and
FICA taxes and the Agency's FICA tax contributions which are
payable to the District Director of Internal Revenue; the aggregate
amount of withholdings for State or Territorial income taxes which
are payable to the appropriate taxing authorities; and funds accumu-
lated in employees' United States Savings Bond accounts which are
payable to the appropriate Federal Reserve Bank, shall be processed
onVouchers and, Sch,etlules of Pagmemfs, S.F. 1166, (Section 7-1-5) for
disbursement from Symbols 86F0101(01), 86X6070(01) and 86X6050
(01), respectively, in accordance with 6 GAO 5000. Such disbursements
shall be recorded in the applicable General Ledgers in accordance with
Transactions Nos. 6,7 and 8, Section 7-30-10, as appropriate.

Refunds of amounts withheld from employees' salaries for the pur-
chase of United States Savings Bonds shall be made to employees, as
required, by processing Vouchers ancl Bchedu,les of Payments it accord-
ance with Section 7-1-5 for payment from Symbol 86X6050(01). Such
amounts shall be recorded in the General Ledger for this symbol in
accordance rvith Transaction No. 9, Section 7-30-10.

Where proper, refunds and payments of amounts of suspense items
shall be made from Symbol 86X6875(01) by processing Vouchers onil,
Sch,ed,ules of Payments in accordance with Section 7-1-5. Such amounts
shall be recorded iu the General Ledger for this symbol in accord.ance
with Transaction No. 10, Section 7-30-10.

TRANSFERS

'When proper, the amounts of suspense items shall be transferred.
from Symbol 86X6875(01) to the applicable appropriation, fund or
receipt account by processing Vouchers and, Sch,edules of Withilrawals
and, Credits, S.F. 1081-Revised, in accordance with Section 7-1-5. The
amounts of such transfers shall be recorded in the General Ledger for
this symbol in accordance with Transaction No. 11, Section 7-30-10.
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Administrotive Prqctice Hondbook
Porl 7. Accounting ond tiscol Procedures
Chopler 30. Cleoring ond Deposit Fund Accounts

7-30-5

Section 5

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust the individual
accounts maintained for 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 accord-
ance with Transactions Nos. 12 and 13, Section 7-30-10. At the begin-
ning of the following month, the adjustments shall be reversed on the
basis of journal entries in accordance with Transactions Nos. 14 and 15.
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Section 6

BOOKS AND RECORDS

GENERAI. I,EDGERS

S.F. 1014-Revised, shall be used for the General Ledgers prescribed
herein. A separate General Ledger shall be established and maintained
for the Clearing Aceount symbol and for each Deposit Fund Account
symbol, in accordance with the Chart and Description of Geueral
Ledger Accounts, Sections 7-30-8 and 7-30-9, respectively. Refer to
Typical Transactions with Appropriate Entries, Section 7-30-10, for
the accounting documents which support entries in these General
I-.redgers.

Administrotive Proctice Hondbook-Field Service
Part 7. Accounting ond Fiscol Procedures
Chopter 3O. Cleoring ond Deposit Fund Accountr

RE]ATED RECORDS

Procedure covering Salaries and Expenses (Chapter 20) provides
for the maintenance of Subsidiary Records (Distribution by Object
Class Accounts) for each applicable object class. The contributions
made by this Agency for FICA taxes are recorded in the subsidiary
distribution account maintained for Objeet Class 12, Personnel Benefits.

Deductions from employees' compensation and adjustments thereof
for Federal, State or Territorial income taxes, FICA taxes, and pur-
chase of United States Savings Bonds, are recorded in the appropriate
columns provided for these purposes on S.F. 1127-Revisetl , Ind,iu,ifl,uat
Pag Caril,.

7-30-6
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Adminirtrotive Prsoicc Hondbook-Field Service
Port 7. Accounring and Fiscs! Procedurer
Choptcr 30. Clcoring ond Deposit Fund Accounrs

7-30-7

Section 7

REPORTS

The reports referred to in this Section shall be forwarded to the
Division of Finance and Accounts in accordance with Section 7-1-8 of
this Volume which specifies the number of copies of each report
required.

StotemGnt of Generol Ledger Boloncet

As of the close of each month, trial balances shall be taken and
reported in the appropriate columns of Form II-200.53, Statement of
General Leilger Balances-Clearing ancl Deposit Fund, Accounts.
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7-3G7 Cleoring ond Deposit Fund Accounts

EXHIBIT A

oo
6

o

J

EI
6

i

l:I

HI

El r r r
EI

Lr
T" BI*Il

^l

c

IA

E

s

q
E
E

E
a5

Bado
*sz@

BS

E

E

E
g
o

9"
<t

EE
g;
o!

EE

90
EI

5/t5l6t



Administrotive Prqctice Hqndbook-Field Service
Port 7. Accounting ond Fiscol Procedures
Chopter 30. Cleoring ond Deposit Fund Accounts

Colegory

7-30-8

Section 8

CHART OF GENERAT TEDGER ACCOUNTS

Account
Number firle

101
Cash:

101.11
101.12

Cash in Transit
Cash

201
Accounts
Payable:

227
Trust and
Deposit
Liabilities

221.14
22t.15

UABil.]flES

201.11 AccountsPayable

221.76

221.77

Unapplied Deposits
Unapplied Deposits-Employees' Fetl-
eral Income Tax Detluctions
Unapplied Deposits - Employees'
FICA Deductions
Unapplied Deposits - Employer's
Share of FICA

6/15/51 Poge I
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Section 9

DESCRIPTION OF GENERAT TEDGER ACCOUNTS

tOl.Il Cosh in fronsit

These are debit balance (asset) accounts maintained. to record the
amounts of collections in transit at the end of each month.

Adminirtrotive Proctica Hqndbook-Field Service
Parl 7. Accounting ond Fiscql Procedurer
Chopter 30. Cleoring ond Deposir Fund Accounts

Debit these accounts with:

12. Amounts of collections in
transit at the end of each
month.

l0l.l2 Cosh

These are debit balance (asset)
balances on deposit in Clearing and

Debit these accounts with:
1. Amounts withheltl from em-

ployees' salaries for Federal
income antl FICA taxes and
amounts contributed by this
Ageney for FICA taxes.

2. Amounts withheld from em-
ployees'salaries for State or
Territorial income taxes.

3. Amounts withheltl from em-
ployees' salaries for pur-
chases of United States Sav-
ings Bonds.

4. Amounts of collections rep-
resenting unidentified items,
items to be held in suspense,
items in litigation, and pro-
ceeds from sale of adminis-
trative property and equip-
ment to be held pending the
purchase or replacement of
similar personal property.

5/t5/6t

7-3G9

Credit these accounts with:

14. Amounts of month-end adjust-
ments for collections in transit,
reversed as of the beginning of
the following month.

aceounts maintained to show the
Deposit Fund. Accounts.

Credit these accounts with:

6. Amounts of Federal income
and FICA tax withholdings
and the Agency's FICA tax
contributions, paid to the Dis-
trict Director of Internal
Revenue.

7. Amounts of State or Terri-
torial income tax withholdings
paid to the appropriate taxing
authorities.

8. Amounts of withholtlings and
collections for purchases of
United States Savings Bonds
paid to the Federal Reserve
Bank.

9. Amounts of withholdings for
the purchase of United States
Savings Bonds refunded to em-
ployees.

Poge I



7-70-9

Debit these aceounts with:

5. Amounts of collections from
employees in order to com-
plete purchases of United
States Savings Bonds.

14. Amounts of month-end ad-
justments for collections in
transit, reversed. as of the be-
ginning of the following
month.

Debit these accounts with:

15. Amounts of month-end atl-
justments for unaccom-
plished disbursements and
transfers, reversed as of the
beginning of the following
month.

Description of Generol Ledger Accounts

Cretlit these accounts with:

10. Amounts of refunds and pay-
ments of suspense items or por-
tions thereof.

11. Amounts of suspense items or
portions thereof transferred to
the proper appropriation, fund
or receipt aceount.

Credit these accounts with:
13. Amounts of disbursements and

transfers which have not been
accomplished by the Treasury
Regional Office at the end of
each month.

13. Amounts of disbursements
and transfers which have not
been accomplished by the
Treasury Regional Office at
the end of each month. 12. Amounts of collections in

transit at the end of each
month.

15. Amounts of month-entl adjust-
ments for unaccomplishetl dis-
bursements and transfers, re-
versed as of the beginning of
the following month.

20l.lI Accounls Poycble

These are eredit balance (liability) accounts maintained to record
the amounts of disbursements and transfers which have not been
accomplished by the Treasury Regional Office at the end of each month.

22I.14 Unnpplied Daposits

These are credit balance (Iiability) accounts maintained. to show the
liability with respect to balances on deposit in Deposit Fund Accounts.

Debit these accounts with:

7. Amounts of State or Terri-
torial income tax rvithhold-
ings paid to the appropriate
taxing authorities.

8. Amounts of withholdings and
collections for purehases of
United States Savings Bonds
paid to the Federal Reserve
Bank.

Pcge 2

Credit these accounts with:
2. Amounts withheld from em-

ployees' salaries for State or
Territorial income taxes.

3. Amounts withheld from em-
ployees' salaries for purchases
of United States Savings
Bonds.

6/15/61



Description of Generol Ledger Accounts

Debit these accounts with:
9. Amounts of withholdings for

the purchase of United States
Savings Bonds refunded to
employees.

10. Amounts of refunds and pay-
ments of suspense items or
portions thereof.

11. Amounts of suspense items or
portions thereof transferred
to the proper appropriation,
fund or receipt account.

Debit this account with:

6. Amounts of Fetleral income
tax withholdings paid to the
District Director of Internal
Revenue.

7-3G9

Credit these accounts with:

4. Amounts of collections rep-
resenting unidentified items,
items to be held in suspense,
items in litigation, and pro-
ceeds from sale of ad,ministra-
tive property and equipment
to be held pending the pur-
chase or replacement of similar
personal property.

5. Amounts of collections from
employees in order to complete
purchases of United States
Savings Bonds.

Credit this account with:

1. Amounts withheld from em-
ployees' salaries for Fetleral
income taxes.

221,15 Unopplied Deposits-Employees' Federol Income Tsx Deductions

This is a credit balance (Iiabitity) account maintained in connection
with the Clearing Account to show the balance on deposit representing
amounts withheld from employees'salaries for Federal income taxes.

221.I5 Unopplied Deposits-Employees' FICA Deducrions

This is a credit balance (Iiability) account maintained in connection
with the Clearing Account to show the balance on deposit representing
amounts withheltl from employees' salaries for FICA taxes.

Debit this account with: Credit this account with:
6. Amounts of FICA tax with- 1. Amounts withheld from em-

holdings paid to the District ployees' salaries for FICA
Director of fnternal Revenue. taxes.

221,17 Unopplied Deposits-Employer's Shore of FICA

This is a credit balance (liability) account maintained. in connection
with the Clearing Account to show the balance on deposit representing
contributions made by this Agency for FICA taxes.

Debit this account with: Credit this account with:

6. Amounts of Agency FICA 1. Amounts contributed by this
tax contributions paid to the Agency for FICA taxes.
District Director of fnternal
Revenue.

5/15/61 Poge 3



Administrotive Prostice Hondbook-Field Service
Pqil 7. Accounting ond Fircol Procedures
Chopter 30. Cleoring ond Deposir Fund Accounts

73Gr0

firle

Cash.
Unapplietl Deposits-
Employees' Federal
Income Tax Deduc-
tions.

Section l0

TYPICAI. TRANSACTIONS WITH APPROPRIATE ENTRIES

Trqns-
oclion

Number Description

1. Amounts withheld from
employees' salaries for
Federal income antl FICA
taxes and amounts con-
tributed by this Agency
for FICA taxes. Posting
media: Summaries on
Vouclters and, Sched,ules
of payments.

2. Amounts withheld from
employees' salaries for
State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouch,ers anil Saheilul,es
of Pagments.

3. Amounts withheld from
employees' salaries for
purchases of United States
Savings Bonds. Posting
media: Summaries on
Vouchers anil, Bched,ules
of Pa,gments.

4. Amounts of eollections
representing unidentified
items, items to be held in
suspense, items in litiga-
tion, and proceeds from
sale of administrative
property and equipment
to be held pending the
purchase or replacement

5/ts/61

Unapplierl Deposits-
Employees' FICA De-
ductions.
Unappliett Deposits-
Employer's Share of
FICA.

Dr.

101.12

Cr.

221.75

227.t6

22t.77

101.12 Cash.
221.14 Unapplietl Deposits.

Pcge I
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Trons-
oclion

Number Description

of similar personal prop-
erty. Posting media: Cer-
tificates of Deposit.

5. Amounts of collections
from employees in order
to complete purchases of
United States Savings
Bonds. Posting media:
C ertif,ca,tes of D eposit.

6. Amounts of Federal in-
come and FICA tax with-
holdings and the Agency's
FICA tax eontributions,
paid to the District Direc-
tor of Internal Revenue.
Posting media : Vou,chers
and, Sched,ules of Pa,u-
nxents.

fypicol fronsoctions with Appropriole Entries

Dr. Cr.

221.75 Unapplied Deposits-
Employees' Federal
Income
tions.

Tax Deduc-

221.16 Unapplied Deposits-
Employees'FICA De-
ductions.
Unapplied Deposits-
Employer's Share of
FICA.

fitle

7. Amounts of State or Ter-
ritorial income tax with-
holdings paid tothe appro-
priate taxing authorities.
Posting media : Vouchers
and, Sched,ules of Pq,a-
nxents.

8. Amounts of withholdings
and collections for pur-
chases of United States
Savings Bonds paid to the
Federal Reserve Bauk.
Posting media. Vouchers
anil Schedules of Pay-
ments.

9. Amounts of withholdings
for the purchase of United
States Savings Bonds re-
funded to employees.
Posting media: Vouchers
and, Sched,ules of Pag-
ments.

Pogc 2

227.77

101.12 Cash.

227.14 Unapplied Deposits.
101.12 Cash.

6/15/61



fypicc! Tronsoctions wirh Appropriote Entries

fronr
sclion
Number Description

10. Amounts of refunds and
payments of suspense
items or portions thereof.
Posting media t Vouahers
and Schadules of Pag-
rnents.

11. Amounts of suspense items
or portions thereof trans-
ferretl to the proper ap-
propriation, funtl or re-
ceipt account. Posting me-
dia Vouchers and Sched-
ules of Withd,rawal,s and,
Cred,its.

12. Amounts of collections in
transit at the end of each
month. Posting media:
Journal Vouchers.

13. Amounts of disbursements
and transfers which have
not been accomplished by
the Treasury Regional Of-
fice at the end of each
month. Posting media:
Journa,l, Vouclr,ers.

Title

Cash in Transit

101.12 Cash.

Cash

201.11 Accounts Payable

Cash

101.11 Cash in Transit

Accounts Payable

101.12 Cash.

Dr. Cr,

7-3G10

14. Amounts of month-end 101.12
adjustments f or collec-
tions in transit, reversed
as of the beginning of the
following month. Posting
media z Journal Vouchers,

101.11

101.12

201.1115. Amounts of month-end
adjustments for unaccom-
plished disbursements and
transfers, reversed as of
the beginning of the fol-
Iowing month. Posting
media : Jortrnal Vou,chers.
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Adminirtrotive Procticc Hqndbook-Field Service
Poil 7. Accounting ond Fisca! Procedures

Chopter 17, Senior Cirizenr Houring loon Program

7-17-l

Section I

INTRODUCTION

This procedure prescribcs the fiscal aud accountilg requirernents for
tlte Senior Citizens Housing Loan Program authorized by Section 202
of the Ifousing Act of 1959, as amended. Program policies and pro-
cedures are contained in Volume VI.

Generally acceptcd. commercial principles of accounting have been
employed in the system which provides for decentralized accounts on
the branch office principle. Control accounts rvith each Regional Offiee
are maintained in the Central Office Division of Finance and Ac-
counts and contra-controlling aceounts are maintained on the Regional
Office books.

The procedure irrcludes speciffc instructions for processing and 1.e-

cording program trausactions. The General Ledger accounts and the
Subsicliary Loan Recorr,ls shall be established and maintained in aecord-
nnce r,vith the detailetl instructions contaiued in Section 7-17-9. Cash
receipts aud disburseluents journals have not been provided, since it
appears that the number of transactions to be handled monthly by
each Regional Office rvill not 1\'arrant tlre use of sueh bool<s of original
eutry.

Applications for loans rvill be approvecl by the Couunuuity Facilities
Oommissioner pursuant to authority delegatecl by the Administrator.
Prior to approval of applications for loans, the Comrnunity Facilities
Llommissioner rvill arrange for the reseryation of funcls for such appli-
eations and increases thereto.

The Division of Finance and Accounts rnaintains an overall control
lecord of alloeations and eontracts (agreements). Regional ofiices
slrall establish a SrrbsirJiargl Loan Record for each ptoject upon receipt
of a Project Surnmary (loan approval).

It is anticipatecl that collections of amounts to be helcl irt esclorv for
payrnent of taxes allal inslu'ance \yill not be uracle nntil loaus are fully
tlisbursetl ancl transferred. to the Central Office. The Administrative
Branch shall tal<e no action l.ith respect to the collcction of such items
uutil specific instructiorls are issuecl by the Division of Finance and
Accounts.

1t /13/61 Poge I



Administrotive Proctice Handbook-Fietd Servicc

Porl 7. Accounting ond Fiscsl Procedures

Chopter 17. Senior Citiren3 Housing loon Progrom

7-17-2

Seclion 2

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported irr each instance by a Form H-219,
Inter Ofi,ce Tra,nsf er Voucher, prepared in duplicate by the originating
ofifrce. The original only shall be fonvarded to the receiying office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retainerl copy. Except as provirled in the second paragraph,
Sectiou 7-\7-3, Intcr Officc T'ransf er Vouchet's shall be prepared and for-
u,arded in sufficient tinre to permit entry in t.he accounts of the reeeiving
office on or before the end of the month in s'hich transactions occur. Such
documents prepared by Regional Offices shall be addressed to the Divi-
sion of Finance and Accounts. Regional Offices located. rvest of the
Mississippi River shall forrvard. the documents by airmail.

rt /1 /52 Poge I



Administrotiva Prqoice Hondbook-Field Service
Port 7. Accounting ond Fiscol Procedures

Chopler 17. Senior Citizens Housing Loon Progrom

7-17-3

Sertion 3

FUNDS

g symbol and title have ben assigned by the Treasury
tlre revolving fund for the Serrior Citizens Housing l-.roan

The follon-in
Departnrent to
I'rograrn: r

5ymbol

il6X4l I ir

Title

llousing for the Elclerly, Revolving Fund, Office of the
Atlministrator, Ilousing and Home Finance Agency

I)isbursirrg authority 'rvill be transferred to Regional Offices entirely
on a pro.jcct basis. When funcls are needed. for a disbursement in con-
nection rvith a particular project, the Regional Office shall prepare an
Inter Ofirce Tro,ts.f er llouclter, in duplicate, and complete the Transfer
\roucher No. and Date fssued blocks on the form. (See Exhibit A.) Inso-
far as pcrssiblc the In.tcr Office Transf cr Vou,chcr should be prepared
ilnd a eopy rnailed to the I)ivision of l'inauce and Accounts at least two
<lays prior to tho dato of clisbursernent. Thc date shown in the Date
Issued block shall be thc clate tha,t the copy of the Voucher is mailed.
The Regiorral Office shall post the transfer irr its accounts on the basis
of the retained original, rvhich shall be considered as accornplished.
Sueh Inter Office Transf er Youchers wherr receiveal in the Division of
Finance and Accounts rvill serve both as requests for lending fund dis-
bursing authority and as the actual documents by which required
transfers of funds are effected.

In any case u'here the amount of funds transferred. to a Regional
Office exceeds the amount actually disbursed to a borrotver, sueh exeess
amount, identifiecl by the project number, shall be returned to the
Division of Finance an<l Accounts in accordance rvith Exhibit B. Also an
amount collected from a borrower and deposited, representing a repay-
ment of a loan disbursement and/or accrued interest thereon, shall
be transferred promptly to the Division of Finanee and Accounts in
aceordance ryith Exhibit C. The Inter Offico Transfer Voucher shall
indicate for each collection transferred. the project number, the total
amount collected and a breakdovyn between principal and interest.
Slach Inter Office Transf er Vou,chers shall be prepared in duplicate in
the usual manner.

1 Althouglr administratively this program has been designated as the Senior Citizens lIousi,ng
I)oan Progran, the term used in the Housing Act of 1959 and tho appropriations acts is
Hotni,ng lor the Elilerly lLoa.n Program. The latter term must therefore be used in the
accounting system.

ll/l/52 Pogc t



Funds 7-17-3

EXHIBIT A

F 2tt

llouslNc ND HOUE IINANCE ACENcI

INTER OTFICE TRANSFER VOUCHER

lla6hlDEton- D. c. (Preoarcd bv ResioDsl of?1ce)

0E1il1 0F TRAISFER 0R llSTlX0 0F ATTACXE0 ooculrEirS

ELDEB.LY EOUSINC LOAN PROGFAM
85xLu,

To tranrtcr luilr lor leadlEs purlro8cE se fg11q6:

ProJcct l{o. ApNt

$

lte8c lunds arc Ecbcauled for dlBburseEcnt on J L9_

r To be asEtgD.d by thc RegloEl Offtc.

10r.12

(sec llo. 1,

$ m.u
D ?-1?-13)

tt /t /62



7-17-3 Funds

EXHIBIT B

pM

HOUSIIO rl{D SOT'E TITTXCE  GEXCT
ortrct ot ita lrtltlatrrroi

IIITER OTFICI TRAilSTER VOUCHER

Irrr!. ratar(r ta.

(Ipqttoa ot 8cgtoill ottlcc)

Vc6bl!3t@. D.C.

DETAr[ 0F TtAtSFtR 0[ USTtlg 0r lTTACltEo oOCUXEITS

BLNMLT U'&ID IIT PNOOEI,.
85rtui _

!q tru.t!! to tihc Ccqtrl ocl1cc tbe et ot tuDal6

tro.i6lil 1B scc.! o! tba rstuI itlrur.st(!) ..

,ollcmI

Pro-!..t fo, lslDt

t

331 'r1 10r.12 I u.=
(se tr6,7t 7-t7-13)

tt /t/o2



Fundr 7.17-t

EXHIBIT C

HOUSINO TflD f,OTE AITAT{CE AOEICY
otatct oa ltt lDlttlttttlot

lr,lTER 0fFtcE TRAI{SFgR VoUC}IER

Illtl. t0uctat i0.

crit rtsuao

(Lastle of nedoul otflce)

f.shl!sto!. D.c.
OEIAIL OF TRIXSFEN OR LISIIITG OF ATTTCfl€O OOCUHEIITS

BIXEnII &OAN PROGRAX

lI\, t!an8!er to thc Ccutr.l Ofllce collectlon(a) rcgrercatto6

re1:pcnt(r) ol 16! rUrtur8€Hto r!dr/o! tccncd lltcrclt
rccctEble tbereon, u Ustcd belw:

Folcct ro, lrtpclrLl glgL lgtsL
$$$

tssutra ofrtct
POSIt165 tO.GtrEt^L tEDGEe

04. ArC I Cl. r/c I rrourr

331,5r r01.t2 I x.u
(s.. pe. Ie ?-17-13)
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Administrolive Prscticc Hqndbook-Field Service

Porl 7. Accounting ond tircol Procrdurer
Chapler 17. Scnior Citizens Housing loon Program

7-17-4

Section 4

DISBURSE'IAENTS

No disburseluent of loan funds shall be made until a fully executed
-Loan Agreement between the Government and the borrower is on file
in the Regional Office and the balance in the Regional Office cash
account is sufficient to cover the transaction. The requirements for
Ioan disbursements are summarized belorv:

(1) The original and memorand.um copies of each completed requi-
sition (basie document), signed by the borrower as payee, signed
by the authorized B,egional Office personnel, and approved by
the Regional Administrator, or his designee, together with all
required supporting attachments, rvill be reeeived in the Admin-
istrative Branch.

(2) The basic document anil supporting attachrnents shall be ex-
amined in the Adrninistrative Branch against the related Lroan
-A.greement. It shall be determined (a) that all required. recom-
mendations and approvals by authorized Regional Office per-
sonnel have been supplied; (b) that the amount of the undis-
bursed commitment as sho\yn by the applicable Subsidiary Loan
Record, is not less than the proposed d.isbursement; antl (c)
that the transaction is proper and correct in all other respects.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedu,le of Paymemfs, S.F. 1166, shall be pre-
pared, certifiecl and submitted to the Treasury Regional Office
requesting that a check be drawn and delivered. in accordanee
rvith the instructions thereon. The instructions in Seetion
7-1-5 with respect to the processing, uumbering and filing of
disbursement documents (basic documents and Vouch,ers anil
Scheil,ules of Pagm,ents) shall be followetl, except that posting
copies of such documents shall be filed in aecortlance with the
instructions in Section 7-1-3.

Loan disbursemeuts shall be recorded in the General I-.redger in ac-
cordance with Transaction No. 2, Section 7-77-73 and in the appropri-
ate Bubsi,cl,iary Loan Eecoril in accortlance with the instructions in
Section 7 -17 -9 untler that heatling.
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Adminirtrotivr Proctice Hondbook-Fiold Scrvicr
Port 7. Accounting ond Fircot Proccduror
Chopter 17. Scnior Citizcnr Houring toon Progron

7-17-5

Section 5

TRANSFER OF IOAN ACCOUNTS

After firral disbursement has been recorded in the accounts of the
Regional Office, an. Inter Office Transfer Voucher shall be prepared in
accordance rvith Exhibit A, for the purpose of transferring the princi-
pal amount of the loan to the Division of Finance and Accounts, to-
gether with the amount of acerued interest receivable thereon, if any,
computed through the day lrrior to the clate of transfer. A photocopy of
tlre completed Subsidiarll Loon Rccot'el, It'orm H-213, for the project
slrall be attachecl to the lntcr Office Transf er Vou,chcr. At the same
time tlre Inter Ofi,ce Transf cr Vou,cher is sent to the Division of Finance
and Aceounts, but under separate cover, the follorving documents shall
be mailed to this Division by registered mail, return receipt requested:

Original Note

Recorded Mortgage and/or Deed of Trust inelutling fully executed
counterparts of the record.ed Loan Agreement and recorded Regu-
latory Agreement

Original title guaranty policy
Such documents shall also include any loan modifications which would
be set forth in supplemental mortgages, Ioan agreement amendments,
regulatory agreement amendments, and waivers.

3/29/65 Poge I



7-17-5

EXHIBIT A

flor]slr{c A}tr} floilE FIt{ANctt AGEI{0Y
orrtcE or ?rE lDllir6trll0n

I}ITER OFFIGE IRA}ISFER VOUCHER
trtt ttrta,

F6h- 2lr- 1065

(L@atlon of RezLonaL offlce)
rotlr ttc0t0tD

l{e8hl!(toh. D. C.
r0ttr taa0t!tt

DETAIL OF TRAXSFER OR TISTIIIO OF ATTACHEO OOCUI{EIITS

ETXISEGY EOUSINC LOI.}I PBOO8AI,1

86xl+]f,

To transfer the prlEclpal eowt of
interest recei!'able to the Dj.ylslou

1@! a!d, the related @rot of ecceeil
of I'lBance aual Accrota aa Bhgm beIw:

?roJect No. l"lortgege Noto dated _

- 

(traoe of boroer)

Ioatr Prlnclpal
Accrued Iuterest neeel€bIa

(5 aayE @ 3-518i ft@ 2-L9.65
thr@sb 2-23-55)

$5oo,ooo.oo

2\8.29

$5094q€2

POSTIIGS TO, GETEf, L LEDGIR GEIENAL TIDCEi

331.51 ioorzw.zg
50oro0o.oo

2w.29

Lon ?-U-13)

I11.11
12IiLL

(s"u No. 5, sectl

st6tlluta ! tatltutt

3/29/63
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Adminlrtrstivc Prqctice Hqndbook-Field Service

Port 7. Arcounting ond Fircsl Proccdurer

Choptcr t7. Scnlor Citizenr Housing loon Progrom

7-17-6

Section 6

INTEREST

Interest receiyable on loans shall be computed in aceordance with
Section 7-1-4.

Interest on loan clisbursements shall be accrued at the end of each
quarterly period (Nlarch 31, June 30, September 30 and December 31)
on a 365 day basis at the rate specified in the I-,loan Agreement. A
Journal, Voucher, S.F. 101?G-Revised, shall be prepared" as of the end
of each quarter in accordance with Exhibit A of this Section and the
entries thereon shall be postetl in the General Ledger (see Transaction
No.3, Section 7-77-13) and in the Subsidiarg Loan Records (see Sec-
tion 7-17-9). As of the close of each fiscal year, an Inter Offi,ce Transf er
Voucher shall be prepared in aecord.ance with Exhibit B of this
Section, transferring the amount of eurrent fiseal year inter:est earnetl
on loans to the Central Office.

Interest norurally shall be accruecl quartcrly, hon'eyer, it may be
necessary to accrue interest on an individual loan aceount prior to
transfer of the loan to the Central Office (sce Section 7-17-5), or in
the event that a borrolver desires to repay the amount of a loan
disbursement.

The initial accrual of interest receivable on a loan disbursement
shall begin on the effective date of the disbursement, i.e., the date of the
check issuetl therefor and such interest shall be accruetl through the
day prior to the date on which a fully disbursed loan is transfemed to
the Central Office. The effective dates of disbursements and. eollee-
tions are describetl in tletail under the heading Subsidiary l-ioan Reeord,
Seetion 7 -L7 -9) .
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lnlarctt 7-r7-5

EXHIBIT A

tudgdE^o8No rotTc

J. V. No. --....,-.-----...-....-..

,OTJRNAL VOUCHER

Dsb

tElaENcl

121.11lllt.u fe

Preprred by -.-..--..----. Apprcved by(s@w)

oadt

ls
qs!
.f,cm.il lotd.rt Rccelnblc - lFaDs

I'AT RECOED

. I+lEclBl D.v. R.tc Accul

ts
lr!
=r

(L16t lDdlvldur rccrotc)

!, rccca thc rccrud lstrrclt tdll[bl
roil ,.ltcrcrt canad drab8 tb" lwtar
,!dcd . 19 .6lcrdr.rbqlc-
puta EilG-com-ctl@ cltl lrroJctr
!ilc! t'bc fbm Dlo9ru.

Totru,

EI,DERLI
1q
t lr PEocnAx

Iot I I--=

r t/tt/6t



7-17-5 lnlarc.l

EXHIBIT B

F2tt

IIOUSIIIC AIID HOI.E FINANCE ACEI{CI

ITITER OFFICE IRA}ISFER VOUCHER

It3aMa
ol

oETAil. 0t TrlrsFEn on HsTtx6 0F ATTTcilED DocutaErls

EDENLT IAA! lnGSAM

lr@t ol lltelcrt EDeil oa 1€!r aErlDg tbe tr,lcal

Jrca! eudcil J\ue 30, 19_ trslcfcrrcil to tbo CcDtlcl

Olllcr.

t!tutI8 0tttca

I I

Lu.u 33r.5r l

Xo. fO, S*l
$x

ilo! 7-[-]3(sce
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Adminislrctive Prqctice Hqndbook-Field Service

Port 7, Accounting ond Firro! Proceduroc

Chopter 17. Scnio; Citizenr Houring Loon Progrom

7-17-7

Section 7

BIttINGS AND COTTECTIONS

Eillingr

fnterest accruecl on loan disbursemeuts shall be billecl on Form
II-216, Inuoice, fifteen calendar days prior to the due date for pay-
ment thereof as speciffed in the contract (loan agreement). For ex-
ample, accrucd interest to be collected. for the period ending Decem-
ber 31 shall be billed on Deeember 16. If a loan disbursement is made
after a billing has been rendereal, but prior to the due date for the
collection of interest, an amended billing including the additional
amount due shall be prepared. and forward.ed to the borro'lver.

Inuoices shall be prepared in an original and 4 copies rvhich shall
be clistributed as follorvs:

(1) The original and duplicate shall be mailed to the borrower.
(2) The triplicate shall be plaeecl in the appropriate Fiscal Project

File.
(3) The quadruplicate shall be furnished the Regional Director

of Community Facilities Activities.
(a) The quintuplicate shall be retained irr a pending file for fol-

low-up purposes, for matehing with the remittanee when re-
ceived and then marketl Paid and placed in the appropriate
Fiseal Project File as evidenee that the eollection l,as reeeived.

Collectionr

All aruounts collected by each Regional Office shall be deposited in
the nearest Federal Reserve Bank or Branch for creclit to the revolv-
ing fund symbol 86X4115. For the procedure to be followed in deposit-
ing collections and for the preparation and distribution of related
Certif,cates of Deposit, reference should be made to Section 7-1-2.

Collections which represent accruecl interest receivable on Ioans
shall be recorded in the General Ledger in accordanee with Transac-
tion No. 4, Section 7-77-13, and eolleetions, if any, which represent
repayments of loan prineipal, shall be reeorded in accordanee with
Transaction No. 5. Sueh amounts of collections shall also be recorcled
in the appropriate Su,bsidiary f)oan Recot'd as providetl in Section
7-17-9 under that heading.

All such amounts eollectecl shall be transfenerl prornptly to the
Central Office as prescribed in Section 7-17-3.

If the Borrorver fails to remit funds ou tlue tlate to cover billing,
the Regional Director of Oommunity Faeilities Activities should be
notified promptly.
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Adminirlrqlive Proctice Hondbook-Field 3ervice
Pqrl 7, Accounting ond ti*ol Procedures

Choprer 17. Senior Citizen: Housing Loon Progrom

7-17.8

Section 8

IN TRANSIT ITEMS

.\t the en(l of cach month, Iiegional Offices shall adjust Account
101 .12, Cash, by removing therefrom those transactions which have
lrot bccll aecornplished. All such adjustments shall be reeordcd on the
basis of journal entries as follows:

(1) Atljustmeuts for the amount of collections in transit shall be
recorded. in the General Ledger in accordance with Transaction
No.8, Section 7-77-73, and such entries shall be reversed at thc
beginning of the follol'ing month in aecordanee with Transac-
tion No. 9.

(2) Atljustments for the amounts of unaccomplished disbursemeuts
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 aecounts on the basis of the cer-
tiffed disbursement docurnents. At tlre beginning of the follorv-
ing month, acljustments shall be made restoring the original
entries.
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Adminirtrotive Practice Hondbook-Field Service
Pail 7. Accounling qnd Fircql Procedurss
Chopter 17. Senior Citizons Housing loon Progrom

7.17.9

Section 9

BOOKS AND RECORDS

A Cltneral Leclgcr arrd irrclividual SuZrsidfar?l Llon Recorcls shall be
cstablished and mairltained by each Regional Office. The posting media
for Geueral l,edger cntries are identified in Section 7-17-13 and for
Subsicliarpy Loan Rccorcls in the instructions in this Section under that
heading. After each document has been posted, a notation to that
effect shall be made thereon, or in the case of executed Loan Agree-
ments and amendments thereto, the posting notation shall be made on
a small slip of paper staplecl to the faee sheet or the first page of the
document. Such notation shall shor,v the posting date ancl shall be
initialed by the employee u,ho posted the transaetion.

Generol ledger

S.F. 1014-Revisecl sliall be used for the Genertrl Ledger. General
Leclger accounts shall be established and maintained in aceordance with
the Chart and f)escription of General freclger Accounts coutained. in
Sections 7-17-11 antl 7-17-12, respectiyely. Reference should be made
to Section 7-77-13 for the accounting doeuruents u,hich support entries
in the General Ledger.

Subridiory Losn Record

Fornr H-213, Su,bsidiary Loan Recorcl, (Exhibit A of this Section),
shall be maintained for each project. Promptly follorving receipt of a
Projcct Sum.mary (Ioan approval) in the Administrative Branch, Form
II-213 shall bc established for the project. The loan cornmitment or
authorization shall be recorcled. upon receipt of a fully executed Loan
Agreement for the project.

Subsidiarg l/oan Records shall be posted currently front Vouchers
and Sched,ttles of Payntents, Certifi,cates of Deposit,Inter Office Trans-
f er Vouch,ers, Jownal Vou,chers, project summaries, etc.

Each loan disbursement shall be recorded in the appropriate Bzb-
sidiary Loan ReconJ on the date the Voucher ancl Schedu.le of Pag-
ments is certified and submitted to the Treasury Regional Office for
payment. The effective date of a disbursement shall be the date on
rvhich the eheck is drawn by the Treasury Regional Office as shown
on the aecomplished. Voucher anil Schedule of Paymemls returned. to
the Regional Of6ce. If the effective date is different than the date of
entry, the effective date of disbursement shall also be entered in the
applicable Subsidiary f,oan Record.
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7.17-9 Bookr ond Recordr

Eaclr collectiou slall be recordecl itr the applopriate Subsicliary Loon
Record, on the date the Certificate of Deposit is forrvard.ed to the Fed-
eral Reserve Banh or Branch with the remittauce. The effective date
of a collection shall be the date on which a remittance is mailed in
payment of an aecouut, as er,idenced by t.he postrnark on the envelope
in which the rcmittance \vas ruailed to the Regional Office, rvithout re-
gard to the datc on rvhich tlte check rvas reccived in the Regional Office.
Such envelopcs shall be retained and attachecl to the posting copies of
the related Cutificates of Deposit. If the effective date of collection is
clifferent than the date of entry, the effective tlate shall also be entered
in the applicable Subsidiary Loan Rccord.

Extreme care shoulcl be exercised that effective dates are always le-
corded as indicated above to insure that interest aecruals and collec-
tions are correct.

The informatiou to be recorded on Bu,bsidiury Loatt, Record' cards
shall be in aecordance rvith the following instructions x,hich correspond
to the parenthetical numbers shown on Exhibit A:

(1) Shorv the project nurnber in the upper rightJrancl eorner of the
form.
Shorv the location arrd number of the Regional Offrce.
Enter the number assigned. to the loan agreement.
Shou'the name and address of the borrol,er.
Enter the effective date of the loan agreement.
Enter the clate of the final mortgage installment paymeut.
Enter the amount of approved loan as shorvn by the Project
Su,ntmary. Jn case the amount of approved loan is subsequently
reviscd, the revised. amount shall be entered and the prior
amount lined out. fnclude a brief description of disbursement
and repayment provisions as contained in the loan agreement.

(8) Entcr the amount of loan speciffetl in tl-re loan agrcement and
increases thereof as shown by amendrnents thereto. The Divi-
sion of Finauee and Accounts shall be promptly notified if a
Ioan agreemcnt is executed in a differcnt amount than that
prescribed in the Pro ject Sumntary.

(9) Entcr amounts cancelled as sho\\'n by signed rlocutnetrts which
decrease the amount of the loan agreement.

(10) Enter each amount disbursed for a particular loan as shorvn
by Vouchers and, Schedu.les of Paynr'ents.

(11) Entries in column (8) increase the previous balance in this
column and entries in columns (9) ancl (10) decrease the pre-
vious balanee.

(12) Show the interest rate specified on the loan agreement.
(13) Show the 365 day basis for the comlrutation of interest on

loan disbursements.
(14) Shorv entry date.

Shorv effective date if clifferent frorn entry clate.
Cite posting document or brief description of the transaction.
Enter amount of each individual loan disbursement.
Enter the amounts of prineipal repayments, if any, collected.

tt/13/51Poge 2

(2)
(3)
(4)
(5)
(6)
(7)

(15 )
(16)
( 17)
( 18)



Bookr and Rccordr

(re)

7-17-9

Entries in eolumn (17) increase the previous balance in this
column and entries in eolumn (18) decrease the previous
balance.
Show the nurnber of days for rvhich interest is accrued.
Enter the aecruals of interest on loan disbursements.
Enter the amount of accrued interest collected.
Entries in column (21.) increase the previous balance in this
column aud entries in column (22) deerease the previous
balance.
After the final loan d.isbursernent has bc,err rnade alrcl recorded,
record the balances transferred to the Central Office in paren-
theses in columns (19) and (23) and include the notation as
indicated on Exhibit A.

(20)
( 21)
(22)
(23)

(24)
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EXHIBIT A
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Adminisrrative Prsctice Hondbook-tield Service

Porl 7. Accounting ond Fircol Procedurer
Chopter 17. Senior Citizens Houring loon Progrom

7-17-to

Section I0

REPORTS

The reports referred to 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.

STAIEIAENT OF GENERAL I,EDGER BALANCES

As of the close of each month, after aII entries for the month have
been posted to the General Ledger, the balauces in colum:rs (19) antl
(23) of the Subsiiliarg Loan Record,s shall be totalled separately and
each such total shall be reconciletl with the balance in the applicable
General Ledger Control Account. A trial balance of General Lretlger
accounts shall then be taken and reported on Form H-200.60, Statement
of General Led,ger Balances. In addition to the regular monthly repofr
as of June 30 each year, a post closing trial balance shall be submitted
promptly after fiscal year-end closing entries are made.

NEr LOAN COlilMtrMENIS, IOAN DISBURSEmENTS, AND UNDTSBURSED CO|UUTmENIS

Form II-245 (Exhibit A) shall be used for the report deseribed
below and shall be adapted as follows:

(1) Loans to Educational Institutions, as printed on the forni, shall
be lined out antl Elderly Ilousing I-.,oan Program typed in.

(2) The title of the form shall be changed to Net Loan Commttments,
Lo an D isbur s em ent s, anil, U nd,isbur s eil, C ommit ment s.

(3) The heading Construction Advances and the total in eolumn (7)
shall be lined out. This column shall not be used.

(4) The heading Bond. Purchases in column (8) shall be changetl to
Iroan Disbursemeuts.

Only those projects with respect to which fully executetl loan agree-
ments are on file in the Regional Office shall be reported on Form H-245
as adapted.

"Completed projects previously reported" shall not be listed indi-
vidually on the form. Projects which are required to be listed indi-
vidually, or "Projects completed during month" and. "Projects not
completed" shall be arranged in alphabetical order by states and by
projects within each state.

The information to b,e shown on Form H-245 shall be in accordance
with the following instructions which correspond to the parenthetical
Ietters and numbers in Exhibit A. Except for iterns (a) antl (b) the
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7-17-10 Reportt

required iaforrnation shall be obtained from Form H-213, Bubsid,iarg
Loan Record..

Item (a) Enter month-end date as of which the report is preparetl.
Item (b) Enter Regional number and location of Regional Office.

Completed projects to be reported in columns (4), (6), and (8)
opposite Item (c) are those on which the net eommitments have been
fully disbursed.

Item (c) Enter in column (a) of this line the total number of
completed projects as of the previous month-entl. Enter
in column (6) of this line the total of net loan commiL
ments (commitments less cancellations) for aIl projects
reported completed. as of the previous month-end. Enter
in column (8) of this line the total loan disbursements
for aII projects reportetl cornpleted as of the previous
rnonth-end.

Item (d) List under this heading information with respect to each
project completed during the month, as intlicated. below:
Enter in column (1) state in which borrowing agency is
located.
Entel in column (2) town or city in 'lvhich borrowing
agency is locatetl.
Enter in column (3) name of borrorver.
Enter in column (5) project number.
Enter in cohrmn (6) net loan commitment (commitment
less caneellations).
Enter in column (8) the total amount of loan disburse-
ments for the project.

Item (e) Count the number of projects completed during month
and to this add the number of completed projects previ-
ously reported. Enter such sum as a subtotal in column
(4). Enter as subtotals in columns (6) and (8) the
totals of such columns for completetl projects previously
reported. and for projects completed during month.

Item (f) 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 amo'unts as indicated above und.er Item
(d). Enter in column (9) the difference between the
amount in column (6) antl the amount in column (8).

Item (g) Count the number of projects not eompletetl (Item (f ) )
and enter such srlm as subtotal in column (4).
Enter as subtotals in columns (6) and (8) the totals of
sueh columns for projects not completetl (Item (f )).

Iteru (h) Euter as cumulative totals of columns (4), (6), ancl (8)
the sums of the subtotals of such eolumns. Enter as a
cumulative total in column (9) the total of sueh column.
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Administrotive Prqctice Handbook-Field Service

Port 7. Accounting ond Fiscol Procedures
Chopter 17. Senior Citizenr Housing Loon Prog.qm

Cotegory
Accounl
Number

7-17-tt

101
Cash

Section I I

CHART OF GENERAL LEDGER ACCOUNTS

Iirle

ASSEIS

Cash in Transit
Cash

Regional Office Books-Account with Central
Office

INCO}IE

411.11 fnterest Earned-I-ioans

101.11
101.12

111
Lroans and
Advances
Receivable:

121
Accrued
Reeeivables:

oo1r)dI

Real and
Nominal
Accounts:

411
fnterest:

111.11 l-.loans

121.11 Accrued. Interest Receivable-I-oans

INTEROFFICE CONIROT ACCOUNIS

331.51
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Section 12

DESCRIPTION OF GENERAL I.EDGER ACCOUNTS

l0l.tl Coch in Tron3it

This is a debit balance (asset) account maintained to record the
amount of cash collections in transit at the end of each month.

Adminislrotivc Procticc Hqndboolt--ficld Seryice

Port 7. Accounting ond Fiscol Procedurer
Chopter 17. Senior Citizenr Houring Loon Progrom

Debit this account with:
8. Amounts of cash collections

in transit at the end of each
uonth.

Debit this account with:
1. Amounts transferred from

the Central Office cash ac-
count.

4. Amounts collected repre-
senting interest accrued on
loans.

5. Amounts collected repre-
senting repayments of loan
principal.

9. Amounts of month-end ad.-
justments for cash collec-
tions in transit reversed
at the begiuning of each
month.

7-r7-12

Credit this account with:
9. Amounts of month-entl adjust-

ments for cash collections in
transit reversed at the begin-
ning of each month.

Credit this account with:
2. Amounts disbursed represent-

ing loans.
7. Amounts of cash balance in ex-

cess of actual disbursements
and amounts of collections rep-
resenting repayments of loans
and/or accrued interest thereon
transferred tothe Central Office.

8. Amounts of cash collectious in
transit at the end of each month.

l0l.l2 Corh

This is a tlebit balance (asset) acconnt maintained to show the urrex-
pended cash balance available to the Regional Office for the purpose
of making loans in the Region.

lll.tl Loons

This is a debit balance (asset) account maintained to show the prin-
cipal amount of loans disbursed and subsequently transferred to the
Central Offiee.
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l2t.Il Accruad lnterosl Receivoble-loonr

This is a debit balance (asset) accorurt maintained to show the amount
of accrued interest reeeivable on loans.

Debit this aceount with: Credit this account with:
3. Amounts of interest ae- 4. Aurounts collected represent-

crued on loans. ing interest accrued on loans.
6. Accrued interest receivable on

Ioans transferred to the Central
Office'

331.5t Regionol Oftce Bookr-Account with Cenrrol Ofice

This is a Regional interoffice control account maintained to record
all transfers between the Central Office and the Regional Office.

7-17-12

IIt.tI [oons (cont'd)

Debit this account with:
2. Amounts disbursed repre-

senting loans.

Debit this account with:
6. Principal value of loans and

accrued interest receivable
thereon transferred to the
Central Office.

7. Amounts of cash balance in
excess of actual disburse-
ments and amounts of col-
lections representing re-
payments of loans and/or
accrued interest thereon
transferred to the Central
Office.

Debit this account with:
10. Amount of interest earned.

on loans transferred to the
Central Of6ce as of the
close of each fiscal year.

Description of Generol Ledger Accounts

Credit this account with:
5. Amounts collected represent-

ing repayments of loan prin-
cipal.

6. Principal value of loans trans-
ferred to the Central Office.

Credit this account with:
1. Amounts transferred frorn the

Central Office cash aecount.
10. Amount of interest earned on

loans transferred to the Cen-
tral Office as of the close of each
fiscal year.

Credit this aecount with:
3. Amounts of interest accrued on

loans.

4l t.l I lnlerest Eorned-Loqns

This is a credit balanee (income) account maintained to show the
amount of interest earned. on loans made to bomowers in the Region.
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Administrolive Proctice Hondbook-Field Service

Porl 7. Accounling cnd Fiscol Procedures

Chopter 17. Senior Citizens Housing Loon Progrom

7-17-lt

Cr. Tirle

Cash.
331.51 Regional Office Books-

Account with Central
Offrce.

Loans.
101.12 Cash.

Accrued Interest Re-
ceivable-Iroans.

411.11 Interest Earned-Loans.

Cash.
121.11 Aecrued Interest Re-

ceivable-I/oans.

Cash.
111.11 Loans.

Regional Office Books-
Account with Central
Ofifice.

111.11 Iroans.
121.11 Accrued Interest Re-

ceivable-Iloans.

Regional Office Books-
Account with Central
Office.

101.12 Cash.

Section 13

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Tron+
oclion

Number Description

1. Amounts transferred
from the Central Office
cash account. Posting
media Inter Office
Transf er Vou,chers.

2. Amounts disbursed rep-
resenting loans. Posting
media: Vouchers and,
Schedules of Payments.

3. Amounts of interest ac-
crued on loans. Posting
media : Jortr'nal Vouclt-
ers.

4. Amounts collectecl rep-
resenting interest ac-
crued on loans. Posting
media: Certifi,cates of
D e posit .

5. Amounts collected rep-
resenting repayments of
loan principal. Posting
rnedia: Certifi,cates of
Deposit.

6. Principal value of loans
and acerued interest re-
ceivable thereon trans-
ferred to the Central Of-
fice. Posting media:
Inter Office Transf er
Vouchers.

7. Amounts of cash balance
in excess of actual dis-
bursements and amounts
of collections represent-
ing repayments of loans

11 / r3/ 6t

Dr.

101.12

111.11

121.11

101.12

101.12

331.51

331.51

Poge I



7-17-13

Trons-
oction

Number Dascription

and./or accrued interest
thereon transferred to
the Central Office. Post-
ing media: Inter Office
Transf er Vouchers.

8. Arnounts of cash collec-
tions in transit at the
end of each month. Post-
irrg media: Journal
Vouchers.

9. Amounts of month-end
adjustments for cash col-
lections in transit re-
versed at the beginning
of each month. Posting
nredia : Journa.l Vouch-
crs.

10. Amount of interest
earned on loans trans-
ferred to the Central Of-
fice as of the close of each
fiscal year. Posting
media: Inter Office
Transfer Vouchers.

Typicol Tronrocrionr with Appropriote Entrier

Cr. Tirle

Cash in Transit.
101.12 Cash.

Cash.
101.11 Cash in Transit.

Interest E arned-I-.roans.
331.51 Regional Office Books-

Account with Central
Office.

Dr,

101.11

t01.12

411.11
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Administrotive Prqctice Hondbook-Field Service
Port 7. Accounting ond Fircol Procedures

Chopler I8, Areo Redevelopment Progrom

7-l 8.1

Section I

INTRODUCIION

'l'his procedure prescribes the fiseal and aceounting requirenrouts
for the Area Redevelopment Program (authorized by the Area Rede-
velopment Act, Public Law 87-27, approved May 1, 1961) under which
the Secretary of Commerce is authorized to make loans and grants arrd
to employ the faeilities of other Government departments and agencies
as necessary to carry out the prograrn. Appropriated funds for the
program are included under the Supplemental Appropriation Act, 1962,
Public I-,law 87-332, approved September 30, 1961. Sections 7 and 8 of
the Area Redevelopment Act, cited above, authorize financial assistance
in the form of loans and grants to States, their political subdivisions,
fndian tribes, and private or public nonprofit organizations, for the
provision of public facilities in approved redevelopment areas. This
activity is performed by the Community Facilities Administration.
under authority delegated by the Secretary of Commerce and redele-
gated by the Administrator. This program is entirely separate from the
Public Facility Iroans Program, for vshich procedure is provided in
Chapter 13.

Generally accepted commercial principles of accounting have becn
employed in the system which provides for decentralized accounts on
the branch office principie. Control accounts with each Regional Office
are maintained in the Division of Finance and Accounts and contra
control accounts are maintained on the Regional Office books.

The procedure includes specific instructious for processirrg and re-
cording program trausactions in connection with approved projects
which involve construction advances, loans, grants, and the purchase
of accrued interest on bond"s acquired in connection with loans. The
General Iredger accounts, subsidiary Loan Becords and Grant Records
shall be established and maintained in accordance with thc detailecl
instructions contained in Section 7-L8-9. Cash reccipts arrd disburse-
ments journals have not been provided, since it appears that the number
of transactions to be handled monthly by each Regional Officc rvill not
warrant the use of such books of original entry.

The Regional Office will disburse funds for construction advances,
Ioans and grants, acquire bonds in connection with approved loans,
purchase accrued interest on such bonds, and account for and report
these and related transactions. Regional Offices shall establish ancl
maintain a subsidiary Loan Record, and,/or a Grant llccord, as appro-
priate, upon receipt of a mernoraudum fronr the Cornmunity l'acilities
Commissioner advising that a loan, or a grant, or a combination loan
and grant, has been approved. The date of such rnemorandurn shall be
considered the effective date of approval.
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Administrotive Proctice Hsndbook-Field Service

Pnrl 7. Accounting ond Filcol Procedures
Chopter 18, Areo Redevelopment Progrom

7-18-2

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions betrveen the Division of Finance ancl Accounts and
Regional Offices shall be supported by a Form H-219, Inter Office
Transf er Voucher which shall be prepared in duplieate by the originat-
ing office. The original only shall be forwarded to the receiving o{frce for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. Inter Office Transf er Youchers shall be pre-
pared and forwarded immediately; however, vouchers which cannot
be forwarded in sufficient time to permit entry in the accounts of the
receiving office on or before the end of the month in which transactions
occur shall be prepared and submitted as of the first working day of the
following month. Inter Office Transf er Vouchers prepared. by Regional
Offices shall be forwarded to the Division of Finance and Accounts;
Regional Offices located west of the Mississippi River shall fonvard the
documents by airmail.
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Administrotivc Prnctice Hondbook-Field Servico

Porl 7. Accounting ond Fiscol Procadures

Chopter 18. Areo Redevelopmcnt Progrom

7-18-3

Section 3

DISBURSING AUIHORIIY

Disbursing authority will be made available to this Agency by trans-
fer from the Department of Commerce under the following account
symbols and titles which have been assigned by the Treasury Depart-
ment:

Symbol Tirle

86-1322000 Area Redevelopment Assistance, Area Redevelopmerrt
Administration (Transfer to Housing and Home Fi-
nance Agency),1962

86-13 2000 Area Redevelopment I,,oans, Area Redevelopment Ad-
ministration (Transfer to Housing and Home Finance
Agency), Fiscal Year

86-13 2002 Grants for Public Facilities, Area Redevelopment Ad-
ministration (Transfer to Housing and Home Finance
Agency), Fiscal Year

Disbursing authority for the purpose of making advances and loatrs
as rvell as grants will be transferred to Regional Offices entirely on an
individual project basis. When funds are needed for a disbursement in
connection with a particular project, the Regioual Office shall prepare
an Inter Office Transf er Vou,cher in duplicate and complete the Trans-
fer Voucher No. and Date fssued blocks on the form. ( Exhibit A illus-
trates the type of Inter Ofi,ce Transf er Voucher to be prepared rvhen
funds are requested for advances or grants, and Exhibits B and C
illustrate the types of Inter Office Transf er Vouchers to be prepared
rvhen funds are requested. for bond purchases.) The copy shall be
mailed to the Division of Finance and Accounts on the same date as
that shown in the Date fssued block of the voucher. The Regional Office
shall post the transfer in its aceounts on the basis of the retained
<rriginal, which shall be considered as accomplished. Such Inter Office
Transf er Vouchers rvhen received in the Division of Finance and Ac-
counts r.rill serve both as requests for disbursing authority and as the
aetual documents by lrhich required. transfers are effectecl. Should an
emergency arise, funds can be made available promptly upon reeeipt of
a teletype request.

Iu any case where the amount of funds transferred to a Regional
Office exceeds the amouut actually disbursed, such excess amount,
identified by the project uumber, shall be returned promptly to the
Division of Finance and Accounts in accordance with Exhibit D. Inter
Office Transfer Youchers covering such transfers to the Division of
Finance and Aecounts shall be prepared in duplicate in the usual
manner.
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Disbursing Authoriry

EXHIBIT A

7- r 8-3

BOUSINO TND SOXB FIIIIIICE ACEI{CY

IXTER OFFICE TRAXSFER VOUCHER

Iarhlhrton- n- C- lprcr"rd hw Real66rl offl^F)
ll!lrtraa !rrlcl

(Locatlon of Recional OffLce)

OETAII OF TiAXSFET OR TISTITO OF ITTTCIED OOCU}IEHTS

AREA RIDEVEIOPME}IT
(Applqprlatton swbol)

To traDEfe! furds fo! ploJect tllsbus@ents a6 follwa:

ProJect No. Pmoaefl Asount

$

These fud8 ale acheduleA for dl8bu8ebeBt o! J 19_

* To be a6slgDed by the BegloDal Offl.ce.

* Sh@ rhetber futrd.s are to be d.LsbuEed. for ailEDce o! grant
(ftr6t apprq)rlatlon proJectB only).

(see TTar
SectloDr

No.1,
?-18-16 ald

F2tt

5/8/64
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7-I 8-3

EXHIBIT B

Disbursing Authoriry

p219

IIOUSING AT{D IIOIIE FI(AXCE AOE(CY
orrrcl oa lrr lDrlrlllrrtoi

IIIIER OFFICE TRA}ISFER VOUCHER

llashlnston. D. c. (Preoared bv RealoEl OffLce)
rtctrrrra 0tarca

(Locattot of Reolonal offlce)
OETAIL OF TRAISFER (lR IISTIIIO OF ATTACIIED DOCUHEIITS

ANEA REDEVEI,OPMEM
86-13 2000

To tran8fe! fundE foi dl8buserent. ProJect llo.

Na@ _. Scbeauleil for dlsbrB@ent

on 19_.

BoDil prcha8e aE detatleit belff:

PrlDclpal value $1?5,0oo,oo

Accsea lnterest pucba8eil on bondF 320.83

Caeb reo_uLlaelt ql]ljEg.B3

OrtstaDdlDg adcnce of L!!,]Egg TfLl be collected by exchange of

cbecks.

* lio be aggtgned by tbe RegLoDel Offlce.

No.
and 18-15)

s/8/64
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Disbursing Authority

EXHIBIT C

7-18-3

EotsIt{G lilD BorE rrflxcE AoDrcl
oltrct or tt! rDrtitattltol

IilTER OFFICE IRA}ISTER VOUCHER
!rTt r3!ut0

/or-----i ii' Do'i^io1 d??l^6\
aaattrIa olltaa-

(Locetlon o? Redlonal Offlce)

OETAIL OF TRAXSTET OR LISIIXG OF ATTACHTO OOCUXEIITS

ABXA REDEVELOPI,IEI\T
86-13 2ooo

To tral8fer furds for dlsbrseBent. ProJect No.

N@e _. scbeduled for alsbreeEent

o! 

-, 

l9-.

Bonil pucha8e EB iletelled bel@:

P!lncl.!aL Elue

Accrued lntere8t prchaeeil oD boDils

Outstsndlag ad,vance collected, by setoff

Cssh requireEent

$1?r,o0o.0o

320.83 $r75,320.83

l+4.ooo.oo

ge,erd
!/
Disbus@eDt to appllcalt $130r?53.90
AccrueA lDterest on aalEnce
to be setoff for credlt to
t%-\3L/r\\o5 >>o.93

61?r. 12o.81

t To be cdlleted by 8egi.oEl offlce

(see No. I,
7-18-13 6nd

5/8/54



7-18-3

EXHIBIT D

Disbursing Authoriry

F 2t9

IIOUSINC AIiD HOME FINAXCE AGENCY
orrlc! o! rtr lDrIrIari^roi

INTER OFFICE TRANSFER VOUCHER

/r.^?rll^i 
^f 

Raci,1h,1 afal.a)

n

DETAIL OF TRAIISFER OR TISTIIIC OF ATTACIIED DOCUIIEIITS

AREA X'DEWLOPMEIII
(Appropriation Swbol)

To tlenefer to tbe Dlvislon of FlEnce alil Accounts the

aBouDt of funds tlansferxeal ln excesg of actuql dlaba8e-

Beat(s) as fo11@6i

3PJ_*!_&. Errpose* 4p9g}!

$

* Sh@, lhether fund.s lere lequesteal for Loan or grant
(fi.st appropriatloR projects only).

( see trlo .2.

and

5/8/64
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Administrotive Proctice Hqndbook-Field Service
Psrl 7. Accounting ond Fiscol Procedures
Choprer 18. Areo Redevelopment Progrom

7-18-4

Section 4

DISBURSEIIAENIS_ADVANCES, LOANS AND GRANTS

Each disbursement representing a construction ad.vance, a purchase
of bonds and accrueal interest thereon, or a grant, must be supported
by a fully executed agreement between the Government and the appli-
cant. Disbursement shall not be made until such a contract is on file
in the Regional Office and. until the balance in the Regional Office cash
account is sufficient to cover the transaction. The requirements for
clisbursements are summarized as follows:

(1) The original and memorandum copy of each completed basic
document (Form CFA-1030, Requisit'ton and Vouch,er for Loan,
Acluance and/or Grant Paymezf) signed by the borrower as
payee, signed by the authorizecl Regional Office personnel, and
approvecl by the Regional Director, CFA, or his designee, to-
gether with all required. supporting attachments, rvill be reeeived
in the Administrative Division.

(2) The basic document and attachments shall be examined in the
Administrative Division against the related contract or agree-
ment. It shall be d.etermined (a) that all required recommenda-
tions ancl approvals by authorizecl Regional personnel have been
supplied, (b) that the amount of the undisbursed commitment
as shown by the applicable Loan Record, or Grant Record is not
less than the proposed disbursement, and (c) that the transaction
is proper and comect in all other respects.

(3) After determining that the ploposed disbursement is in orcler,
a Voucher anil Sclr,ed,nle of Pagnterzfs, S.F. 1166, shall be pre-
pared, certified, and submitted to the Treasury Regional Office
requesting that a check be clrawn and delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
relative to the processing, numbering ancl filing of disbursement
docuurents (basic documents and S.F. 1166's) shall be followed,
except that the posting copies of such documents shall be filed in
accordance with Section 7-1-3.

Disbursements for construction advances shall be recorded in the
General I-.iedger in accordance with Transaction No. 3, Section 7-18-13
or 7-18-16, and disbursements for the purchase of bonds and accrued
interest thereon, shall be recorded in accordance with Transaction No. 5
or 6, Sections 7-18-13 ancl 7-18-16, as appropliate. Disbursements for
grants shall be recorded. in the General Ledger in accordance with
Transaction No. 4, Section 7-18-13 or Transaction No. 3, Section 7-18-19.

5/8/64 Poge I



7-184 Disbursements-Advonces, Loons ond Grqnts

In the ease illustrated by Exhibits A ancl B, S.F. 1166 would be pre-
pared showing separately thereon the net amount to be disbursed to the
borrower ($130,763.90) and the amount of accrued interest receivable
on advances ($556.93) collected by setoff. Such amount shall be docu-
mented. on the S.F. 1166 for credit to the Revolving Fund Account,
Symbol 86-731/54405 and shall be recordecl in the General L,edger main-
tained for that account symbol. The total of the trvo amounts,
$131,320.83, is chargeable to the transfer appropriation account and
shall be shorvn in the Appropriation Surnmary block of the certified
S.F. L166. Such amount is the amount of the credit entry to be recorded
in the cash account requirecl by Trarrsactiou No. 5, Section 7-18-13 or
7-18-16. If funds for a project are to be clisbursed from more than one
appropriation, the aceount symbols and the amount of the clisbursement
related thereto shall be shol'n in the Appropriation Summary block of
the S.F. 1166.

For the postings to be macle in the subsicliary Loan Record covering
a construction ad.vance or a bond purchase transaction, and for the
posting of a grant transaction in the applicable Grant RecoriL, refer to
the instructions in Section 7-18-9 uncler those headings and to Ex-
hibits A and B of that section.

Pcge 2 s/8/64



Disbursements-Advonces, Loons ond Grqnts 7-184

EXHIBIT A

IqJSING [D IId: fITAflCE MECY
6r|@!:q|qFmEmffiffi

.{REA REIE\EI'PI.ENT

cALCUrlTl0r 0r rET lxourT DUE
F08 80fD PURCSt$€

i.t.id Lqrl.iticr 

-_

tl..

Dc!.{

PlcJ.cl tlc.

Cdlculdio! of oEt d0 to
(r... .t ,aa.a.,; ,. ii qj-rt i t11 a.$ i;aa;ni

for 16 dr@. Edo purrFt to
l4g |Srmt:

PrhclFl oul of 16 odr6d.

ldd: lerucd htrr..t boiE Btul o!
t6 od'@. toi!9]Eji.Iijl.
at2:J5-x !t.t a., ...i.)

total cut dD Govarmt bt bora.ar
on l@ cdv@!

l,Lt Gut dw borro*t DZ Gor.Mti

* Intercat on SLlrrooo,oo fron
ll{ch lo, t9_ to l'€ust ?5, 19_ (168 dayg)

3J5C99.-09-

lfi.t.t

)2O.8) -

u,ooo.oo

556'9:,x

lc.t.t

Prieipd out of Load. bclng psrcLra.d

Idi: lccnred int.rc.t b.iry ptrctod,
rro1,49€:-L-12--- to-4!E+j5J€-
or3-J2x !t60..r ".t't 

(2lr daYs)

Croaa Gut do borrcrr

,u,t56.e3

r 130,?61.90

lSta..t... .t a.ta.. i..1 r.t.....t.tt..
.t..rt....t

5/8/54
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7-184 Disbursemenls-Advonces, Loons ond Grqnts

EXHIBIT B

abdd tum io. rrB

VoUCHER AND SCHEDUTE 0t PAY'IEIITS

-..--.--8_o.qqsq..4fQ_.r.c!@..E1I4r_l_c__E.Aq.,,E!IqI__ sctrcddc No. _(@ Frtr or 6[srEn)

offlce of tlre Adelnistrstor

(Location of ReRional Offlce)
pm,rilrd 3uxrEi (5Y{a rD rn.lxo

85-13 2000 - $131,320.83

Stuct I ot

PAID BY

Pu..!.nt ao .utho.ia, v.t,d id ^., I .,.rify t6,a ah.
i,.n. lita.d h..oi. ..o .o...., .^d p,op., lo. Nd.^a,.oa th. agp.o?ri.tion(.) d.a3nrad.

dbt
sui c@i@*86@d 

'e+s$d

IAYTE, IilD IF NECSAPY TORG, IN?OICE ilO.

$130,?63.90

556.93

NaDe of Appllcent
AddreBs
ProJect No.
Contr8ct No,

86-]3,]'/rl+l+05 Are6 Redeveloloent !\rDd, Ares
RedevelopDent AdelnlBtratlon
(?relofer to trousln8 aDd E@e
Flnance Agency) 196f-1965

(Setoff - accruetl lntelest on eilvance)

(a) Inoert aplrop!1ate Field Flscel Statlon
code (see Sectlon ?-I-2):

GRAND TOTAL

5/8/54
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Administrsrive Proctice Hqndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 18. Areo Redevelopment Progrom

7-18-5

Section 5

BONDS EVIDENCING TOANS

Tronsfer of Bond Accounls

Promptly after bonds and accrued interest thereon have been pur-
chased and the transaction has been recorded in the accounts of the
Regional Office, a\ Inter Office I'ransf er Voucher shall be prepared in
irccordance with Exhibit A or B for the purpose of transferring the
principal value of bonds and the related amount of interest purchased,
if any, to the Division of Finance and Accounts. As indicated by Ex-
hibits A ancl B, such Inter Office Transf er Vouch,er shall show the
amount of construction advance, if any, and accrued interest thereon
cleducted at final settlement for the purchase of bonds, or collected in
those cases where settlement is required to be made by exchange of
ehecks. If the bond. purchase transaction involves more than one fiscal
year appropriation a separate Inter Office Transfer Vou,cher shall be
prepared for each appropriation.

Delivery of Bonds

Bonds shall be placed promptly after purchase with the local Federal
Reserve Barrk 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 or Branch, shall be placed in the appropriate
Fiscal Project FiIe (see Section 7-1-3) maintained in the Administra-
tive Division. A facsimile copy of sueh letter shall be forwarded to the
Community Facilities Commissioner.

5/8/64 Poge I



Bonds Evidencing loons

EXHIBIT A

7-18-5

8OT'SIXO It{D IIOUE FII{ANCE ACEilCY

II{TER OTTICE TRANSFER VOUCiIER
Auguet 28, 19

(Locatlon of FeaioMI offlcel Audrst

l,lE6hlnEton. D. C.

DET tt 0F rnlItFER 0r UgTtic 0r lTTrcstD ooturEiTs

AR A RETEVXIoPIiTINT
86-13 2o1o

To tlaasfe! tbe prlncLpel BIue of bond6 aEd the eount oi accrued lnterest

puchaseil to the DLvislon of f'lnance en'J. Accouts as tletoiled belo{.

Pro.iect No. (ilame end locatlon of borr@er)

Prlncl!81 wlue

Accrued lEterest prchased. on bond.s
(2[ tieys at z4/\$ or a 360 daJ
basls flm 8/1 thoush B/21+/_)

collected by setoff:

Outstatrdlng advanceg

$r75,ooo.oo

320.83 $1?i,320.83

$ I+l+rooo.oo

Accrued lBterest on advances
(r58 days ar 24/\% on e 365 day
bas16 fr@ 3/10 thr@gh 8/21+/_) ))o '9J 1+t+,5r5.93

sl?o.?61.c0Net sD@nt illsbused

lssutt€ 0tttca
POSIIiGS TO CENERAL L!DG!Q

ffi

331.r1 

I

l:t"'I;:::ilT:'

1lr.11
ur.rB

|}rr5,
I t1r'

320.83
o00.oc
320.83

i go. 8, sect
No. ?, Secti

lion ?-18-13
lon 7-18-15)

5/8/64



7-18-5 Bonds Evidencing Loons

EXHIBIT B

F2t9

EOUSINO A}ID NOUE FINANCE AOEilCI
orrlcr oa tll larIrlarrrloi

ITIIER OTFICE TRANSTER VOUCHER
0rrt Itutt

August 28, 19

lr.d.ai{.n 6f Rc'i6ha1 6fft.ol Aumst

UeFhtnEton- D. C.

oETArt 0r TRAISFER ofl HSTlrG 0t ATTACHE0 DoCUI{EII9

AREA BEDEVETO?MENT
AA-il r^.n.....'...........-

To trangfer the prlnclpal value of bords ard tbe aEout of accrued lnteleEt

prchaseil to tbe Dlvlslon of Flnance anal Accounts as deteLled. bel@.

Pro-iect No. (Name and. Iocatloo of borrwer)

PrlncllEL veLue $1?r,000.00

Accrued lntelest Duchased on bonds
(21+ days 8t 2-37\$ on I 350 day
baEl6 fr@ 8/r throush 8/21+/_) 320.83

$ l+4rooo.oo

$r7r,320.83

ortstanilhg aaEnceg collecteA

Acclueil ltrterest on ailEnces
(168 aaya ar 24h$ oD a 35, dsy
basLe fr@ 3/Io tbrqugb 8/21+/_)

Total collectea by excbange of cbecks
(c/o No. _)

AEout dlsbrsed.

516.93

9l}-225j8

s1?5.120.81

33r.5r I II ur.rr II rer.r8 I

(r"u *"o"""r|.oo oo. u, ,"".1
srd l}rBnsctlln No. ?, sectll

lt

iL75, 320.83
000.00
320.83

ton ?-18-I3
Dn ?-18-15)
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Administrqtive Proctice Hsndbook-tield Service

Porl 7. Accounting ond tiscol Procedures

Chopter 18. Areo Redevelopment Progrom

7-18-6

Section 6

INTEREST

Interest receir-able shall be computed in accordance \4,ith Seetion 7-1-4.

fnterest on construction advances shall be accrued at the end of each
quarterly periocl (I\(arch 31, June 30, September 30 aud December 31)
on a 365 day basis at the rate specified in the contract or agreement.
A Journal Vouc'lter, S.F. 101?G-Revised, shall be prepared as of the
close of each quarter in accordance with Exhibit A and the entries
thereon shall be posted to the General Ledger (see Transaction No. 1,
Section 7 -18-22) and to the Loan Record,s ( see Section 7-18-9 ) . As of the
close of each fiscal year, an Inter Office Transf er Vou,cher shall be pre-
pared in accordance with Exhibit B, transferring the amount of current
flscal year interest earned on advarlces to the Division of Finance and
Accounts.

Interest normally shall be accrued quarterly, holvever, it will be neces-
sary to accrue interest on an individual account in connection rvith the
collection of the account by setoff or by payment.

Interest to be purchased in conuection with a purchase of bonds shall
be computed on a 360 day basis, rvith each fuII month considered as
one-twelfth of a full year, or 30 days. 'When a bond purchase settlement
is made, the amount of intelest purchased shall be recorded in the
General Ledger as inclicated by Transaction No. 5, Section 7-18-13 or
Transaction No. 6, Section 7-18-16, and in the applicable Loan Record,
(see Section 7-18-9).

Interest shall be acerued on a coustruction advance from the efrective
date of the advance, i.e., the datc of the eheck, through the day preced-
ing the date of settlement in the case of bonds purchased by the Govern-
rnent, or the day preceding the date on rvhich a check in paymeut 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 prececling the date of settlement. The effective
dates of disbursernents and collections are described in detail under
the heading Subsidiary Iroan Record in Section 7-18-9.
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lnleresl 7-18$

EXHIBIT A

Sct ho Nd rotTc
9 CAO tO$

l0t?&

IOI'BNIL VOUCHER

D&t6

J. V. No. --...,-.-..-.--.,-.---.-.

ctDtt

121.,,L
l+11.lrt $m

Plo-lect No.

h6por6d by ApprcYod by --------.

A, !.i$unr hrx{ aiat, - tut' \

DBAT

$w

e

Accned. Intere8t necelEble - Ailwqceg
InteleBt Eeraeil - Advatrcee

I srcoED

PrlnclpaL gglg nate Accrul

$m
ffi

ffi
ffi

(L1st 1!d.1ytd,E1 accruto)

Bo recorA the accmed Lnteleat leceLEb:
ald Lnteegt eslneil dulng tbe qwte!
elAed. _, 19_, ou siIEDceE
naAe in couectlgn vlth Area Reileve1q)-
ust proJectB.

.AREA NEDSYEI,OPI@NT
85-131/r4fo'

Totel

Toel,
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7-l 8-5 lnleresl

EXHIBIT B

SOUSIIO TXD fiOl[E TITAIiCE AGE{CI
otttct ot tll lDllltttlltot

I}ITER OFFICE TRAi{SFER VOUCIIER

Trrtt. t0aaaai t0.

Drrl Ntua!

(Locatlon of Reslolal offlce)
aaalrltra 0trrct

WsBhtEton, D. c.

oEIAll 0F TiIXEFEi 0i LlsTlll8 0F ATTACIIED DoCUllEllTS

AREA REDEVEI.OPI,IENI
ts_L3r./5wo5

AE@t of lDteleEt ealned oa constluctloa aalvaDcea

drlng the lLscal trrea! endeil Jue 30, 19- tren6-

fered to the Dlylslon of trlBance and Acc@t8.

Lu.l+r 331.rr

No. r, Sect:

$m
.on ?-18-22)(see
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Administrative Proctice Hondbook-Field Service

Pqrl 7. Accounling ond Fiscql Procedures
Chopter I8. Areq Redevelopment Program

7-18-7

Section 7

coLtEcTtoNS

AII amounts collected. by each Regional Office in connection with
activities under the program shall be deposited in the nearest Federal
Reserve Bank or Branch. For the procedure to be followed in tleposit-
ing colleetions and for the preparation and distribution of related
Cert'ifi,co,tes of Deposi,t, reference should be nade to Section 7-1-2.

Colleetions which represent repayments of the principal amounts of
advanees shall be deposited for credit to the Transfer Appropriation
Aceount. Symbol 86-13 2000. Collections, or portions thereof, which
represent payments of accrued interest reeeivable on advances shall be
clepositetl for credit to the Revolving Fund Aecount, Symbol 86-131/
54405.

All collections shall be placed under accounting eontrol as of the
month in rrhich they are reeeived in the Ad.ministrative Division, in-
cluding collections received during the closing business hours of the
month.

Colleetions of accrued interest receivable on advances shall be recorded
in the General Ledger maintained for the revolving fund account in
accordance rvith Transaction No. 2, Section 7-78-22, and collections rep-
resenting repayments of advance principal shall be recorded in the
General Ledgers maintained for the transfer appropriation aceounts in
accord.ance with Transactions Nos. 5, 6 and/or 7, Section 7-18-13 or
Transactions Nos. 4, 5 and,/or 6, Section 7-18-16, as appropriate. AII
colleetions shall be recorded on the applicable subsid.iary Loan Record,
as provicled in the instructions in Section 7-18-9.

As of the close of eaeh fiscal year, an Inter Offica Tronsfer Vou,clter
shall be prepared in accordance with Exhibit A, transferring to the
Division of Finance and Accounts the amount of accrued interest receiv-
able on advances collected during the ffscal year. (See Transaction
No. 6, Section 7 -18-22.)
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Collections 7-18-7

EXHIBIT A

{}5r)

IIOUSING AHD IIOXB FTIIA!{CE AOEX{CY

I}ITER OFFICE TRAIISFER VOUCHER

fl-oeation of Reqlonel Off{ce}

Uashlnrton- D. c.
DETTIL OF TRAXSFER ON IISTIXE OF ATTICIIID DOCUIIEIITS

AREA BEDEVELOPMENT
86-131/51+l+0,

Aofrnt of eccrueil lnterest recelvable otr aaLvaDces coUected tlrlng

the ll.Ecat year ended JBe 30, 19 transf,elleal to the DlvlELon ol

FlBnce and Accowts.

331:rr | ,or.o
(se" J"un"."tto, tto.
sect]on ?-18-22)

I

$,.*
6
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Administrotive Prqctice Hondbook-Field Service

Pafi 7. Accounting ond Fiscol Procedures

Chopter I8. Areo Redevelopment Progrom

7-r 8.8

Section 8

IN TRANSIT !TE'\AS

At the end of each month, each Regional Office shall adjust Aecounts
101.12 Cash and 101.16 Cash-I-,oans and Grants-ARA, by removing
therefrom those transactions rvhich have not been accomplished. AII
such adjustments shali be recorded. on the basis of journal entries as
follorvs:

(1) Adjustments for the amount of collections in transit shall be
recorded in the General Ledger in accordanee with Transaetion
No. 11, Section 7-18-13; Transaetion No. 8, Section 7-18-16 ;
Transaction No. 6, Section 7-18-19 ; arrdf w Transaction No. 7,
Section 7 -78-22. Such entries shall be reversed at the beginning
of the following month in accordance .with Transaction No. 12,
Section 7-18-13; Transaction No. 9, Section 7-18-16 ; Transaction
No. 7, Section 7-18-19 ; and/or Transaction No. 8, Sectiort 7 -18-22.

(2) Atljustments for unaccomplished disbursements for advances and
loans shall be recorcled in the General I-redger and, when appli-
cable, in the related Loan Record(s) by reversing the original
entries made in the accounts on the basis of the certified disburse-
ment documents. At the beginning of the following month, ad-
justments shall be made restoring the original entries.

(3) Adjustments for unaccomplished disbursements for grants shall
be recorded in the General Ledger in accordance with Trans-
action No. 13, Section 7-18-13 arnd.f or Transaction No. 8, Section
7-18-19. Such entries shall be reversed at the beginning of the
following month in accordance with Transaction No. 14, Section
7-18-13 and/ or Transaction No. 9, Section 7-18-19.
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Adminislrotive Praclice Hcndbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter I8. Areo Redevelopment Progrcm

7-18-9

Section 9

BOOKS AND RECORDS

General Ledgers and individual Loan Record; and. Grd,nt Racord;
shall be established antl maintained by each Regional Office. The posting
media for General l-,edger entries are identified. in Sections 7-18-13,
7-18-16, 7-18-19, and,7-78-22; and instructions for the maintenance of
Loan Records and Grant Records are in this section. After each doeu-
ment 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. fn the case of documents such as
executed agreements and amendments thereto, the notation shall be
made on a small slip of paper attached to the face sheet or first page of
the document.

GENERAT TEDGER

S.F. 1014-Revised shall be used for the General Ledgers. General
Led"ger accounts shall be established and maintainecl for loans antl
grants under the first appropriation (Symbol 86-1322000) in accordance
r,vith Sections 7-18-11 and 7-18-12, Chart and Description of General
Ledger Accounts; and separate general ledger accounts shall be estab-
lished and maintained for loans and for grants under subsequent appro-
priations (Symbols 86-13 2000 and 86-13 2002) in accord.ance with
Sections Nos. 7-18-14, 7-78-75, 7-18-17, antl 7-18-18. General ledger
accounts shall also be estabiished and maintained for the revolving fund
a,ccount (Symbol 86-13l/54405), for recordirrg the accrual of interest
on advances and the collection thereof, in accordance with Sections
7-18-20 and 7-18-21, Chalt and Deseription of General Ledger Accounts.

SUBSIDIARY 1OAN RECORD

Form H-213, Loan Rccord, (Exhibit A) shall be mairrtained for each
project involving an approvecl loan. Fromptly upon receipt in the
Administrative Division of a memorandum from the Community Facili-
ties Commissioner advising that a loan has been approved, Form H-213
shall be established for the project and the approved amount recorded
thereon. The loan commitment or authorization shall be recorded, on
Form II-213 upon receipt of a fully executed contract or loan agreement
for the project.

frac}a Loan Recoril, established shall be identified with the appropria-
tion symbol applicable to the project. The symbol shall be placed in
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7-18-9 Books ond Records

the blank space to the left of item (2) on t}i,e Loan Record, in accordance
with the following instructions:

(1) If an original loan contract ancl an amenclatory contract for an
rncrease are executed under the same fiscal year appropriation,
the Loan Record, shall be identified with the appropriation symbol
assigned for that fiscal year.

(2) If an original loau contract ancl an amenilatory contract.for an
rncrease are executec[ undcr different fiscal year appropriations,
a separate Loan R'ecord shall be established for eaeh appropria-
tion involved. The Loan Record, established for the fiscal year
appropriation under which the originai contract is executed shall
be identified with the symbol assignerl for that fiscal year. The
Loan Record established for the fiscal year appropriation under
which the amendatory contract is executed shall be identified
with the symbol assigned for that fiscal year. Loan, Records
applicable to a split project shall be cross-referenced to each
other by inserting "Split Project-see 86-13 2000" in the upper
right corner of the Loan Hecords involved.

Loan Records shall be posted currently from Reqttisiti,ons and
Voucltars f or Loan, Aduance, and,f or Grant PayntentrForms CFA-1030,
Certificates of Deposit, Inter Office Transfar Vouchers, Journal
Vouchers, Notices of Collection, project summaries and other similar
clocuments.

Each disbursement for a construction advance or for the purchase of
bonds shall be recorded on the appropriate Loan Record on the date
theVoucher and, Scheclule of Paymenls is certified and submitted to the
Treasury Regional Offrce for payment. The effective date of the dis-
bursement shall be the date on rvhich the check is drawn by the Treasury
Regional Offrce as shorvn on the accomplishedVouchar ancl, Sched,ule of
Pagments returned to the Regional Office. If the effective date is dif-
ferent from the date of entry, the effective date of disbursement shall
also be entered on the applicable Loan Record,.

Each collection shall be recorded on the appropriate Loan Becoril
on the date of the Cert'ificate of Deposit. The effective date of a collec-
tion is the tlate on which a remittance is mailed in payment of an
account as evidenced. by the postmark on the envelope in whieh the
remittance was mailed to the Regional Offrce, 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 repaJ,ment of advances
and accruecl interest thereon collected by setoff at the time of settlement
for the purchase of bond.s, 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 from the entry date, the effective date
shall also be entered. on the applicable Loan Becoril.

Extreme care should. be exercised that effective dates are always
record.ed as indicated above to insure that interest accruals and collec-
tions are correct.
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Books ond Records 7-18-9

The information to be recorded ot Loan Record, cards shall be in
accordance with the follo'wing 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 loeation and number of the Regional Of6ce.
(3) Enter the number assigned to the contract or loan agreement.
(4) Show the name and. address of the borro'wer.
(5) Enter the effective date of the contract or loan agreement.
(6) Enter the date on which the last issue of bonds matures.
(7) This block shall be adapted as a record of the loan approval

and changes thereto as shown on Exhibit A. Amounts of de-
creases shall be recorded in the Aetion column in parentheses
and will correspondingly decrease the Balance.

(8) Enter the amount of loan specified in the contract or loan
agreement and increases thereof as shown by contract amend-
ments. If a contract is executed. in an amount different from
the amount approved for the project, the Division of Finance
and. Accounts shall be promptly advised.

Enter in brackets the amounts of refunds received because
of an undemun in final project costs, as shown by Notices of
Collection received from the Division of Finance and Aecounts.

(9) Enter amounts canceled as shorvn by signeil documents whieh
decrease the amount of the contract or loan agreement.

(10) Enter amounts of loan advances from Forms CFA-1030 antl the
difference between the principal value of bonds purchased. and
the total of advances repaid at the time of final settlement, from
Forms CFA-301, Calcu,lation of Net Amou,nt Du,e for Boncl
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 Finanee and Accounts.

(11) Entries in column (B) increase the previous balance in this
eolumn anil entries in columns (9) and (10) decrease the
previous balance. Bracketed entries in columns (8) and (10)
are off-setting and have no effect upon the balance.

(12) Show the interest rate specified in the coutract or loan agree-
ment.

(13) 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.

(14) Show current date of entry.
(15) Shorv effective date if different from entry date.
(16) Cite posting document or brief description of the transaction.
(17) Enter amounts of advanees and the principal amounts of bonds

purchased, as shown by Forms CFA-1030 and CFA-301.
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7-18-9 Books snd Records

(18) Enter the total of advances collected by setoff or by exchange
of chechs at the time of settlement for the purchase of bonds,
as shown by Forms CFA-301 anal amounts of cash collections
rvhich represent repayments of advances fuom Certificates of
Deposit.

(19) Entries in column (17) increase the previous balance in this
column and entries in column (18) decrease the previous
balance.

(20) Show the number of days for rvhich interest is accrued.
(21) Entel the accruals of interest on advances from Journal

Vou,ch,ars and for bond intelest purchased as shown by Forms
CFA.301,

( rr\ Entt'r' tire amount of accrued interest ou ad.vances collected by
setolf or by exchange of checks at the time of final settlement
for the purchase of bonds from Form CFA-301, and the
amounts of cash collections, if any, rvhich represent pay'ments
of aceruetl interest on advances from Cartifi'cates of Deposit.
Entries in column (21) increase the previous balance in this
column ancl entries in column (22) decrease the previous
balance.

(23)

(24) Record the balances transferued to the Division of Finance and
Accounts in parentheses in columns (19) antl (23) as shown
by Inter Office Transf ar Voruchers antl inelutle the notation as
illustrated. on Exhibit A.

GRANT RECORD

Form II-200.54, Grant Record, (Exhibit B) shall be maintained for
each applicable project. Promptly upon receipt in the Administrative
Division of a memoranclum from the Community Facilities Commis-
sioner advising that a grant has been approved, Form H-200.54 shall
be establishetl and maintained for the project.

F,aeh Grant Record, established shall be id.entifietl with the appropria-
tion symbol applicable to the project. The symbol shall be placecl to the
right of the words Grant Record in accordance with the following
instructions:

(1) If an original grant contract and an amenclatory contract for an
increase are executeal under the same fiscal year appropriation,
the Grant Eecord, shall be identified with the appropriation
symbol assigned for that fiscal year.

(2) lt an original grant contr_a"t 314 an amendatory contract.for an
increase are executed under different fiscal year appropriations,
a separate Grant Record, shall be established for each appropria-
tion involvetl. The Grant Record, established for the fiscal year
appropriation under rvhich the original contract is executed shall
be identified with the symbol assigned. for that fiscal year. The
Gra,nt Record, established for the fiscal year appropriation und.er
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Books ond Records 7-18-9

which the amend.atory contract is executed shall be itlentified with
the symbol assigned for that fiscal year. Grant Record; applica-
ble to a split project shall be cross-referenced to each other by
inserting "Split Project-see 86-1322000" or "86-13 2002" in
the upper right corner of lhe Grant Recoril,s involved.

The information to be recorded on Grant Bacord,s shall be in accord-
ance with the following instructions whieh correspond. to the parentheti-
eal numbers shown on Exhibit B:

(1) Show the project number.
(2) Show the name of the applicant.
(3) Show the address of the applicant.
(4) Show date of entry.
(5) Enter the effective date of approval, contract, contract amend-

ments, d.isbursements, etc., if different than date of entry.
(6) Cite posting document or give brief description of the trans-

aetion.
(7) Enter the original amount of grant approved for the project

and increases thereof, from notices of approval.
(8) Enter amounts as shown by documents which decrease previous

approvals, including Journal Vouch,ers canceling the undis-
bursed commitment.

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

(10) Enter the amount of grant specified in the exeeuted eontraet
or agreement and increases thereof as shown by eontraet
amendments.

(11) Enter amounts as shown by documents which decrease the
amouut of the contract or agreement, ineluding Journal
V oucher s canceli:rg the untlisbursed commitment.

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

(13) Enter amounts of grant disbursements as shown by Forms
cFA-1030.

(14) Entries in column (10) increase the previous balance in this
column and entries in columns (11) antl (13) tlecrease the
previous balance.

Proiect Completion

After final grant disbursement has been made aud upon receipt of
an approved Project Compl,eti,on Eeport, Form CFA-l50-ARA, a Jour-
nal, Youcher shall be prepared, supported by Form CFA-150-ARA, to
reduee the undisbursed commitment (column 14, tr'orm H-200.54) to a
zero balance (see Exhibit C). A copy of the Journal, Voucher shall be
furnished to the Division of Finance and Accounts for posting to the
coatrol reeord.
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EXHIBIT A
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EXHIBII B
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EXHIBIT C
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Adminirtrotive Prqctice Hqndbook-Field Seryice

Porl 7. Accounting ond Ficcsl Procedures

Chopter I8, Areo Redevelopment Progrom

7-I8-I0

Section I0

REPORTS

The reports referred to herein shall be forwarded to the Division of
tr'inance and Accounts as provided below.

Ststement of Generol Ledger Bolonces

As of the end of each month, after all entries for tlre month have
been posted to the General Ledgers, the balances for Advances and
Accrued. Interest Reeeivable-Advances as sholln in columns (19) and
(23) of the Loan Records and the disbursements made for Grants as
showr in column (13) of the Grant Record,s shall be totalled separately
and each such total shall be verified and reconciled with the balance
of the applicable General Ledger control aeeount. A separate trial bal-
ance of accounts maintained for each General I,,edger shall then be takerr
and. reported. on Form H-200.60, Btatement of General Ledger Balances,
properly identified as to the program and the related funcl symbol. The
numbers ancl titles of General I-.redger accounts not printed on the form
shall be typed in. Such reports shall be transmitted to the Division of
Finance and Accounts in accordance with Section 7-1-8. In addition to
the regular trial balance as of Juue 30 each year, post closing trial
balances shall be submitted after fiscal year closing entries have been
made.

Proiect Loonr ond/or Gronls

On the second business day followirrg the close of each month a photo
copy of eaeh Loan Record, and each Grant Recoril, shall be prepared and
submitted to the Division of Finance and Accounts.
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Administrotive Proctice Handbook*Field Service
Porl 7. Accounting ond Fiscol Procedures
Chopter 18. Areo Redevelopment Progrom

Cotegory

7-18.t I

Section I I

CHART OF GENERAL TEDGER ACCOUNTS
APPROPRIAT|Oh| SyftqBOt 86-1 322000

Account
Number

101
Cash:

Tirle

ASSETS

Cash in Transit
Cash-Loans and Grants-ARA

IroanS
Advances

Accrued Interest Receivable-Purchased. In-
terest

TIABILITIES

Accounts Payable

CAPITAT

327.2L Cumulative Grants

INIEROFFICE CONTROI. ACCOUNT

Regional Office Books-Account with Central
Offrce

Poge I

111
Loans and
Advances
Receivable

127
Accrued
Receivables

207
Accounts
Payable:

327
Unreserved
Surplus
(or Deficit)

331
Real and
Nominal
Accounts

101.11
101.16

111.11
111.41

121.18

201.11

5/8/54
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7-I8-I r

Cotegory

Accounl
Number

541.11 Grants

Chort of Generol ledger Accounls

lirle

EXPENSE

541

Poge 2 5/8/64
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Administrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscql Procedures

Choprer 18. Areo Redevelopment Progrom

Debit this account with:
11. Amounts of cash collections

in transit at the end of each
month.

7-t8-12

Cretlit this account with:
12. Amounts of month-end adjust-

ments for cash collections in
transit reversed at the begin-
ning of each month.

Section 12

DESCRIPTION OF GENERAT LEDGER ACCOUNTS
APPROPRIAT|ON SyIlrBOt 86-t322000

l0l.ll Cosh in Tronrit

This is a debit balance (asset) account maintained. to record the
amount of cash collections in transit at the end of each month.

l0I.l6 Cosh-loons and Grdnts-ARA

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, loans, and. grants.

Debit this account with:
1. Amounts transferred from

the Division of Finance and
Accounts cash account.

6. Principal amount of ad-
vances collected. by ex-
change of checks at time of
settlement for purchase of
bonds.

7. Amounts of cash collections
which represent repayments
of advances.

9. Amounts collected. repre-
senting grant refunds re-
sulting from overpayments.

12. Amounts of month-end. ad-
justments for cash collec-
tions in transit reversed
at the beginning of each
month.

Credit this account with:
2.

.)
o.

4.
5.

Amounts of excess funds re-
turned to the Division of Fi-
nance and Accounts.
Amounts disbursed represent-
ing loan advances.
Amounts disbursed for grants.
Amounts disbursed at time of
settlement representing the dif-
ference between (a) the princi-
pal value of bonds and related
interest purchased. plus the
accrued. interest collection on
advances and (b) amounts due
the Government, if any, for
construction advances and ac-
crued interest thereon.
Amount disbursed for purchase
of bonds and relatetl interest,
at time of settlement by ex-
change of checks.

Page I

6
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Debit this account with:
13. Amounts of grant disburse-

ments which irave not been
accomplishecl by the Treas-
ury Regional Office at the
end. of each monl,h.

7-18-12 Descriplion of Generol ledger Accounts

Credit this account with:
11. Amounts of cash collections in

transit at the end of each month.
14. Amounts of rnonth-end adjust-

ments for unaccomplishecl
grant disbursements reversed. at
the beginning of each nlonth.

llI.tI loons

This is a debit balance (asset) account maintainecl to record the
principal amounts of bontls purchased. under contracts or loan agree-
ments with borrowers and the subsequent transfer thereof to the Divi-
sion of Finanee and Accounts.
Debit this account with:
5. Principal value of bonds

purchased at time of settle-
ment.

6. Principal value of bonds
purchasetl at time of settle-
ment by exchange of checks.

I t t.4I Advonces

This is a debit balance (asset) aecount rnaintained to shorv the amount
of advances made for construction prior to the purchase of bonds. The
debit balance in this account represents the total outstanding amount
of advances due the Government in connection rvith projects in the
Region.

Credit this account with:
5. Amounts of advances repaid at

time of settlement for purchase
of bonds.

6. Amounts collected. at time of
settlement for purchase of
bonds, by exchange of checks,
which represent principal re-
payments of advanccs.

7. Amounts of cash collections
which represent repayments of
advances.

I2l.I8 Accrued Inleresl Receivqble-Purchssed lnteresl

This is a tlebit balance (asset) account maintairrecl to record the
amount of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Division of Finance and Accounts.
Debit this account with: Credit this aecount with:
5. Amounts of accrued inter- 8. Amounts of purchased, interest

est on bonds purchased at transferred. to the Division of
time of settlement. Finance and Accounts upon

completion of settlement for
purchase of bonds.

Poge 2 5/8/54

Credit this account with:
8. Principal value of bonds trans-

femed to the Division of Fi-
nanee and Accounts upon com-
pletion of purchase settlement.

Debit this account with :

3. Amounts disbursed repre-
senting loan adr.ances.



Description of Generol ledger Accounts

Debit this account with:
6. Amounts of accrued inter-

est on bonds purchased. at
time of setUement by ex-
change of ehecks.

Credit this account rvith:

7-18-12

20l.tl Accounts Poyoble

This is a credit balance (liability) account maintained to record the
amount of cash disbursements which have not been aecomplishetl by the
Treasury Regionai Office at the end of each month.
Debit this account with: Credit this account with:
14. Amounts of month-encl ad- 13. Amounts of grant disburse-

justments for unaccom- ments which have not been ac-
plished grant disbursements eomplished by the Treasury Re-
reversed at the beginning of gional Office at the end of each
each month. month.

33I.51 Regionol Oftce Books-Account with Centrol Ofiice

This is a Regional interoffice control account maintained. to record.
all transfers between the Division of Finance and. Aceounts ancl the
Regional Offrce.

Debit this account with: Credit this account with:
2. Amounts of excess funds re- 1. Amounts transferrecl from the

turned to the Division of Division of Finance and Ac-
Finance and Accounts. counts cash account.

8. Principal value of bonds
and related. amount of in-
terest purchased trans-
ferred to the Division of
Finance and Aecounts.

541.t I Grsntc

This is a tlebit balance (expense) account maintainecl to show the
amount of grants disbursecl for projects during the current fiscal year.
Debit this aecount rvith: Cretlit this account 'with:
4. Amounts disbursed for 9. Amounts collectetl representinggrants' 

#3;f"ffit"Xlds 
resulting from

5/8/54 poge 3

321.21 Curnulotive Grnnts

This is a debit balance (capital) account maintained to shotv the
cumulative amount of grants disbursecl in prior fiscal years.

Debit this account with: Credit this account with:
10. Amount of balance in Ac-

count 541.11 Grants trans-
ferred to this account as of
June 30 each fiscal year.



7-18-12

Debit this aecount with:

Description of Generol ledger Accounts

Credit this aceount with:
10. Amount of balance in Account

541.11 Grants trausferretl to
Account 327.2L Cumulative
Grants as of June 30 each fiscal
year.

Pogc 4 5/8/64
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Port 7, Accounting qnd Fiscol Procedures

Chopfer 18. Areq Redevelopment Progrom

7-I8-t3

Cr, Iirle

Cash-Loans antl Grants

-AR,A.331.51 Regional Office Books-
Account with Central
Office.

Regional Office Books-
Account with Central
Office.

101.16 Cash-Loans and Grants

-AR,A.
Ad.vances.

101.16 Cash-L:oans and Grants

-AB,A.

Grants.
101.16 Cash-I-.ioans and. Grants

-AR,A.
I-,loans.
Accrued Interest

terest.
101.16 Cash-Loans aud Grants

-AR,A.111.41 Advances.

Section l3

TYPICAT TRANSACIIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYMBOL 86-1322OOO

Trons-
qclion

Number Description

1. Amounts transferred
from Division of Fi-
nanee and Accounts cash
account. Posting metlia:
Inter Offi,ce Transf er
Vouchers.

2. Amounts of excess funds
returned. to the Division
of Finance and Ac-
counts. Posting media:
Inter Ofine Transf er
Vouchers.

3. Amounts disbursed. rep-
resenting loan advances.
Posting media z Vouch-
ers anil, Sched,ules of
Pa,yments.

4. Amounts disbursed for
grants. Posting media:
V ouchers and, Sch,eilules
of Pagments.

5. Purchase of bonds and
related interest and the
collection of ad.vances
by setoff at time of final
settlement.l Posting
media z Vouchers and
Scheilul,es of Payments
and related supporting
documents.

tions Nos. A anil 4, Section 7-18-22

5/8/U

Dr.

101.16

331.51

111.41

541.71

111.11
121.18 Re-

In-ceivable-Purchasetl

lThe credit eDtry to Accoutrt 111.41 is not inyolved in cgseg where no advances werg mede
prior to the purchaie of bonds.

Oollectiou of accrued interest receivable on ailvances, if any, to be enteretl in the general
ledger maintainetl for tho Area Redevelopment X'utrd, Spbol 86-181/64406. See l*ansac-
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Dr.

6. Purchase of bonds and 101.16
related interest, if any,
and collection of ad- 111.11

7-I8-t3

frqns-
sclion
Number Description

vances, at time of settle-
ment by exchange of
ehecks.l Posting med.ia:
V ouchers ond, S ched,ules
of Pagments, related
supporting documents,
ar.d Certificates of De-
posit.

7. Amounts of cash co1lec-
tions, which represent
repayments of advances.
Posting media: Certifi-
cates of Deposit.

8. Principal value of bonds
ancl relatetl amount of in-
terest purchased, trans-
femed to the Division of
Finance and Accounts
upon completion of pur-
chase settlement. Post-
ing media Inter Office
Tra,nsfer Vouchers.

9. Amounts collected rep-
resenting grant refunds
resulting from overpay-
ments. Posting media:
C erti,fi,cates of Deposit.

10. Amount of balance in
Account 541J7 Grants,
transferred to Account
321,.21 Cumulative
Grants, as of June 30
each fiscal year. Posting
media t Jou,rnal Vouch-
ers.

Typicol Tronsoctions with Appropriote Entries

Cr. Tirle

Cash-Loans and Grants

-ARAI-.rOans
Accrued. Interest Re-
ceivable-Purchased In-
terest.

101.16 Cash-I-.roans and Grants

-AR,A.111.41 Advances.

Cash-I-roans and Grants

-AR,A.111.41 Advances.

Regional Office Books-
Account with Centr.al
Offiee.

111.11 I-:oans.
121.18 Accrued fnterest Rc-

ceivable-Purchased In-
terest.

Cash-I-:oans and Grants

-ARA.541.11 Grants.

Cumulative Grants.
541.11 Grants.

Cash in Transit.
101.16 Cash-Loans and Grants

-ARA.

121,18

101.16

331.51

327.21

101.16

11. Amounts of cash collec- 101.11
tions in transit at tlie
end of each month. Post-
iog media: Journal
Vouclr,ers.

1 Seo foottrote 1, page 1.
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fypicol Tronsoctions with Appropricte Entries 7-r 8-r 3

Ct. Tirle

Cash-Loans and Grants

-AII,A.101.11 Cash in Transit.

Cash-Loans and Grants

-AR,A.201.11 Accounts Payable.

Accounts Payable.
101.16 Cash-Loans and Grants

-ARA.

Trons-

aciion
Number Descriplion

12. Amounts of month-end
adjustments for cash
collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

13. Amounts of grant dis-
bursements rvhich have
not been accomplished.
by the Treasury Re-
gional Office at the end
of each month. Posting
media t Jou,r'nal Voulh,-
ers.

14. Amouuts of month-end
adjustments for unac-
complished grant dis-
bursements reversed at
the beginniug of eaeh
month. Posting meclia:
Journal Vouclters.

Dr.

101.16

101.16

201.11

5/8/54 Poge 3



Administrotive Proctice Hsndbook-Field Service

Pqrt 7. Accounting ond Fiscal Procedures

Chopter 18. Areo Redevelopment Progrom

Cotegory
Accounl
Number

ASSETS

Cash

7-18-14

Section 14

CHART OF GENERAT TEDGER ACCOUNTS
APPROPRIATION SYNABOT 86-13 2OOO

firle

101

101.11
101.12

Cash in Transit
Cash

111
Loans and.
Advances
Reeeivable:

72L
Accrued
Receivables:

331
Real and
Nominal
Aceounts

I-,lOanS
Advanees

111.11
111.41

121.18 Accrued fnterest Receivable-Purchased Interest

INTEROFFICE CONTROI. ACCOUNT

331.51 Regional Office Books-Account r,vith Central
Office

5/8/64 Poge I



Seclion I5

DESCRIPIION OF GENERAT TEDGER ACCOUNIS
APPROPRIATION SYMBOT 86.13 2OOO

l0I.Il Cosh in fronsit

This is a debit balance (asset) account maintained to record the
amount of cash collections in trarrsit at the end of each month.

Debit this account with: Credit this aceount with:
8. Amounts of cash collections 9. Amounts of month-end adjust-

in transit at the end of each ments for cash collections in
rnonth. transit reversed at the begin-

ning of each month.

t0l.l2 Cosh

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Office for the purpose of
making construction advances and loans.

Administrslive Prsclice Hondbool-Field Service

Pqrl 7. Accounting ond Fiscql Procedures

Chopler I8. Ares Redevelopment Program

Debit this account with:
1. Amounts transferred from

the Division of Finance and.
Accounts cash account.

4. Amounts of cash colleetions
whieh represent repa;,znents
of advances.

6. Principal amount of ad-
vances collected by exchange
of checks at time of settle-
ment for purchase of bonds.

9. Amounts of month-end ad-
justments for eash collec-
tions in transit reversed at
the beginning of eaeh month.

7-l 8-t 5

Credit this account with:
2. Amounts of excess funds re-

turned to the Division of Fi-
nance and Accounts.

3. Amounts disbursed represent-
ing loan advances.

5. Amounts disbursed at time of
settlement representing the tlif-
ference between (a) the prinei-
pal value of bonds and related.
interest purchasetl plus the ac-
crued interest collection on ad-
vanees and (b) amounts d.ue
the Government, if any, for con-
struction advances and accrued
interest thereon.

6. Amount disbursetl for purchase
of bonds and related interest, at
time of settlement by exchange
of checks.

8. Amounts of cash eollections in
transit at, the end of eaeh
month.

Poge I5/8/54



7-t8-t5 Description of Generol ledger Accounls

llt.lI losnt

This is a debit balance (asset) account maintained to record the prin-
eipal amounts of bonds purchased under contracts or loan agreements
with borrowers and the subsequent transfer thereof to the Division of
Finance and Accounts.

Ill.4l Advonces

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 in this account represents the total outstanding amount of
advances due the Government in connection with projects in the Region.

Debit this account with: Cretlit this account with:
3. Amounts disbursed repre- 4. Amounts of cash collections

senting loan advances. which represent repayments of
advances,

5. Amounts of ad.vances repaid at
time of settlement for purchase
of bonds.

6. Amounts collected at time of
settlement for purehase of
bonds, by exchange of checks,
which represent repayments of
ad.vances.

l2I.l8 Accrued lnteresl Receivable-Purchosed lnleresl

This is a tlebit balance (asset) account maintained. to record. the
amount of accrued interest purchased on bonds and the subsequent
transfer of such interest to the Division of Finance ard Accounts.

Debit this account with:
5. Priucipal value of bonds

purchasecl at time of settle-
ment.

6. Principal value of bontls
purchasetl at time of settle-
ment by exchange of checks.

Debit this account with:
5. Amounts of accrued interest

on bonds purchased at time
of settlement.

6. Amounts of accrued interest
on bonds purchased at time
of settlement by exehange
of checks.

Poge 2

Credit this account with:
7. Principal value of bonds trans-

ferred to the Division of Fi-
nance and Accounts upon com-
pletion of purchase settlement.

Credit this account with:
7. Amounts of purchased interest

transferred to the Division of
Finance and Accounts upon
completion of settlement for
purchase of bonds.

5/8/64



Dascriplion of Generol ledger Accounts 7-18-r5

331.5I Regionol Ofiice Books-Accounl with Central Oftice

This is a Regional interoffice control account maintained. to record all
transfers between the Division of Finance and Accounts and the Re-
gional Office.

Debit this account with: Credit this account with:
2. Amounts of excess funds 1. Amounts transferred from the

returned to the Division of Division of Finance and Ac-
Finance and Accounts. counts cash account.

7. Principal value of bonds
and related. amount of in-
terest purchased transf erred
to the Division of Finance
and Accounts.

5/8/54 Poge 3



Administrolive Proctice Hondbook-Fiald Service

Porl 7. Accounring ond Fiscol Procedures

Chopter I8. Areo Redevelopment Program

Trsns-
qclion

Nurnber Dr.

101.12

7-r 8-r 5

Cr. Tirle

Cash.
331.51 Regional Offiee Books-

Account with Central
Office.

Regional Ofifrce Books-
Account with Central
Ofiice.

101.12 Cash.

Advances.
101.12 Cash.

Cash.
111.41 Advances.

Loans.
Accrued Interest Receiv-
able-Purchased Inter-
est.

101.12 Cash.
111.41 Advances.

Section I5

TYPICAL TRANSACIIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SY'IABOI 86.13 2OOO

Description

1.

2.

o

4.

5

Amounts transferred
from Division of Fi-
nance and. Accounts
cash account. Posting
rnedia z Inter Office
Transfer Vouc'lters.
Amounts of excess funds
returned to the Division
of Finance and Ac-
counts. Posting media:
Inter Office Transf er
Youchers.
Amounts disbursed rep-
resenting loan aclvances.
Posting media t Vouch-
ers and, Bched,ules of
Pagments.
Amounts of eash collec-
tions which represent
repa;'ments of advances.
Posting media: Certi,fi-
cates of Deposi,t.
Purchase of bonds and
related. interest and col-
lection of advances by
setoff at time of final set-
tlement.l Posting meilia :

V oucher s anil S checlu.les
of Paym,ents antl relatetl
supporting documents.

331.51

111.41

101.12

111.11
121.1I

lThe credit eltry to Accoutrt 111.111 is not invoived in cases where no advanccs wete marle
Drior to the nurchase of bonds.' Collection bt acciueO interest receivable on advances, if any, to be enteretl in the general
letlger maintained for the Area Retlevelopment Fund, Sym'bol 86'131/54405. See Transactions
Nos. 3 and 4, Section 7-18-22.

5/8/64 Poge I



7-r8-I6

Trons-

oction
Number Description

6. Purchase of bontls and
related interest, if anY,
and collection of ad-
vances at time of settle-
ment by exchange of
cheeks.l Posting metlia:
V ouchers and' Sched,ulas
of Payments, relatecl
supporting documents,
and. Certifi,cates of De-
posit.

7. Principal value of bonds
and related amount of
interest purchased,
transfemed to the Divi-
sion of Finance and Ac-
counts upon completion
of purchase settlement.
Posting media: Inter
Office Tronsfer Vou,ch-
ers.

8. Amounts of cash collec-
tions in transit at the
end of each month. Post-
irrg media,: Journal
Vouchers.

9. Amounts of month-end
adjustments for cash
collections in transit re-
versed at the beginuing
of each month. Posting
media z Journal Vouch,-
ers.

1 Tho credit eDtry to Account
prior to the purchase of bonds.

Collectiotr of accrued interest
Iedger maintained for the Area
Nos. 3 atrd 4, Section 7-18-22.

Poge 2

fypicol Transoctions With Appropriote Entries

Cr. Title

Cash.
I-lOanS

Accrued Interest Receiv-
able-Purchased Inter-
est.

101.12 Cash.
111.41 Ad.vanees.

Regional Office Books-
Account with Central
Office.

111.11 I-.roans.
121.18 Accrued fnterest Receiv-

able-Purchased. Inter-
est.

Cash in Transit.
101.12 Cash.

Dr.

101.12
111_.11
121.18

381.b1

101.11

101.12 Cash.
101.11 Cash in Transit.

111.41 is not involved in c&ses where no ailyances were m&de

recoivable on advances, if any, to be entereal in the general
Redevelopment Fund, Symbol 86-13l/54405. Ses Transactions

5/8/64



Adminislrotive Proctice Hqndbook-Field Service

Port 7. Accounting and Fiscol Procedures

Chopter 18. Areo Redevelopment Progrcm

Cotegory

101
Cash:

7-18-17

Section 17

CHART OF GENERAT TEDGER ACCOUNTS
APPROPRIATION SYMBOT 86.13 2OO2

Accounf
Number Title

ASSETS

101.11
101.12

Cash in Transit
Cash

201
Accounts
Payable:

321
Unreserved
Surplus
(or Deficit)

oJ_t
Real and
Nominal
Accounts

Grants

TIABITIIIES

201J7 Accounts Payable

CAPITAI

321.21 Cumulative Grants

INTEROFFICE CONIROT ACCOUNT

331.51 Regional
Offfce

Office Books-Account rvith Central

EXPENSE

541,

5/8/51

547.1L Grants

Poge I



Section 18

DESCRIPTION OF GENERAT LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86.13 2OO2

I0I.lt Cosh 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.

Credit this account rvith:
7. Amounts of month-end adjust-

ments for cash collections in
transit reversed at the begin-
ning of each month.

l0l.I2 Cosh

This is a debit balance (asset) account maintained to shorv the unex-
pended cash balance available to the Regional O1frce for the purpose of
making grants.

Debit this account with: Credit this account with:

Administrstive Prqctice Hondbook-Field Service

Part 7, Accounting ond Fiscol Procedures
Choprer 18. Areq Redevelopment Progrom

Debit this account with:
6. Amounts of cash collections

in transit at the end of each
month.

1. Amounts transferred from
the Division of Finance and
Accounts cash account.

4. Amounts collected repre-
senting grant refunds re-
sulting from overpayments.

7. Amounts of month-end ad-
justments for cash collec-
tions in transit reversed at
the beginning of each
month.

8. Amounts of grant clisburse-
ments which have not been
accomplished by the Treas-
ury Regional Office at the
end of eaeh month.

7-l 8.1 8

2. Amounts of excess funcls re-
turnetl to the Division of Fi-
nance and Accounts.

3. Amounts disbursed for grants.
6. Amounts of cash collections in

transit at the end of each month.
9. Amounts of month-end adjust-

ments for unaccomplished grant
disbursements reversed at the
beginning of each month.

20I.II Accounts Payable

This is a credit balance (Iiability) account maintained to record the
amount of cash disbursements which have not been accomplished by the
Treasury Regional Office at the entl of each month.
Debit this account rvith: Cretlit this account with:
9. Amounts of month-end ad- 8. Amounts of grant disburse-

justments for unaccom- ments which have not been ac-
plished grant disbursements complished by the Treasury Re-
reversed at the beginning of gional Office at the end of each
each month. month.

5/8/64 Poge I



7-r8-I I Description of Generol ledger Accounts

321.2t Cumulotive Gronts

This is a tlebit balance (capital) account maintained to show the
cumulative amount of grants disbursed. in prior fiscal years.

Debit this account with: Credit this account with:
5. Amount of balance in Ac-

count 541.11 Grants trans-
ferred to this account as of
June 30 each f.scal year.

331.51 Regionol Ofrce Book--Accounl with Centrol Of,ice

This is a Begional interoffice control account maintained to record all
transfers between the Division of Finanee and Accounts and the Re-
gional Office.

Debit this account with: Credit this account with:
2. Amounts of excess funds 1. Amounts transferred from the

returned to the Division of Division of Finance and Ac-
Finance and Accounts. counts cash account.

54t.I I Gronls

This is a debit balance (expense) account maintained to sho'w the
amount of grants disbursed for projects duriug the cument fiscal year.

Debit this account with: Credit this account with:
3. Amounts disbursetl for 4. Amounts collected representingsrants' ffi:ilr#.xl*: 

resurting rrom

5. Amount of balance in Account
541.11 Grants trausferred. to
Account 321.27 Cumulative
Grants as of June 30 each fiscal
year.

Poge 2 5/8/64



Administrqtivc Prqcticc Hsndbook-Field Service

Port 7. Accounting ond Fircol Procedures

Chopter 18. Areo Redevelopment Progrom

7J&t9

Cr. Tirle

Cash.
331.51 Regional Office Books-

Account with Central
Office.

Regional Office Books-
Account with Central
Office.

101.12 Cash.

Grants.
101.12 Cash.

Cash.
541,77 Grants.

Cumulative Grants.
541.11 Grants.

Cash in Transit.
101.12 Cash.

Section I9

TYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYl,lBOt 86-13 2002

Description

frons.
oction
Number

1. Amounts transferred
from Division of Fi-
nance and Accounts
cash account. Posting
media z Inter Office
Transfer Vouchers.

2. Amounts of excess funds
returned to the Division
of Finance and Ac-
counts. Posting media:
Inter Ofi,ce Transf er
Vouch,ers.

3. Amounts disbursed for
grants. Posting media:
Youchers and, Schedules
of Payments.

4. Amounts collected rep-
resenting grant refunds
resulting from overpay-
ments. Posting media:
Certificates of Deposit.

5. Amount of balance in
Aecount 541.11 Grants,
transferred to Account
327.2L Cumulative
Grants, as of June 30
each fiscal year. Posting
media: Journal Youch-
ers.

6. Amounts of eash collec- 101.11
tions in transit at the
end of each month. Post-
ing media Journal
Vouchers.

s/a/54

Dr.

101.12

331.51

541.11

101.12

321.21

Poge I



7-18-19

frons-
ocrion
Number Descriplion Dr

7. Amounts of month-end 101.12
adjustments for cash
eollections in transit re-
versed. at the beginning
of each month. Posting
media: Journal Vou,ch-
ers.

8. Amounts of grant clis- 101.12
bursemeuts which have
not been accomplished
by the Treasury Re-
gional Office at the end
of each month. Posting
media Journal Vouch-
ers.

9. Amounts of month-end 201.11
adjustments for unac-
complished grant dis-
bursements reversed at
the beginning of each
month. Posting media:
Journal Vouchers.

Typical Tronsocrions With Appropriote Entries

Cr. Title

Cash.
101.11 Cash in Transit.

Cash.
201.71 Accounts Payable.

Accounts Payable.
101.12 Cash.

Poge 2 5/8/54



adminirtrotive Proctice Hqndbook-Field Service

Pcrt 7. Accounting ond Fisrol Procedures
Chopte? 18. Areo Redevelopment Progron

Cotegory

101
Cash:

7-18-20

Section 20

CHART OF GENERAT TEDGER ACCOUNTS
APPROPRTATTON SYMBOL 86-t3t / 54405

Account
Number

A55EIS

Iitle

101.11
101.12

Cash in Transit
Cash

121
Accruetl
Receivables:

331
ReaI and
Nominal
Accounts:

477
fnterest

721.41 Accrued.InterestReceivable-Ad.vances

INIEROFFICE CONIROT ACCOUNI

331.51 Regional
Office

Office Books-Account rvith Central

INCOME

411.41 fnterest Earned-Advances

5/8/U Poge I



Section 2l

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SY,iIBOL 85-t3t / 544Os

l0I.ll Cosh in T;onsit

This is a debit balance (asset) account maintained. to reeorrl the
amount of cash collections in transit at the end of each month.

Administrative Proctice Hondbook-Field Service

Port 7. AccountinE ond Fiscol Procedures

Chopler 18. Areo Redevelopmenl Progrom

Debit this account with:
7. Amounts of cash collections

in transit at the end of each
month.

Debit this account with:
2. Amounts of cash collections

representing payments of
accrued. interest receivable
on advances.

3. Amounts of accrued interest
receivable on advances col-
lected by setoff at time of
settlement of bond purchase.

4. Amounts of accrued interest
receivable on ailvanees col-
Iected by exchange of checks
at time of settlement of
bond purchase.

8. Amounts of month-end ad-
justments for cash collec-
tions in transit reversed at
the beginning of each
month.

7-18-21

Credit this account with:
8. Amounts of month-end adjust-

ments for cash collections in
transit reversed at the begin-
ning of each month.

Credit this account with:
6. Amounts of cash collections of

accrued interest receivable on
advances transferred to the Di-
vision of Finance and Accounts
as of the elose of each ffscal
year.

7. Amounts of cash collections in
transit at the end of each month.

l0l.l2 Cosh

This is a debit balance (asset) account maintained to show cash col-
lections of aecrued interest receivable on advances.

127.41 Accrued lnterest Receivoble-Advances

This is a tlebit balance (asset) aceount maintained. to show the amount
of accrued interest receivable on outstanding advances. The debit
balance in this acconnt represents the total accrued interest receivable

5/8/U Poge I



7-18-21 Description of Generol ledger Accounls

on advances due the Government in connection with proiects in the
Region.

Debit this account with: Credit this account with :

1. Amounts of interest accrued 2. Amounts of cash collections rep-
on advances. resenting payments of accrued

interest receivable on advances.
3. Amount of accrued interest re-

ceivable on advances collected
by setoff at time of settlement
for purchase of bonds.

4. Amounts of accrued interest re-
ceivable on aclvances collecterl
by exchange of checks at time
of settlement for purchase of
bonds.

33L51 Regionol Ofiice Books-Account with Cenlrol Ofiice

This is a Regional interoffiee control account maintained to record
all transfers between the Division of Finance and Accounts and the
Regional Office.

Debit this account with:
6. Amounts of eash collections

of accrued interest receiv-
able on advances trans-
ferred to the Division of Fi-
nance and Accounts.

Credit this account with:
5. Amounts of interest earned on

advances transferred to the Di-
vision of Finance and Accounts
as of June 30 each fiseal year.

4I I.4t Interest Earned-Advqnces

This is a credit balance (income) account maintained. to record. the
amount of interest earned. on advances made for construction of projects
in the Region.

Debit this account with: Credit this account with:
5. Amounts of interest earned 1. Amounts of interest accrued

on ad.vances transferred. to on advances.
the Division of Finance and
Accounts as of June 30 each
fiscal year.

Poge 2 s/8/54



Administrotive Proctice Hondbook-Field Service

Part 7. Accounring ond fiscql Procedures

Chopte, 18. Areo Redeveloprnent Progrom

Trons-
qction

Number Dr.

727.41

101.12

101.12

1 See
entries.

7-18-22

Cr. firle

Accrued fnterest Receiv-
able-Ad.vances.

417.41 fnterest Earned-
Advances.
Cash.

127.41 Accrued Interest Receiv-
able-Advances.

Cash.
12I.47 Accrued fnterest Receiv-

able-Advances.

Cash.
l2l.4l Accrued fnterest Receiv-

able-Advanees.

Section 22

TYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRTATTON SYMBOT 86-13r /54405

Description

l. Amounts of interest ac-
crued on advances. Post-
ing media: Journal
Youchers.

2. Amounts of cash col-
lections representing
payments of accrued in-
terest receivable on ad-
vances. Posting med.ia:
Certifi,cates of Deposit.

3. Amounts of aecrued in-
terest receivable on atl-
vances collected by setoff
at time of settlement for
purchase of bonds.l
Posting media: Youch-
ars and, Sch,ed,ules of
Pa1trru,ents and related
supporting documents.

4. Amounts of accruetl in-
terest receivable on ad-
vances collected by ex-
change of checks at time
of settlement for pur-
chase of bonds.l Post-
iug media:. Vouch,ers
and, Schedules of Pay-
rnents, related support-
ing documents, and
Certifi,cates of Deposit.

101.12

Transactions Nos. 5 anal 6, Sections ?-18'13 and ?-18-16 for the relatstl bond purchass

Poge I5/8/64



7-18-22

Trsns-

oclion
Number Description

5. Amounts of interest
earned on advances
transferred to the Divi-
sion of Finance and Ac-
counts as of the close of
each fiscal year. Posting
media t Inter Office
Transf er Vouchers.

6. Amounts of collections
of accrueil interest re-
ceivable on advances
transferred to the Divi-
sion of Finance and Ac-
counts as of the close of
each fiseal year. Posting
media z Inter Ofi,ce
Iransf er Vou,chers.

7. Amounts of cash collee-
tions in transit at the
end of each month. Post-
ing media: Journal
Youchers.

8. Amounts of morrth-end
adjustments for cash
collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

Typicol Tronroctions With Appropriote Entries

Cr. fith

fnterest Earnetl-
Advances.

331.51 Regional Office Books-
Account with Central
Office.

Regional Office Books-
Account with Central
Office.

101.12 Cash.

Cash in Transit.
101.12 Cash.

Cash.
101.11 Cash in Transit.

Dr.

4tt.4L

331.51

101.11

101.12

Poge 2 5/8/64
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Administrotive Proctice Hondbook-Field Service

Part 7. Accounting ond Fiscol Procedures

Chopter 19. Acceleroted Public Works Progrom

7-19-1

Section I

INTRODUCTION

This procedure prescribes the f.scal and accounting requirements for
the Accelerated Public Works Program authorized by the Public Works
Acceleration Aet, Public Law 87-658, approved September 74, 7962.
Und.er this program the Ilousing and llome Finance Administrator is
authorized. to make grants to States and loeal governments as defineal in
the Act. This procedure relates only to the making of grants under the
program. The fiscal and accounting requirements for loans to applicants
for grants under this program are set out in Chapter 13, Public Facilit;,
Loans Program.

Generally accepted eommercial principles of accounting have been
employed in the system which provides for decentralized accounts on the
branch offrce principle. Control accounts with each Regional Office are
maintained in the Division of Finance and Accounts and contra control
accounts are maintained on the Regional Office books.

The procedure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts, Project
Grant Record,s and Cash Disbursements and Iteceipts Registers shall be
established and maintained. in accordance rvith the detailed instructions
contained. in Section 7-19-8.

7/24/64 Poge I



Administrolive Proctiee Hsndbook-Field torvice
Port 7. Accounting ond Fiscql Procedures

Chopter 19. Acceleroted Public Works Progrom

7-19-2

Section 2

PROJECT RESERVATIONS, PROJECT SUMAiARIES AND EXECUIED GRANT
AGREEillENTS

Applications for grants will be acknowlcdged by the Regional Di-
rectors of Community Facilities.

Ilpon the completion of technical reyieivs of an application, if it is
determined that approval ean bo recommended, the Regional Director
rvill transmit a request for funtl reservation (Forrn C\-A'-1.1, Itu,nd
Reseruation Ordcr) and prcss release date to the Community Facilities
Commissioner. After CFA approval aurl the prevalidation of funds by
the Division of Finance and Accolults, the Division of Finance and Ac-
counts will transmit one copy of Forrn CFA-11 to the Administrative
Division of the Regional Office and one copy to the RegioIra1 Director
of CFA.

The Division of Finauce and Aecounts has established and rnaintains
overall control records of reservations. These records eontrol the incli-
vidual reservation r:ecords maintained in the Regional Offices.

When a funcl reservation clecrease is indicated on pro.ject summarics
and revisions thereof, or *,here ther:e is a clecrease resulting from the
rvithdrawal or rcjection of grant offers, or a decrease is indicated on
an amendatory agreement, the Administrative Divisiorr shall prepare
Form H-200.59, l{ot'icc of Decrease of Funcl Rcseruation, u'hen such a
tlecrease becomes effective (see Exhibit A).

The effective date of such reseryation decleases is the approval rlate
of a revised project suunlary lvhen there is no existing grant agreement
or outstanding grant offer; the acceptauee date of an amendatory agree-
ment; or the date of the letter returnirrg the offer, rejecting the offer, or
notifying the applicant of a grant reduction due to an undermn of
project costs.

After final grant disbursement has been lnade for a project and upon
receipt of a Form CFA-150-AP\Y, Pro,Tect Conr,pletion RcTtort, F'onn
H-200.59 shali be prepared to caneel the unclisbursed commitment, if
any. The Form H-200.59 shall indicate a decrease in reser\ration,
project summary, ancl agreelment arnounts, follos'ed. by "basetl on CFA-
150-APW."

Forrn I{-200.59 shall be preparecl in an original and trvo eopies. One
copy shall be attached to the docurnent forming the basis for the
decrease and shall be posted immediately to the Form H-200.57, Pro jcct
Grant Rccord (see the instruetions in Section 7-19-8 uncler the heacling
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7-19-2 Proiect Reservolionr, Projecl Summories
ond Execuled Gronl Agreemenls

Subsidiary Project Grant Records). The original and second copy of
the Form H-200.59 shall be forwarded at the close of business each day
to the Division of Finance and Accounts which will post the original to
the control record and forward the copy to CFA.

The program procedures provide for a copy of each approved proj-
ect summary and revision thereof, and a conformed. copy of each ex-
ecuteil grant agreement and amenilment thereof to be forwardecl to thc
Division of Finance and. Accounts.
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Proiect Reservotions, Proiect Summories snd
Execuled Gront Agreoments

7-19-2

EXHIBIT A
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Administrotive Proctice Handbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 19. Acceleroted Public Works Progrom

7-19-3

Section 3

PREVAI.IDATING GRANT OFFERS

Prograrn procedrlres provicle for the submission of all Forms CFA-
1727, Grant Ofl'er, arcl arrrerldrncrrts thereto, to the Administrative Divi-
sion for prev&lidation prior to being signed by thc Regional Director of
Comriirrnity Facilities. Thi: r'equirelnents for prevalidatiot of Grant
Offers are set forth belorv. For the prevalidatiorl erltries to be macle on
the subsicliary records, refer to the instructions in Seetion 7-1.9-8 under
the heading Subsicliary Projcct Grant Rccords.

(1) Ilpon receipt of an origirral Grant Ofler, or an arlendatory Grant
Off er represerlting a grant increase, verify the amount of the grant
as sho\,vu on the Grunt Offer u'ith the arnount of the l,'onn CFA-
7119, Projr:ct Sumntary, shou'n on the applicable Project Grant
I?.1:cctrtl (Co)urnn 9, Exhibit A, Section 7-19-8). If the amounts are
in agreenrcnt the worcl Prevalidatr:cl, followed by the date and
signature of tlrtl person authorized to prevalidate, shall be inserted
on tlre project file copy of the Grant Offer immediately below the
space provided for the signaturc of the Regional Director of Com-
munity Facilities. 'lhe origirral and all copies of the prevalidated.
Grant Offer shall be returned to the Chief, Public Facilities Opera-
tions Branch. If the amounts shown on the Grant Offer and. onthe
Project Su,mm,o,ry are not in agreeurent, the Grant Offer shall be
returned without prevalidation anrl no errtry shall be made on the
Project Grant Record.

(2) Upon recc.ipt of an arnendatoty Grant Offer representing a grant
decrease, r,erify the amount shor'vn in the amendatory offer with the
arnount of the grant shown on Form CFA-105, Reuised, Project
Summary, whicir u'ill not have been reeorcled on the Project Grant
Record pending receipt of the fully executed amendatory grant
agreement. If the applicable amounts are in agreement, the amend-
atory Grant Offer shall be prerraliclated and the documents disposed
of as provided in item (1) abor.e. If the amounts shown on the two
documents involvecl are not in agreement, the amendatory Grant
Offer shall be returned without prevalidation and no entry shall
be made on the Project (]ratr,t Record,.
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Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond tirql Procedures

Chopter 19. Acceleroted Public Works Progrom

7-194

Section 4

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts aud
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transf er Vouch,er, prepared in tluplicate 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. Inter Office Transfer Vouchers shall be
prepared and forwarded immediately; however, vouchers which cannot
be forwarded in sufficient time to permit entry in the accounts of the
receiving office prior to the entl of the month in which the transactions
occur shall be prepared and submitted as of the first working day of the
following month. Inter Office Transf er Vouch,ers prepared by Regional
Offiees shail be addressed to the Division of Finance and. Accounts and
Regional Offices located west of the Mississippi River shall forward the
clocuments by airmail.
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EXHIBIT A
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7-194 Funds

EXHIBIT B
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Administrorive Proctice Hsndbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 19, Acceleroted Public Works Progrom

7-19-5

Section 5

FUNDS

The follorving symbol and title have been assigned by the 'Ireasury
Department for use in eonnection with funds of the Acceleratetl Public
Works Program:

Symbol Title

86-110080 Public'WorksAcceleration, Executive (Transfer to
Housing and Home Finance Agency), Fiscal Year

Disbursing authority may be requested from time to time, as neetled
for projects under contraet, in an amount which when added to the
balance of disbursing authority then on hand will be sufficient to eover
all undisbursed eontracts. When. funds are needed, the Regional Office
shall prepare ar Inter Ofi,ce, Transf er Vouchar, in duplicate, completing
thc Transfer Voucher No. and Date fssued bloeks on the form, ancl mail
a copy to the Division of Finanee and Aecounts. (See Exhibit A.) The
date shown in the Date fssued block shall be the date that the copy of
the voucher is mailed. The Regional Office shall post the transfer in its
accounts on the basis of the retained original, which shall be consid.ered
as accomplishetl. Such Inter Office Transf er Vou,ch,ers, when received in
the Division of Finanee and Accounts, will serve both as requests for
disbursing authority and as the actual doeuments by whieh required
transfers are effected. A separate Inter Ofi,ce Transf er Vou,cher shall
be prepared for each appropriation applicable to a request for disburs-
ing authority.

If at any time the amount of funds transferred to a Regional Office
exceceds the total amount of undisbursetl commitments, such excess
amount shall be returned promptly to the Division of Finanee and
Aecounts in aecordance with Exhibit B.
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EXHIBIT A
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EXHIBIT B
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Administrative Proctice Hondbook-Field Service

Psrt 7. Accounting ond Fiscol Procedures

Chapler 19. Acceleroled Public Works Progrom

7-19-6

Section 6

DISBURSEMENTS

A disbursemeut for a grant under this program shall not be made
until a fully executed grant agreement between the Government and
the applicant is on file in the Regional Of6ce and unless there is a
sufficient balance in the Regional Office cash account to cover the
transaction. Disbursements for the payment of the cost of auditing
grant-only projects (which are direct charges against the grant funds)
shall not be made unless the executed contract between the Government
an<l the public accountant is on file in the Regional Office and unless
the Regional Director of Community Facilities indicates his acceptance
of the audit rcport on the basic document. The amount of the final
grant disbursement shall bc withheld pending audit of the project anrl
when paid shall be rerlucetl by the amount of the audit fee paid to the
public accountant.

The requirements for disbursements under the program are sum-
marized as follows:

(1) The original and memorandum copies of each completed basic
document, such as Form CFA-7130, Requ,isition and, Voucher f or
Grant Pagment, surnamed and signed by the authorized pro-
gram and legal personnel and signed by the Regional Director
of Community Facilities, or certified.Inaoice or S.F.1034,Public
Youclt er f or Pu,rchases and Seruices Other Than Personal, signed
by the Regional Director, will be received in the Administrative
Division.

(2) The basic documents and attachments, if any, shall be examined
in the Administrative Division against the related grant agree-
ment or audit contract to ascertain that all requirements are
fulfilled and that the disbursement is proper. It shall be deter-
mined: (a) that the amount of the undisbursed commitment as
shown on the applicable Form H-200.57, Project Grant Recoril,
is not less than the proposed disbursement; (b) that the grant
agreement's provisions relating to the d.isbursement of funds on
a percentage basis are being met; (c) that all required approvals
by authorized program and legal personnel have been indicated;
(d) that an audit has been made at the required. time; (e) that
the audit report has been accepted by the Government; antt (f)
that the requisition for final grant disbursement has been
adjusted for the cost of the project audit and for any exceptions
contained in the audit report.
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7-19-6 Disbursemenls

(3) Aftcr dctermiuiug that the proposed clisbursernent is in order,
S.F. 1166, Votccher ancl Sch,edule of Paymenfs, shall be prepared
antl submitted to the Treasury Regional Office requesting that
a check be drawn and delivered in accordance with the instruc-
tions thereon. (See ltrxhibit A.) The instructions in Section 7-1-5
relative to processing, numbering and filing of disbursement
documents (basic documents and Vouclters and, Schedul,es of
Pagments) shall be followed, except that the posting copies shall
be filed in accordance with Section 7-1-3.

Disbursements of grant funds shall be recorded in the monthly Cash
Disbursements and Receipts Register for subsequent entry into the
General Ledger (refer to the instructions in Section 7-19-8 under the
heading Monthly Cash Disbursements and Receipts Register). Also see
Transaction No. 2, Section 7-19-72 for the General Ledger entry. For
the postings to be made to lhe Project Grant Record, refer to the
instructions in Section 7-19-8 under the heading Subsi<liary Project
Grant Records.
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EXHIBIT A
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Administrotive Prqctice Hondbook-Field Service

Pnrl 7. Accounting ond Fircol Procedures

Chqpter I9. Acceleroted Public Works Progrom

7-19.7

Section 7

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Aecount
101.12 Cash for those transactions which have not been accomplished,
including collections received duriug the closing hours of the accounting
periotl (month). AII such adjustments shall be recortled on the basis of
journal entries as follows:

(1) Adjustments for the amount of collections in transit shail be
recorded. in the General Ledger in accordance with Transaction
No. 5, Section 7-19-72. At the beginning of the following month,
such entries shall be reversed in aecordance with Transaction
No. 6.

(2) Atljustments for the amount of unaccomplished disbursements
shall be recorded in the General Ledger in accordance with
Transaction No. 3, Section 7-19-72. At the beginning of the
following month, the adjustments shall be reversed in accord-
ance with Transaction No. 4.
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EXHIBIT A
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Administrotive Proctice Hondbook-Field Service

Pqrt 7, Accounting ond Fiscol Procedures

Chopter I9. Acceleroted Public Works Progrom

7-194

Section 8

BOOKS AND RECORDS

A General l-.ledger and indiviclual subsidiary project grant records
shall be established anrl maintained by each Regional Office. The
posting media for General Ledger entries are identified in Section
7-19-72 and for subsidiary project grant records in the instructions
in this section under that heading. After each document has been
posted, a notation to that effect shall be made thereon or, in the case of
documents; such as, originals of executed grant agreements, grant
agreement amendments and waivcrs, 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. Such notation shall show the
posting datc and be inititrled by the employee who posted the trans-
action.

GENERAT TEDGER

Separate General l-.iedger accounts shali be established and maintained.
for each appropriation on S.F. 1014-Revised, General Ledgar, in accord-
ance with the Chart and Description of General Ledger Accounts pre-
scribed. in Sections 7-19-10 and 7-19-11. Refer to Section 7-19-72 f.or
the Typical Transactions with Appropriate Entries antl for the docu-
ments which support such entries in the accounts.

SUBSIDIARY PROJECT GRANT RECORDS

A separate Form H-200.57, Prolect Grant Record,, shall be established
upon receipt in the Administrative Division of a Form CF:A-J.I, Fund,
Reset'oation Order. Each individral Proiect Grant Record establishecl
shall be identified to the appropriation against lvhich the fund. reserva-
tion is charged. Such appropriation wili be indicated on the related
Form CFA-11 prevalidated by the Division of Finanee and Accounts,
and the appropriation symbol shall be stamperl on the record card to
the right of the w-ords Project Grant Record. If funds for a project are
reserved against more than one appropriation, a separate Project Grant
Record, shall be established for each appropriation involved. Each
record card. so established shall be stamped with the symbol applieable
to the appropriation against which that portion of the funds is reserved.

BacbProject Grant Record, shall show the Region number, the project
number, the grant agreement number, when assigned, and the name
and address of the applicant. The section for remarks may be used for
7/24/54 Poge I



7-19-8 Books ond Records

the iuclusion of any additiorral inforrrratiorr or refcrcrlces that may be
cleemed appropriate.

Project grattt records shall be posted cur:rcntly from Forms CFA-
7130, Requ,isil,ions antl Vouclt,ers f or Grant Paym,cnts, which support
S.F. 1166, Youchars and, Schcclul;es of Paym,erzfs; S.F. 279, Cartifi,cates
of Deposit; Fund, Reseraation Orders; project summaries, grant agree-
ments and amendments thereto; Forms H-200.59, Notices of Decrease of
Fund. Reservation ; etc.

The effective date of the disbursement shall be the date on which the
check is drawn by the Treasury Regional Offrce as shown on the accom-
plished copy of the Vou,cher an(l Sclleclule of Pagmenfs returned to the
Regional Office.

The information to be recorded. on each Project Grunt Rccord shall
be in accordance rvith the following instructions tvhich have been num-
bered to correspond to the parenthetical numbers on Exhibit A:

(1) Show date of entry.
(2) Enter the effective date of the Reservation as shou,n in Section 5

of Form CFA-11, the dates of approval of original and reviscrl
project summaries and the effective dates of the graut agr"ee-
ment, grant agreement amendments, disbursements, etc.

(3) Cite posting documerrt or brief d.escription of transaction.
(4) Enter amount of Reservation and increases thereof as shown by

Form CFA-11.
(5) Enter decreases in amount of Reservation as shown by revised.

Forms CFA-11, Form H-200.59 (supported by project sum-
maries and. revisions thereof, notices of rejection of grant offer,
grant agreements and amendments thereto, letters terminating
the grant agreement, letters notifying of grant reductions due
to underruns, and Forms CFA-150-APW, Project Cornpletion
Reports).

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

(7) Enter amount of project grant and. increases thereof as shown
by project summaries and revisions thereof.

(8) Enter decreases in arnount of project grant as shown by Form
H-200.59 supported by revised project summaries and Forms
cFA-150-APW.1

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

(10) Enter the amount of the project grant and increases thereof
shown by the executed agreement and executed amendments
thereto.

1 Decreases in project sumrnaries will be entered only when thero is no existing grant
agr€ement; otherwise the decreeses will be eutered when ths agreement has beeu amended
to reflect the decresse.
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Books snd Records 7-19-8

(11) Enter decreases in the amount of the project grant as shown by
Form H-200.59 supported by executecl agreement amendments
and Forms CFA-150-APW.

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

(13) Enter amount of project grant funds disburseil as shown by
Form CFA-1730, Requ,isition and Votr.clter f or Gra,nt Paglment,
and by S.F. 1166 for cost of project audits.

(14) Entcr amounts of refuncls as sho'nn by Ccrtificates of Deposit.
(15) Entries in column (13) increasc the previous balanee in this

column and entries in eolumn (14) clecrease the previous
balance.

(16) Entries in columns (10) antl (14) increase the previous balance
in this column and entries in columns (11) and (13) decrease
the previous balance.

(17) Enter the prevalitlation date of the original grant offer ancl
amenilator:y grant offer. Upon receipt of thc fully exeeuted
original grant agreement or amendatory grant agreement, or
upon receipt of evidenee of the rejection or withdrawal of a
grant offer, cntries previously made in this column shall bc
lined out.

(18) Enter the amount of the grant shorvn in thc original grant offer;
enter without parentheses the differenee between the amount of
the amendatory grant offer representing a grant increase and
the amount sholn in column (12); enter with parentheses the
tlifference betrveen the amount of the amendatory grant offer
representing a grant deerease and the amount shorvn in eolumn
(12). Upon receipt of a fully exe cutecl original grant agreement
or amendatory grant agreement or upon reeeipt of evidenee of
the rejection or rvithdrawal of a grant offer line out the entries
made in this column.

RECORD OF CO'IAPIEIED PROJECTS

A Reeord of Completetl Projects shall be established and maintained
for each state, by appropriation, in accordance with Exhibit B. Upon
completion of a project (undisbursetl commitment retluced to a zero
balance) the project number and net amount of the grant shall be
recorded in the Recortl of Completecl Projects antl the Proiect Grant
Record, stamped "Completed." The date of the entry in the Record. of
Completecl Projects shall be indicatccl on the Project Grant Record,
belorv the word CompJeted.

FII.ING CANCELED AND COMPI.ETED PROJECT GRANT RECORDS

Aftr,.r the final rcports of canceletl projeets have been preparetl ancl
submittetl to the Division of Finance and Accounts (see Section 7'19-9),

7/24/54 poge 3



7-19-8 Books ond Records

the related Project Grant Recortls shaii be transferred to a separate
section of the file reserved for eanceled projects. The canceled section,
appropriately identified, shall be maintained accortling to state antl
appropriation rvith the reeords filed numerically by projeet number.

After completetl projeets have been recorded in the Record of Com-
pleted Projects antl reported to the Division of Finanec and Aeeounts
(see Seetion 7-79-9), the related Project Grant Records shall be trans-
ferred to a separate seetion of the file reserved for completecl projects.
The eompletetl seetion, appropriately identifiecl, shall be maintained
aeeording to state and appropriation rvith the recorcls filed numerieally
by project number.

MONTHTY CASH DISBURSEMENTS AND RECEIPTS REGISIER

A monthly Cash Disbursernents and Iteeeipts Register shall be estab-
lished for each appropriation at the beginning of eaeh month, whieh
rvill scrve as a book of original entry. The information to be recorderl
in the Cash Disbursements antl Reeeipts Register shall be in accorclance
rvith the following instructions rrhich have been numberccl to eorrespond
to the parenthetical numbers on Exhibit C:

(1) Enter the appropriation symbol.

(2) Enter the month and year.

(3) Enter the certifieation date of You,clters aniL Sch,cd,u,lcs of Pa11-
nxents and the preparation date of Certifi,catas of Dcytosit.

(a) This column shall be usetl only when additional iclentification is
necessary.

(5) Enter the document number.
(6) Enter the amounts of Vouclters and, Sc'hcdu.les of Pagments.
(7) Enter the amounts of Certilicates of Depos,it.

At the end of each month columns (6) and (7) shall be totaled to
arrive at the total amount of receipts and disbursements for the month
for the appropriation. Thc total obtaineil from column (6) shall be
recorded in the General L.iedger, on the basis of the rcgister, in accorcl-
ance u,ith Transaction No.2, Scction 7-19-12, and the total of column
(7) shall be recorded in accordanee with Transaction No. 7.
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7-19-ABooks ond Records

EXHIBIT A
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7-19-8

EXHIBIT B

Books snd Records

Statc

Reglon llo. _

Sheet Fo,

net Alount of Crant

I

SflISI}XJ A.ND XCI.IE FINANCD ACEI{CI
offlce ol the Adrlnlgtrator

ACCE',DNATBD PUBLIC WOBI(S PROGRAI.(

RECOBD OF COMPI,E'IED PRq'ESIS

fuse rubber staEp)

p gt
+t r

E E3
3oa
EO
oo idao16.€ o&

a
OLqo

ccqk
0.itu ta3Pro

-C+5a q 
",vaEaodo^oa
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+cEi&do! EPT!rctuo6!aa!o
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A?proprlatlon SyDbol

ProJect NEber Ilet AEount of Orant PloJect lluber
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Books qnd Records 7-r9-8

EXHIBIT C

CASE DISBIJBTiN.ENTS AND FXCEI?TS REOISTEIT
ACCEI.ERAIED PUBTIC UORI(S PBOGBAI.{

Approprlatlon (r) Month of (2 ) __, 19_

Docuetrt
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Administrotive Proctice Hondbook-Field Service

Porl 7. Actounting ond Fiscal Procedures

Chopter I9. Acreleroted Public Works Progrom

7-19-9

Section 9

REPORTS

The reports referred to in this section shall be forwarded to the
Division of Finance and Accounts as provided below.

STATE'\AENT OF GENERAT I.EDGER BAIANCES

As of the end of each rnonth after all entries for the month have beeu
posted, the balances shown in column (15) of each Form H-200.57,
Project Grant Record, shall be totaled ancl such total shall be recon-
ciled with the balance of the related Gerreral Ledger control accounts-
total of Accounts 541.11 and 321.21.

A separate trial balance of the General I-redger accounts maintaincd
for each appropriation shall then be takeu and reportcd on Form
II-200.60, Statement of General Leclger Balances, properly identified
as to the program and the relaterl fund symbol. Such reports shall be
transmitted. in accordance with Section 7-1-8. In atldition to the rcgu-
lar trial balance as of June 30 each year, a post closing trial balance
shall be submitted after fiscal year closing entries have been made.

PROJECI GRANT REPORTS

A photocopy of each Projeat Grant Record, shall be prepared and
submitted to the Divisiorr of Finance and Accounts as follows:

1. Open appropriation projects
(a) Reports of activc projects shall be submitterl on the first

business day following the close of each month.
(b) Reports of cancelcd arrrl completecl projects shall bc sub-

mitted on the first business day following the close of the
month in which cancellation or completion is effective.
Further reporting is not rcquired after the final report is
submittetl.

2. Expired appropriation projects
(a) Reports of active projects shall be submitted on the first

business day follorving the close of each calendar quarter.
(b) Reports of canceled and completed projects shall be sub-

mitted on the first business day following the close of the
month in 'lvhich canccllation or completion is effcctive.
Further reporting is not required after thc final ::eport is
submittetl.

7/24/64 Poge I



7-19-9 Reporls

A photocopy of each Record of Completed Projects (see Exhibit B,
Section 7-19-8) shall be submitted on the first busirress day following
the elose of each month. When the Record of Completed Projects
irrvolves the use of more than one page, only the page(s) on rvhich
entries have been lecorclecl since the prcvious rr:portiug period shall be
reproduced.

Poge 2 7 /24/64



7.I r.l 0

Section l0

CHART OF GENERAL TEDGER ACCOUNTS

Cotegory

101
Cash:

20L
Accounts
Payable:

32r
Unreserved
Surplus (or
Deficit) :

ool
ddl

Real and
Nominal
Accounts

541
Grants

Accounl

Number Title

101.11
101.12

AS5ETs

Cash in Transit
Cash

lIABITITIES

201.11 AccountsPayable

CAPITAT

32L.21 Cumuiative Grants

INTEROFFICE CONTROL ACCOUNTS

331.51 Regional
Office

Office Books-Account with Central

EXPENSE

547.77 Grants

7/24/54 Poge t
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Section I I

DESCRIPTION OF GENERAT I.EDGER ACCOUNTS

l0l,lI Cosh in Tronsit

This is a debit balance (assct) account maintained to record cash
colleetions in transit at the end of each month.

Administrotive Prqctice Hondbook-Field Service

Porl 7. Accounring ond Fiscol Procedures

Chopter I9. Acceleroled Public Works Progrom

Debit this account with:
5. Amount of cash collections in

transit at the end of eaeh
month.

Debit this account with:
1. Amounts of funds transferred

from the Division of Finance
and Aceounts for project
grants.

3. Amounts of project grant
bursements which have
been accomplished by the
Treasury Regional Office at the
end. of each month.

6. Amount of month-end adjust-
ment for eash eollections in
transit reversed. as of the begin-
ning of the following month.

7. Amounts collected represent-
ing refuncls of project grant
funds.

7-19-11

Creclit this account rvith:
6. Amount of month-encl adjust-

ment for cash collections in
transit reversed as of the begin-
ning of the following month.

lOLl2 Cosh

This is a debit balance (asset) account maintainecl to show the un-
expended cash balance available to the Regional Office for making proj-
ect grants.

Credit this account rvith:
2. Amounts of vouchers scheduled

for payment of project grants
and project audit costs.

4. Amount of month-end adjust-
ment for unaccomplished proj-
ect grant disbursements reversed
as of the beginning of the fol-
lowing month.

5. Amount of cash collections in
transit at the end. of each month.

8. Amounts of excess project grant
funds returned to the Division
of Finance and Aceounts.

dis-
not

7 /24/64 Poge I



7,I 9-I I Doscription of Generol ledger Accounts

20l.II Accounts Poyoble

This is a credit balance (iiability) account maintained to record the
amount of cash disbursernents which have not been cleared through the
Treasury Regional O{frce at the end of each month.

321.21 Cumulalive Gronts

This is a debit balance (capital) accourlt maintained to shorv the
cumulative amount of project grants disburrsed in prior fiseal years.

Debit this account with: Credit this account $'ith:
9. Amount of project grants dis-

bursetl each fiscal year trans-
ferred from Account 541.11 as
of June 30 of each vear.

331.51 Regionol Ofiice Books-Account With Centrol Ofrice

This is a Regional interofficc control account maintained to reeord
all transfer transactions betrveen the Division of Finance and Accounts
and the Regional Offrce.
Debit this account with: Credit this accor-rnt u'ith :

8. Amounts of excess projcct 1. Amounts of funds transferred
grant funds returned to the from the Division of Finance
Division of Finance and Ac- and Accounts for project grants.
counts.

54t.I I Gronts

This is a debit balance (erpeuse) accouut maintained to record the
net amount of project graut funds disbursed during each fiscal year.

Debit this account rvith:
4. Amourrt of month-end adjust-

urent for unaccomplished proj-
ect graut disbursements re-
versed as of the beginning of
the following month.

Debit this account rvith:
2. Anrounts of vouchcrs schedulecl

for payment of project grants
ancl project audit costs.

Credit this account nith:
3. Amounts of project grant dis-

bursements rvhich have not been
accomplished by the 'Ireasury
Regional Office at the end of
each month.

Credit this account rvith:
7. Amounts collected represent-

ing refunds of project grant
funds.

9. Amount of project grants dis-
bursed each fiscal year trans-
ferred to Account 321.21 as of
Jurre 30 of each year.

Poge 2 7/24/54



Adminislrqtive Practice Hondbook-Field Service

Port 7. Accounling ond Fiscal Procedures

Chopter 19. Accelersled Public Works Progrom

Trsns-
qclion

Number Description

1. Amounts of furrds transferred
from the Division of Finance
and Accourrts for project grants.
Posting media:. Inter Office
Tronsf er Vouchers.

2. Amounts of vouchers scheduled
for payment of project grants
and project audit costs. Posting
media: Monthly Cash Disburse-
ments and Receipts Register.

3. Amounts of project grant dis-
bursements which have not been
accomplished by the Treasury
Regional Office at the end of
each month. Posting med.ia:
Journal, Vouchers.

4. Amount of month-end adjust-
ment for unaccomplishetl proj-
ect grant disbursements reversed
as of the beginning of the fol-
lowing month. Posting media:
Journal, Vouch,ers.

5. Amount of cash colleetions i:r
transit at the end of each month.
Posting media: Journol, Youch-
ers.

6. Amount of month-entl atljust-
ment for cash collections in
transit reversed as of the be-
grnmng
Posting

of the following month.
media: Journol,Youch-

Section I2

IYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES

7-19-12

rirlo

Cash.
Regional0ffice
Books-Ac-
count with
Central Office.

Grants.
Cash.

Dr.

101.12

541.11

101.12

201.11

101.11

101.12

Cr.

331.51

101.12

Cash.
201.11 Accounts Pay-

able.

Accounts Pay-
able.

101.12 Cash.

Cash in
Transit.

101.12 Cash

Cash.
101.11 Cash in

Transit.

7 /24/54
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7-19-12

frons-
oclion
Number Description

7. Amounts collected representing
refunds of project grant funds.
Posting media: Monthly Cash
Disbursements and Receipts
Register.

8. Amounts of excess project grant
funds returned. to the Division
of Finance and Accou:rts. Post-
ing media: Inter Office Trans-
fer Vouchers.

9. Amount of projeet grants dis-
bursed each fiscal year trans-
ferred to Account 321.21 as of
June 30 of each ffscal year. Post-
ing metlia : Journal, Vouch,ers.

Typicol fronsoctions Wirh Appropriole Enlries

Dr, Cr. rilb
Cash.
Grants.

101.12
541.11

331.51 Regional Office
Books-Ac-
count with
Central Office.

101.12 Cash.

Cumulative
Grants.

541.11 Grants.

327.27

Page 2 7/24/64
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Administrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 20, Solories ond Expenses

7-20-t

Section I

INTRODUCTION

This procedure prescribes the fiseal anal accounting requirements for
administrative expenses of the Office of the Administrator. Funds for
this purpose are appropriated. each fiscal year under Symbol 86 0100,
Salaries and Expenses, Office of the Administrator, Housing and Home
Finance Agency, 19-. Each such appropriation is available for in-
curring obligations only during the specified fiscal year.

The General Ledger accounts, the Allotment Ledger and supporting
Distribution by Object Class Accounts, shall be establishcd and main-
tained in aecordance rvith the detailed instruetions contained in Sec-
tion 7-20-16. The accounting system provides for deeentralized accounts
on the branch office principle. Control aceounts rvith each Rcgional
Office are maintained in the Central Office Division of Finance and
Accounts and contracontrolling accounts are maintained on the Re-
gional Office books.

D
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)

)

)

I
I
a
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Administrotive Prqctice Hondbook-Field Service

Porl 7. Accounring ond Fiscol Procedures
Chopter 20. Solories ond Expenses

7-20-2

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions except Aduices of Allotmenfs, Forms H-158, be-
tween the Central Office and Regional Offices shall be supported in each
instance by a Form TI-2l9,Inter Office Transf er Voucher, prepared in
duplicate by the originating office. The original only shall be forwarded
to the receiving of6ce for posting purposes. The issuing offree shall
post in its accounts on the basis of the retained copy. Unless the
Division of Finance and Accounts issues specific instructions to keep
the books open beyoncl the end of an accounting period, Inter Office
Transf er Vou,chers 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 transactions occur. Such documents pre-
pared by Regional Ofifrces shall be addressed to the Division of Finance
and Aecounts. Regional Offices loeated. west of the Mississippi River
shall forward the documents by airmail.

t2/s/61 Poge I



Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 20. Solories ond Expenses

7-20-3

Section 3

ATTOTMENTS

AII allotments and revisions thereof will be issued on Aduica of
Allotment, over the signature of the Director, Division of Budget and
Management, or his designee. Original allotment adviees are forwarded
to Regional Ofifices through the Division of Finance arrd Accounts for
reeording in the Allotment Ledger. Sueh allotments represent au-
thorization to create obligations during a specific period and to expmd
funds in payment thereof. Obligations may not be incurred. until an
Ad,oice of Allotmenf covering authorization for such period has been
received by the Regional Offiee in an amount sufficient to cover the
obligation.

fn eases rrhere annual appropriation action has not been conclutled
at the beginning of the fiscal year, or the operating budget has not
been administratively determined, interim allotments (see Exhibits A
antl B) will be issued. Subsequent allotment inereases rvill inelude the
amounts of previous interim allotments and allotments issuecl upon
deterrnination of the operating budget rvill specify the total amount
rvhieh may not be exeeedecl through the encl of each quarterly pcriocl
(see Exhibit C).

Upon reeeipt of an Ad,aice of Allotm,enf by the Regional Office, the
amount shown for the applicable quarter in the column headed Change
Authorized shall be recorded in the Allotment Ledger. (See instrue-
tions under the heading Allotment Ledger in Section 7-20-16.) Amounts
allotted for the second and suceeeding quarters shall not be recorcled
earlier than the flrst business day of the applicable quarter.

The eurrent month total of allotments as sho$m in the Monthly Sum-
mary of Allotment f:edger Totals (see instructions in Section 7-20-16
under that lleading) shall be recortled in the General Ledger at the
close of each month (see Transaction No. 15, Seetion 7-20-20).

t2/5/61 Poge I



Allotments 7-20-3

EXHIBIT A

Fg
ll0-rl, SOUSITG rl{D SOIIE FINTTCE IOEIISI

ol?lct ot laa lrtrrrartrlol

ADVICE OF ALLOIXEI{T

M. L. CrsPfold
negloEl AdDlnlstrator
Reglon X
(eddress: Stleet No,, Clty and State)

Julv 6. 19

Ptscal Year 19_

86 O1OO salarles &nd Expenses, Offlce
9f tbe Adrlnlotrato!, Bouslng
and gooe flnance Agency, 19_ $I10,00o $Ll+O,000

t:

Tbe above lB an lnterlo
suppleEeDted xhen budget

allotoent to bc
i lB detemlned.

tsiF.r...) llttl.t
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7-20-3 Allotments

EXHIBIT B

L!S EOUSINC ND IIO}IE FII{ANCE AOEI{CY

ADVICE OF ALLOTHENT

Itr0lrtrr IO 11... .^d Lo..ttc^l

M. L. Crarforil
Reglonrl AdDlnlstrator
Reglon X
(Addrees: Strect tlo., Ctty Enil State)

Augu8t 3, 19

Fi6ca1 Year 19

85 Oloo ss16rles and ExpenscB, oflice
of the Ad!1n1!tra!gr, EouBlDg
qna B@e Flnqncc Agency, 19_ $110,000 $100,000 $21+0,000

Ibe 6boyq ls sD lDtcrlB allotaeDt lncresse for the flrot qurtcr.

r-m't

(fitt't

t2/5/61



Allolmentr 7-20-3

EXHIBIT C

Lr$
( 10-t 1, EOUEINO A}ID HOIE FINTICE AOEilCY

rrrri r ttrttoi

ADVICE OF ALLOIHEI{T

LL0rrarI IO fX.r. .^/ Lo..t i.^)

lJ. L. Cr.rford
ReEional Adninistreto!
Reglon X
(Addressr Street No., City ed St.te) ttto

DESCRIPIIOT

86 0100 Ssluies sd Expenses, Offlce
of the Adnlnistrator, Housirg
sd fiore Flnece Agency, 19_

First, quarter all.otment
Second quat€r .llgtnent
Ttlrd quuter al1otnetrt
Fouth quuter rll,otment

CMuIative!

-----Tirst 
qu.lter all-otmetrt

Secohd quarter .ltotrnent
Third quarter alLotment
Forth querter &lLotment

Lirited traEl.s defined beloc

S2Lo,ooo
-0-
-o--0-

s 9,000
2Lo,ooo
2L2,'lco
2!5rooo

lr0r000

$215,ooo
2!o,ooo
2l!2,7@
215,0@

21+5,ooo
L85,ooo
727,700
972,7OO

1r0,000

LirLtatlon on use of above funds for trsEl in folloxing progrils:

Ceneral lgency Supervjsion
Urbe Renewal Coordlnation
ConsoM!t€d C@pl!.trce Activities
Urb.n Reneral - Adninistratire
Vo1ut.!y Hore l{ortgsge Credit
Public l,lorks pl.ming Advancee
Liquld.ting Plogrmg
CoIIege Housjrg - .Adninlstrativ
Clvil Ibfense ?tsnirg

/sian.hr., (?itt.)

t2/5/67



Administrotive Proctire Hondbook-Field Service

Port 7. Accounting ond Fircqt Procedures

Chopter 20. Soloriet ond Expenres

7-20-4

o
Section 4

FUNDING AI.IOTMENTS

Uporr receipt of an Ad,aice of Allotment for a Regional Offrce, the
Division of Finance and Aceounts will prepare aa Inter Office Transf er
Youcher, in accordance with Exhibit A, to transfer amounts from the
Central Office cash account to the applicable Regional Office cash
account. Such transfers of cash balance will usually be made for the
full amount of the allotment as shown in the column of the Aduice of
Allotment headed Change Authorized. In those cases where the allot-
ment cannot immediately be funded in full, and only a portion of the
funds is being transferred, the Division of Finance and Accounts x,ill
furnish an explanation to the Regional Office on the Inter Office Trans-
f er Voucher. Thereafter, additional funds will be transferred as soon
as possible to bring the total amount of funds transferred into agree-
ment with the amount shown in the column of the Aduice of Allotm,ent
headed New Allotment. Sueh transfers shall be recorded in aecordance
with Transaction No. 1, Section 7-20-20.

t2/5/51 Poge I



funding Allotmenrs 7-204

EXHIBIT A

HOUSINC A}ID IIOME FINANCE AOENCY
0arrcE oF rrE rrrrxraTr^toa

It{TER OFFICE TRANSFER VOUCHER
July ?. 19

D.C
rtctirri6 ofrrct\

(Lcetlon of

DETAIL OF TRAXSFER OR I.ISIIXG OF ATTACIIED DOCUXEIiTS

Selarigs and Erpenses
86 0100

Te tresfer caeh balilce in the eout of SJ-lroroOO in ordor

to fud the Allotnent datad Ju\y 6, 19_, Advico llubcr _.

.3r1.-- 101.1.2 $Ilr0r0O0 101.12 ))L.5L l1l+oro@

No. 1, 7-20-20)

E2rt (?-5r)

t2/5/61
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Administrstive Prqctice Hondbook-Field Service

Porl 7. Accounting ond Fiscal Procedures
Chopter 20. Solqries cnd Expenses

7-20-5

Section 5

OBTIGATIONS INCURRED

Obligations shall not be incurred. unless properly authorized by law
and unless the unobligated balanee of the allotmcnt is sufficient to
cover the amounts thereof. Obligations incurred are commitments
made by properly authorized administrative officials, which impose
liabilities upon the Government for future payments and which are
subject to reduction or cancellation, pursuant to negotiation. When
an obligation is incurred, the exact amount of the liability may be
known, as in the case of a purchase order issued for the procurement
of specific quantities of items for which a firm price has been estab-
lished, or it may be necessary to estimate the amount that will eventu-
ally be paid, as in the case of obligations covering personnel compensa-
tion, personnel benefits, travel, telephone tolls, etc. Such estimates
shall be as accurate as practicable. For example, in the case of person-
nel compensation, the cost thereof for each month shall be estimated
at the beginning of the month by multiplying the number of work-days
and holidays in the month by one-tenth of the last payroll.

Shoultl it be discovered prior to the receipt of materials or services
that an obligation has been recorded in an amount whieh is less than
the amount that should have been obligated, the additional amount
required shall be recorded in the same manner as the amount pre-
viously obligated.

t2/5/61 Poge I



Administrotive Proctice Hsndbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Chopter 20. Solories and Expenser

7-20-6

Section 6

OBTIGATIONS TIQUIDATED

Obligations liquidated represent partial or complete settlement of
obligations previously recorded. A liquitlation entry is usually matle
in connection with payment in whole or in part, but may be made in
order to accomplish cancellation, reduction or adjustment of an obli-
gation.

Where ar1 excessive obligation is discovered, prior to the receipt of
materials or services other than personal, a liquidation entry to reduce
the obligation by the amount of excess shall be recorded. 'Where an
excessive obligation is diseovered at the time of recording a partial
payment, the amount to be liquidated shall be the amount of payment
plus the amount of excess obligation. 'Where an excessive obligation is
diseovered at the time of recording full payment, the amount previously
obligated shall be liquitlatetl.

Where it is found at the time of recording partial payment that an
obligation has been recorded in an amount which is less than the amount
that should have been recorded, adjustment shall be matle by recording
a liquidation entry for the difference between the amount of payment
and the additional amount of obligation required, thus leaving suffi-
cient unliquidated balance of obligation to cover the remaining pay-
ment(s) to be made. Where a deficient obligation is discovered at the
time of recording full payment, or final payment of a partially liqui-
dated obligation, a liquidation entry shall be made for the amount
previously obligated, or the remaining balanee thereof, as applieable.

At the time of reeording the last fuil payroll for the month, any
adjustment necessary to increase or decrease the obligations for person-
nel compensation and personnel benefits shall be made by a liquidation
entry. For example, if liquidation in the amount of the last full payroll
for the month would result in an unliquidateil balance of obligation
thich is less (or greater) than the amount obtained by multiplying
the number of 'workdays and holidays remaining in the month by one-
tcnth of the last payroll, the amount to be recordecl as a liquidation
entry shall be the differenee betrveen the unliquidated balance of obli-
gation and the amount of obligation required to cover salaries for the
remaining days in the month.

For the posting of obligations liquidated, refer to the instructions
in Section 7 -20-16 under the headings Allotment Leclger and Distribu-
tion by Object Class Accounts.

t2/5/6t Poge I



Administrotive Proctice Hondbook-Field Service

Parl 7. Accounring ond Fiscol Procedures

Choprer 20. Solories cnd Expenses

7-20J

Section 7

DISBURSEMENTS

All obligations shall be recorded when incurred and thus funds are
reserved for the payment thereof. fn ad.dition, the balanee in Account
101.12 Cash must at least equal the amount to be disbursed. The
requirements for disbursements are summarized. as follows:

(1) The original and memorandum copy of each basic document
(voucher, invoice, bill, etc.) for personnel compensation, per-
sonnel benefits, travel, transportation, communications, printing,
supplies, equipment, and other administrative expenses shall be
processed in the Administrative Branch.

(2) Basic d.ocuments and attachments thereto shall be reviewed and
analyzed. in detail in the Administrative Branch against the
related contracts, requisitions, purchase ord.ers, receiving re-
ports, or other supporting material, to aseertain if all require-
ments are fulfilled and whether the disbursement is proper. It
shall be determined:

(a) That funds have been reserved by recording an obligation
or are available in the Unobligated Balance of Allotment.

(b) That payment therefor has not been made.

(c) That the expenditure is properly authorized by law.
(d) That it was incurred by an officer properly authorized. to

take the action and is in accordance with all applicable
statutory and regulatory provisions and limitations.

(e) That it is a valid tiability of the Offlce of the Administrator
in accordance with the provisions of the covering contract,
purchase order, or other agreement.

(f) That there is adequate evidence the services or goods have
been received or that an advance payment is authorized.

(g) That the voucher and supporting invoices or other docu-
ments are complete and correct.

(h) That the transaction is proper and correct in every respect.

(3) After determining that the proposed disbursement is in order:
(a) If a check is to be drawn, S.F. 1166, Voucher and Schedule

of Payments, shall be prepared, certified, and submitted to
the Treasury Regional Office for payment.
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7-2V Disbursements

(b) If payment is to be made by transfer of funds, S.F. 1081,
Voucher and, Sched,ule of Withclrawals and, Credits, or
GSA Form 789, Statement,You,cher and, Schedule of With-
d,rawals and, Credits, shall be proeessed, certified, and sub-
mitted to the Treasury Regional Office for accomplishment.

(4) The instructions in Section 7-1-5 shall be followed with respect
to the processing, numbering, and filing of disbursement docu-
ments.

Disbursements for administrative expenses shall be recorded in the
General Ledger in accord.ance with Transaction No. 3, Seetion 7-20-20
and for travel advances in accordance with Transaction No. 10. Dis-
bursements for administrative expenses shall be recorded in the Allot-
ment Ledger and the Distribution by Object Class Accounts in accord-
ance with the detailed instructions under those headings in Section
7 -20-16.
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Administrolive Prooice Hqndbook-Field Service

Pod 7. Accounting ond Fitcsl Proceduret
Chopter 20. Solories ond Expenses

7-2o8

Section 8

BITLINGS

Reimbursements

Reimbursements are earnings or collections for serviees or materials
furnished to other Government agencies, including eonstituent agencies,
whieh generally result from contraets or agreements entered into by
this agency and the agency receiving the serviees or materials. A biling
shall be rendered for each such reimbursement due. Where reimburse-
ment is to be aceomplished by a transfer of funds rather than through
the issuance of a check, S.F. 1081-Revised, Vou,cher and, Sched,ule of
Withd,rawals anil Cred,ifs, shall be used as the billing document. 'Where

the offiee (agency) billetl is required to issue a check in payment of such
billing, S.F. 1080-Reviseal, Voucher for Transfers Between Appropria-
tions anil/or Funil,s, shall be used. Billings for reimbursements shall
be processetl in accordance with 7 GAO 4030' or 4040, and shall be
recorded in the General Ledger in accordanee with Transaction No. 4,
Section 7-20-20.

Amounts of jury service fees received by employees and turned over
to the Ageney (see 7 GAO 3535.20), for which billings wiII not be
requirecl, are classed as reimbursements and shall be recorded in the
General Ledger in accordance with Transaction No. 32, Section 7-20-20.

Amounts of lump sum payments for unused annual leave collected by
this Agency from employees in connection with their return to duty
prior to the expiration of the leave covered by the lump sum payments
(see Seetion 2-7-4, Volume V) are also classecl as reimbursements. Such
reimbursements, for which billings are not required, shall be recorcled
in the General Ledger in aecordance with Transaction No. 32, Seetion
7-20-20. A statement showing the amount of the repayment shall be
furnished to the employee for ineome tax purposes.

Refunds

Refunds include amounts representing recoveries of erroneous pay-
ments and overpayments previously made. If and when required,
S.F. 1114, Bill, f or Collection, or other similar forms, shall be used for
biling outside of the Government. Vouchers and, Schedules of With-
d,rausals and, Cred,its or Vouchers for Transfers Between Appropria-
tions and,/or Fund,s shall be used for billing within the Government,

1 This and similar citstioDs refer to the General Accounting Office Policy and Procedures
Manual for Guidance of Feileral Agencies.
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7.20-8 Billings

as explained under Reimbursements, aboye. Billings for refunds shall
be recorded in accordance with Transaction No. 7, Section 7-20-20.

Billing Files

A copy of each billing rendered shall be retained iu an unpaid file,
segregated as to reimbursements and refunds, for ready reference and
for follow-up purposes.

When payment is received, either by transfer of funds to the appro-
priation or by remittance covering an amount billed, the pertinent bill
shall be withdrawn from the unpaid file, marked Paid, and placed in
a paid file. The amount of unpaid bills remaining in the unpaid file
shall be balanced monthly with the appropriate General Ledger Control
Account 131.11 Accounts Reeeivable or 131.13 Aceounts Reeeivable-
Reimbursements Billed.

Pcge 2 8/22/53



Adminirtrqtive Procrice Hondbook-field Service

Porl 7. Accounting ond Fiscol Proccdures
Chopter 20, Solorier and Expenser

7-20-9

Seclion 9

cotrEcTtoNS

All remittances received, whether billed or unbilled, shall be de-
posited in the nearest Federal Reserve Bank or Branch, for credit to
the applicable fiseal year appropriation 86 0100, Salaries and Expenses,
OIfrce of the Administrator, Housing and Home Finance Agency, 19-.

For the proeedure to be follo'wed in depositing collections antl for
tlre preparation and distribution of related Certifi,cates of Deposit,
reference should be made to Section 7-1-2.

Collections shall be recorded in the General I,ledger in accord.ance
with Transactions Nos. 5, 8, 9,13 or 32, Section 7 -20-20, as appropriate.
Those collections rvhich represent refunds (Transactions Nos. 8 antl 9)
shall also be recordecl irr the Allotment Ledger and the related Distribu-
tion by Object Class Accounts, in aceordance with the detailed, instruc-
tions in Section 7-20-76 under those headings.

At the close of cach month, the amount of funds in Account 101.12
Cash, rvhich represents reimbursements collected (see Transactions
Nos.5 and 32), shall be transferredto the Central Office in accordance
rvith Exhibit A. The entries thereon shall be recorded in aecordance
with Transaction No. 6.

Travel advances recovered. by application of all or part of amounts
claimed on travel vouchers which are chargeable to the same appro-
priation as that from u.hieh the advance rvas made, shall be record.ed
in aecordance rvith Transacticurs Nos. 11 or 12, as appropriate. Such
recoveries do not involve the use of Certificates ol Deposit.
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Collections 7-20-9

EXHIBIT A

Fltt

,IOUSIIO llID IIOIIE FINAIICE AGENCY

IIIIER OFfICE TRAilSFER VOUCIIER

rrrr!. r09crtr ro.

oEIAI.0t TnrxsFER 0R LtsTtrG 0r ATTACHED ooCUl{EltTS

?o tresfer the aoul of fqds ir Accout L01.12 Cash

to the Cantral orfice, ehich uout represents reirbuse-

rentg coll,ected dulng the nonth ended _, 19_.

3t1.51 101.12

No.6, Secti( see

$rm
on ?-20-20)

t2/5/61

Salaies and Expenseg
85 0100



Administrotive Proctice Hqndbook-Ficld Service

Port 7. Accounting ond Fircol Procedures

Chcplcr 20. Sqlqries cnd Expcnses

7-20-10

Seclion l0

DEBIT VOUCHERS_UNCOIIECTIBLE CHECKS

In the event that a cllcck drawu on a colnmercial bank has been
received in payment of arr aecount and deposited to the applicable
appropriation, but is subsequently returned unpaid (uncollectible) by
the bank on which clrarvn, the Fecleral Reserve Bank or Branch may
(a) return the eheck to the depositirrg HHFA Regional Office with a
conrpleted or partially prepared Debit Voucher (Form 5504, Trea"sury
Department) ; (b) return the chech requesting the HHFA Regional
0ffiee to prepare a Debit Vou,clter; or (c) hold the check in suspense
pending determination, through the HHFA Regional Offiee, as to
rvhether the uneollectible check may be reprocessed for collection or
replaced by a new check rvithout the necessity of executing a Debit
Voucher.

Under the circumstances outlined in (a) and (b) above, the Regional
Office shall eomplete or prepare the Debit '[/ou,cher in accordance with
the sarnple shos'n as Attachment No. 5 to Treasury Department
Cireular No. 9-15-Revised, Supplement No. 1, and the instructions
contained in paragraphs 18 through 21 of the cited supplement. In
addition to the requirements therein, the 8-digit code (see Section
7-1-2) assignecl to the HHFA Regional Office shall be shown in avail-
able space, as near as possible to the name and address of depositor.
In either case under (a) or (b) above, the completed. set of. the Dabit
Vou,ch,er (original, duplicate, triplieate and quadruplicate) shall be
forwarded to the Federal Reserve Bank or Branch for accomplishment.
(It should be particularly noterl that the triplicate (white) copy pro-
vides for the signature of an authorized employee of the Regional
Office, on the relerse thereof, ael<no'rvledging receipt of the uncollectible
item.)

The Federal Reserve Bank will (a) foru'ard the original to the
Treasury Department, Division of Central Accounts, 'Washington,

D. C., (b) retain the aeknorvledged triplicate, and. (c) sign and return
the duplieate and quadruplicate to the HHFA Regional Office. The
duplicate shall be used. to support the rnonthly Statement of Trans-
actions and. the quadruplieate used as the aceomplished eopy supporting
the aeeounting leeortls.

The accounting copies (quarlruplicates) of steb Debit Vouchers,
u'hen accomplislrecl by the Federal Reserve Bank, shall be used as the
posting metlia for recording the amounts thereon in exact reverse to
thc entries required by Transactions Nos. 5, 8, 9, 13 or 32, Section
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7-2r^tO Debit Vouchers-Uncollcoible Checks

7-20-20, depending upon the nature of the transaction. Such entries
will have the effect of eliminating the original collection entries, thus
restoring the accounts to the status that prevailed prior to the original
deposit of the collection. 'Where such transaction relates to a collection
classed. as a refund, the arnount of the Debit Vouclrer shall also be
recorded in the Allotrnent l-,ledger and. the related Distribution by
Object Class Account (see instructions in Section 7-20-16 under those
headings).

Pogc 2 t2/5/61
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Porl. 7. Accounting ond Fiscol Procedurec

Chopter 20. Solories ond Expenres

7-20-I I

Section I I

CANCETI.ED CHECKS AND ADJUSIAAENTS TO CORRECT ERRORS

CANCEI.IED CHECXS

Checks d.rawn on the Treasurer of the United States which are proper
for cancellation shall be processed in aecordance with 7 GAO 6050 or
6400, as appropriate. The amounts thereof shall be recorded in the
General Ledger and when applicable in the Allotment Ledger and Dis-
tribution by Object Class Aceount by reversing the previous entries
related thereto.

ADJUSTiAENIS IO CORRECT ERRORS

The amount of any adjustment to correct an error shall be processed
in accordance with 7 GAO 4400. The amounts thereof shall be reeorded
in the General Letlger and when applicable in the Allotment Ledger
and Distribution by Object Class Aceount by reversing the previous
entries related. thereto.
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Port 7. Accounring ond Fiscol Procedures

Chopter 2O. Solories ond Expenses

7-20.12

Section l2

IN TRANSIT ITETAS

At the end of eaeh month, Regional Offices shall adjust Account
101.12 Cash by remoying therefrom those disbursement and schedule-
type collection transactions which have not been accomplished by the
Treasury Regional Office and deposits which have not been confinned
by the Federal Reserve Bank or Branch. Such adjustments shall be
made on the basis of an S.F. 1017G-Revised, Journal lTou,cher, prepared
in accordance with Exhibit A. Also see Transactions Nos. 19 through
22, Section 7-20-20.

At the beginning of the following morrth, the adjust.ments shall be
reversed on the basis of a Jou,rnal Voucher, preparecl in accordance
rvith Exhibit B. Also sec Transactions Nos. 23 through 26.
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ln Tronsit ltems 7-20-12

EXHIBIT A

abdd .orNo. rorrGEid
fo@u,u. Ecb'co6o o.!.. U.& J. V. No. --*---.*

JOIIRNAI, VOUCHER

DaL6 Apr11 30, 19

101. 12
2or.1r
311,16
501.1r

$ffi

ffi

IO1.12
20l.Ll ffi

!9r"!&.
101.11
101, 12 )ffi(

ffi
,01.1r
3u..]6

lo1.1r
r01..12 ffi

Prepucd Apprcrod by --..--. (3@e)

$m
ffi

ffi

,mp(

ffi

shlch have not been accqrpllsbed aE of
Apr11 30 , I9_.

Nts:

ratlve Erpense6

CaBh
Accounta ?aJable
Xxpended Approprlatlong
Curent Costd - Adolnl6tr6t1vc

dEnce6

Caah
Accounts P6yable

Cash lD ltanslt
Cesh
Cutent Costg . Adalnldtlstlve
Expended Approprhtl9ns

epentg and'IYavel AdEnce Rep6Fent6

86 oloo

Totr,

TO Account 10L12

Ca.h ln l}alslt
Cash

t2/5/51



7-2l,.12 ln Tronsit ltems

EXHIBIT B

lddh&DrlGld
,riliH& c-r.h!.1 J. V. No. ---

,OI'f,NIL YOUCEB

rr. l'LY 1, 19

20r.11
lol.12
5Or.U
31r.16

$a

201.rr
101.12 rE

10t.r2
l0r.r1
31r.16,r.u

IOI. t2
Iot.Lr

Pt pccd bt -.--..-- Appiorod by -_-_.- tb 0ts6,

$e
&

&

E

E

E

Srlrrlca and EqEnaea

!o rcrcre thc sdJu.tento @dc by
J@61 V@cblr llo._ lot c66b
dlabus@lt! 6nd collcctlona ln
trrn.lt ao ot __lp:1l19_, l9_.

IIG;:

ratlve Dq)en8e6

Accouts Pllrblc
CaBh
Curent Coat6 - Aalalnl3tratlve
Aqrndcd lpprq,rtatlon.

dEhcaa

Accdnta PalEblc
Cash

C.sb
C.!h ln lt.nrlt
Eqr.nd.d AIDroI,r!.otlon.
Carclt Cort! - AtlDlnl.tratlve

@epts ard ltsvcl AdEnc. BeBfnta

T6r!,
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Adminirtrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Firrql Procedures

Chopter 20, Solories ond Expenses

7-20-13

Seclion l3

FISCAL YEAR-END CIOSING AND ADJUSTING ENIRIES

Inter Ofi,ca Transf er Vouchers shall be prepared as of the close of
each fiscal year in accorclance with Exhibits A and B, indicating the
required fiscal year-encl closing and adjusting entries. Sluch Inter
Office Transf er Vouchers shall shorv June 30, 19- in the Date Issued
block and. shall be assigned numbers from the series established for the
fiscal year applicablc to the transactions. The Regiorral Office shall
rccord the entries thereon in accordance r,r'ith Transactions Nos. 27
through 31, Seetion 7-20-20, as applicable.

As soorr as possible after June 30 each year, the total amount of
travel advances rvhich rvill remain outstanding shall be transferred
by Vouch.er ancl Schedule of Withcl,rewals and, Credits, charging the
new fiscal year appropriation symbol and crediting the expiring fiscal
year appropriation symbol. fncreases in existing travel advances and
rrew travel advances shall not be included in the amount so transferred
but shall be processetl as individual trausactions chargeable to the nel'
appropriation symbol. (See 7 GAO 5320.70.)
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Fiscol Yeor-End Closing ond Adiusting Enrries

EXHIBIT A

7-2U13

goustfo rxD llorE FrxAxcE 
^cENcY

IilTER OFFICE TRAI{STER VOUCHER Js6 10, 19_

(LocattoE of Reelonst Office) Juc

'dashlEton. D. C.

OETAIT OF TiAIISFIB OR LISTIIIO OF AITACHED OOCUXEXTS

Salaries ed Expenses
66 0100

Cl.oslng eatries es of Jue JO. 19 :

(1) ?o trssfer the eout of baLilce in Accout Lol.ll
Oper8tlrlg Relrbusable Eernlngs to the Centrsl, Office.

(2) 1o trmfer the eout of bale& in 
^ccoet 

5Ol..I1
Crrcni Costs - Adnj.nj.stratire to Accout JOl.2L
InErted ud DoEt€d Caplte}.

(3) To trusfer the eout of b.lace lr lccout 31I.15
Eqended Approprlatlons to lccost lOl.2I InEstcd
&d Dilatsd Capita]..

(lr) to a{;ust lnteroffice control accouls ir the eos!
ot cElent costs for the tiscal yes.

(1) to1.u
(2) 301.2r

(l) tu.r6
(!) ll1.5r
(See ltesectt
Sectlon ?-20-

)ns
20)

331.51

501.11

lo1.2t

3ll1.51

Nos. 27 thr

$ l,5o0.oo

110,000.00

lh5,ooo.0O

110,00o.00

cugh 10,
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7-20-13 Fiscol Yesr-End Closing ond Adiurting Entrie:

EXHIBIT B

F2tt {r-ir)

IiOUSINO AiID IIOXE FIT{AI{CE AOENCT
otrtca 0r ?r! rrrrrrattltor

IIITER OTFICE TRAXSFER VOUCHER

lrrrt. l0ucrar r0.

DET^IL OF TRA'ISFER OR TISII116 OF ATTACHEO DOCUXEXTS

Closim entries of Jme 10, 19 r

To trosfe. the recorded value of sdninlstr.tive property sd equi.pfrent

purch.sed dring the Fisc.1 Iear 19_ ed the relatcd qout of inE6t4d

end donat€d capitll, f!6 ihe appiopriatlon tcdger to the property ledger.

B6

l0l..2r
lt1,5r

lL1,5r.
tLl.u

No. l1r 7-20-?9)

r!1.11
l!1.51

331.5r
101.21 i,00o.oo

12/5/51



a

Adminirtrolivc Procricc Hondbook-Field Scrvice

Port 7. Accounting ond Fiscol Procedurcs

Chaptor 20. Solories ond Expenses

7-20-14

Section 14

RESCISSION OF UNOBTIGATED BALANCES

Each appropriation for Salaries and Expenses expires (ceases to be
available for incurring obligations) as of the close of business on June
30 of the fiscal year for which the appropriation was made. However,
it remains available through June 30 two full fiscal years beyond the
expiration date, for the payment and liquitlation of obligations legally
incurred prior to such expiration date. At the end of the additional
two-year period the appropriation lapses.

In accordance with 7 GAO 2070, unobligated balances of allotments
under expired appropriation accounts will be withdrawn as of June 30
each year. Not later than August 15 of each year, the Regional Office
shall reeord as of June 30 in the Allotment Tredgers for expired ac-
counts, the adjustments necessary to comply with Treasury Department
Circular No. 965 as revised and amended (see also 7 GAO 2500).

An Inter Office Transf er Youcher shall then be prepared in accord-
ance with Exhibit A to transfer cash balances to the Central Office
equal to the adjusted June 30 unobligated balances. The amount of cash
balance to be transferred shall equal the June 30 unobligated balance as
shown in the Allotment Ledger prior to adjustment; plus adjustments
representing cancellations and reductions of obligations previously re-
eorded; minus adjustments for obligations tlrat rvere legally incurred
but which were not recorded as of June 30. In such adjustments do not
include inereases or decreases resulting from liquidations in connection
rvith payments subsequent to June 30. (See Transaction No. 2, Sec-
tionT-20-20, for the General Ledger entries.) On the basis of the cash
transfers, the Division of Finance and Accounts will request the issu-
ance of revised Aduices of Allotmetr./s rescinding unobligated balauces
in the same amounts as the cash transfers, as of the expiration date and
at the close of the subsequent fiscal year, if required. Sdch Ad,uices of
Allotments wiII be forwarded to the Regional Office for posting as of
June 30 in the applicable Allotment I-:edger(s). (See Transaction
No. 15 for the General Ledger entries.)

Whenever all obligations under an expired appropriation account
have been fully liquitlated prior to the lapsing date of sueh appropria-
tion, the Regional Office shall prepare an Inter Office Transf er Voucher
in the amount of the Ilnobligated Balance of Allotment in order to
trausfer that amount of cash balance to the Central Office in aceordance
with Exhibit B. (Also see Transaction No. 2.) When the allotment
rescission issued as a result of the cash transfer is receivetl and posted.
by the Regional Office, the Unobligated Balanee of Allotment will be
reduced to zero, thus closing the Regional Offiee Allotment I-.iedger.
(See Transaction No. 15 for the General l:edger entries.)
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Rescission of Unobligored Boloncer 7-20-14

EXHIBIT A

F 2lt

HOI.JSINC trD HOM FIXAXCE ACETCT

IIITER OFFICE TRAIISFER VOUCHER

Ir^rt. r0uar(r r0.

July 11, 19r.. ^. K-1^^-1

(Lcrtion of ReEionaL office) JM.

Uashluton. D. C.

OITAIT OF TRAXSFER OR TISTIIIG OF ATTTCilTD DOCUHEXTS

To traosler to the Centrsl, office the aout of excess caah

balace chich ls equaL to the adjustad Jse lO Unoblkrtod

B&Lece of lllotnent. Such Unobllgetcd Belance of lttotrent

ehould be rescirded.

)3L.5t 101.12 im
(see No.2, Sectr ,on ?-20-20)
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7-20-14 Rcstircion of Unobligored Bolonces

EXHIBIT B

Ftrt (r-srl

lrouslxc txD lrorlE FrrAxcE loEflcr
otrtat ot ttt lDrttllttrlot

IITER OFFICE IRAXSFER VOUCHER
trlorenber 16, 19

(Lc.tion of

D. C.

OETAIT OF TRAIISiEN OR IISTIXG Of TTTTCTEO DOCUHETTS

SaLari.es ed Expen6es
86 0100

1o tresfcr to the Contrd offlce thc uout of exccas calh

baldce xhlch ls equal to the UDobli€at d Baltnce of ALlot-

rent uder the abore .pproprlation accqut.

Since rll knoE obu-gatlons haw be6n lr.quld.tad, thj^s

eout of uobligrted balmce nay bo rescirdcd.

ll1.5r 101.12 lgg
(Soe No. 2, ?-20-20)
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Adninistrolive Procticc Hsndbook-Ficld Service

Psrt 7, Accounring ond Fircol Procedures

Chopter 20. Solsries ond Expcnses

7-20-15

Section l5

CTOSING TAPSED APPROPRIAIION ACCOUNIS

If any obligated balances (see 7 GAO 2080 antl related instructions
referred to therein) remaill under an appropriation aceount as of the
lapsing date, such balances shall be transferred to the successor mergcd
appropriation account 86M0100 which is mantained by the Division
of Finance and Accounts for the payment of subsequeut claims.

When this occurs, the entire amount of cash balance shall be trans-
ferred to the Division of Finance and Accounts by Inter Office Transf er
Vouchcr. A listing identifying each unliquidated obligation by num-
ber, date, purpose and amount shall accompany the Inter Ofice Trans-
fer Voucher. Since a revised Aduice of Allotment will not be forth-
coming on a lapsed appropriation, the Inter Office Transfer llou,cher
l'ill serve as the posting media for removing the obligations from the
Allotment I-.iedger by a iiquidation entry and reducing the allotment
in an amount that wiII result in an unobligated balance of zero. fn
the Description column opposite these entries, show Transfer:red to
Central Office. Subsequently, upon receipt of a voucher or invoice
applicable to one of these obligations, it shall be administratively ex-
amined and approved aud forwarded promptly to the Division of
Finance and Accounts for payment. Paid information will be fur-
nished the Regional Office for completion of its files.
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Po:t 7. Accounting ond tiscol Procedures

Chopter 20. Sslories ond Expenses

7-20-15

Section I6

BOOKS AND RECORDS

A General Ledger, an Allotment Led.ger and Subsidiary Records
(Distribution by Object Class Accounts) shall be established and
maintained by eaeh Regional Office. Posting media for the General
I-.,edger entries are identified in Section 7-20-20 and for the Allotment
Iredger in the instructions for the maintenance of such record. Each
entry made in the Allotment Ledger for Obligations Incurred, Obli-
gations Liquidated and Net Disbursement Vouehers must also be
recorded in detail in the applicable Distribution by Object Class
Accounts. After each document has been posted, a notation to that
effeet shall be made thereon. Such notation shall show the posting
date and shall be initialed by the employee who posted the transaction.

GENERA1 TEDGER

S.F. 1014-Revised shall be used for the General Ledger. General
Iredger accounts shall be established and maintained in accordanee
with the Chart and Description of General Ledger Aeeounts, Sections
7-20-78 and 7-20-19. Refer to Typical Transaetions with Appropriate
Entries, Section 7-20-20, for the accounting documents which support
entries in the General I-.redger.

lmp:est tund Control Accounts

Regional Offices which operate an imprest fund shall maintain an
asset and a liability control account over the funds ad.vanced to desig-
nated eashiers by the Treasury Department. Such accounts shall not
be identified according to fiscal year appropriationl however, the ledger
sheets established for the imprest fund shall be maintained with the
General Iredger accounts of the open Salaries and Expenses appropria-
tion. At the close of each fiscal year the imprest fund ledger sheets shall
be withdrawn from the expired appropriation General Ledger accounts
and placed with the aecounts of the new fiscal year appropriation.

Based. upon notification from the Division of Finance and Accounts
of the designation of a recommended cashier and upon determination
that an advance of funds has been received, a Journal Vouchar, S.F.
1017G, shall be prepared for the amount of the funds advanced and
shall be recorded to the imprest fund aceounts in accordance with Trans-
action No. 33, Section 7-20-20. AII increases or decreases in the amount
of the initial advance shall be recorded to the imprest fund accounts in
aceordance with Transaction No. 34 or 35, as appropriate. Entries will
8/22/63 Poge I



7-20-r6 Books ond Records

not be made to these accounts for expenditure and reimbursement
transaetions.

Transactions in the imprest fund accounts shall be ineluded in the
applicable monthly Statirnent of General Led,ger Balonces-salaries
and Eapenses Appropriation, Form H-240 (see Section 7-20-17).

AIIOTA'IENI IEDGER

An Allotment I-.ledger shall be maintained on S.F. 1015-Revised, for
the current record.ing of transactions applicable to the allotment re-
eeived for a particular fiscal year. fn this ledger there shall be recorded
all allotments, obligations, adjustments aud. liquidations of obligations,
disbursements and collections which represent refuntls to the appro-
priation. Travel ad.vances and recoveries thereof and collections of
reimbursements shall not be recorded in the Allotment I-.redger.

Each sheet comprising the Allotmeut l-.red.ger shall be numbered. in
consecutive sequence beginning with 1 and shall be identified as to the
fiscal year appropriation applicable to the administrative expenses
recorded therein, as shown on Exhibit A. fnformation to be recorded
in the various columns of the Allotment Ledger shall be in accordance
with the followiug instructions which are numbered to correspond with
the pareuthetieal numbers shown on the exhibit:

(1) Enter the calendar year in the column heading immediately
below the eaption Date of Entry on the ffrst and. all succeeding
sheets. Enter the current date of posting (month and day)
opposite eaeh entry.

(2) Show office file number of the document posted, such as the
number assigaed to a contract, requisition, purchase order, basic
voucher supporting a Vou,clter and, Schedule of Pagments, Cer-
tifi,cate of Deposit or other document.

(3) Show form number or description of the document posted, or
other information to identify the source of posting data, or
authority for the entry.

(4) Enter the amounts of ail disbursements except travel advanees
as shown on basic vouchers supporting Youchers anil Scheilul,es
of Paaments,. amounts shown in the 'Withdraw From bloek of
Vouchers anil, Scheilules of Withilrawals and, Cred,its covering
reimbursements to other Ageneies; amounts shown in the With-
draw From block of Vouchers anil, Sched,ules to Effect Comection
of Errors where the item being corrected was previously posted
to the Allotment Ledger; amounts paid to the General Supply
Fund. as shown on Form GSA 789, Statement, Voucher and
Schecl,ul,e of Withilrawal,s and, Cred,its; amounts of Debit
Youchers representing uncollectible cheeks related. to collections
previously depositetl which are classed as refunds; and reversals
of erroneous postings.l

-, 

A, *uors posting ehall be corrected by reversing in the same columE the previously
recorded amount and by entering the correct &mount in the proper column.
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Enter in braekets the amounts of Certificates of Deposi,t
representing collections classed as refunds; amounts shown in
the Pay To block of accomplished. Votcchers aniL Scheilul,es of
Withd,rawals anil, Creilits where such amounts represent re-
funds of amounts previously overpaid or paid in error to another
Agency; amounts shown in the Pay To block of Vouchers and,
Schedules to Effect Correction of Errors where such correction
afects an amount previously recorded in the Allotment Ledger;
amounts of Sched,ules of Canceled, Checks where such cancella-
tion affects a disbursement previously recorded in the Allotment
Ledger; anal reversals of erroneous postings.

(5) Enter the amounts of obligations liquidated in full or in part;
amounts of obligations caneelled.; and reductions or adjustments
of obligations.

Enters in brackets reversals of erroneous postings.
(6) Enter the amounts of obligations incurred and inereases thereof

as shown by travel orders, contracts, purchase orders, ete.
Enter in brackets reversals of erroneous postings.

(7) Enter the amounts of allotments and increases thereof as shown
by Aduices of Allotmenfs and reversals of erroneous postings.l

Enter in brackets the amounts of allotment decreases (rescis-
sions) as shown by Ad,aices of Allotmenfs and reversals of
emoneous postings.

(8) Entries made in columns (4) through (7) of the Allotment
Ledger have the efrect of increasing or decreasing the Unobli-
gated Balance of Allotment as explained below:

Positive entries in columns (5) antl (7) ancl bracketed entries
in columns (4) and (6) result in increases of the Unobligated
Balance of Allotment.

Positive entries in columns (4) antl (6) antl bracketed entries
in columns (5) and (7) result in decreases of the Unobligatecl
Balance of Allotment.

At the end of each month, columns (4) through (7) shall be added
to amive at cumulative totals as of the end of the month (see Exhibit A)
and such totals shall be balanced with the last amount shown in col-
umn (8). In atltling these columns braeketed entries shall be treated
as subtract items. If aII entries and computations are correct, the
cumulative totals of Obligations Liquitlateil and Allotments, minus
the cumulative totals of Net Disbursement Vouchers and Obligations
Incurred, wiII equal the Unobligated. Balance of Allotment at the end
of the month.

MONTHTY SUMT,IARY OT ATIOIMENT TEDGER TOTATS

Immediately after the elose of each month, a Monthly Summary of
Allotment Ledger Totals shall be prepared in an original only on S.F.
1015-Revised, in accordance with Exhibit B and as described below:

1 Au elroaeouB posting shalt be corlecteil by reversing in the same column the Breviously
recordeil amount aad by entering the correct amount i[ the proper columu.
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Cumulative Totals to Date shall be transcribed to the respective
columns exactly as they appear on the Allotment Ledger. Belo* these
totals and opposite the caption Previous Cumulative Totals, shall be
entered the totals to date as of the close of the previous month, exactly
as they appear on the Cumulative Totals to Date line of the summary
for the preceding month. Current Month Totals shall be derived by
subtracting Previous Cumulative Totals from Cumulative Totals to
Date. The monthly summaries thus prepared shall be used as the
posting metlia for recording Current Month Totals in the budgetary
accounts of the General Letlger (see Transactions Nos. 15, 16, 17 and
18, Section 7-20-20) and for the monthiy distribution of net expendi-
tures (see Transaction No. 14). The monthly distribution of net
expenditures shall be obtained from the Net Disbursement Vouchers
column of the subsidiary distribution accormt for Object Class 31.1
and the Montbly Summary of Allotment Ledger Totals. The tlifference
between the current and prior month-end cumulative totals for Object
Class 31.1 is the amount applicable to admi:ristrative property and
equipment. This amount subtracted from total expenditures for the
month will result in the amount applicable to current administrative
costs.

Distribution by Obiect Closs Accounls

A Subsidiary Record, consisting of a Distribution by Object Class
Account for each applicable object class, shall be established and main-
tained on S.F. 1015-Revised, in accordance with the sample shown as
Exhibit C and as described herein.

The following list of classification codes and titles is provided to
show the specific accounts to be maintained by eaeh Regional Office:

Personnel Compensation
Personnel Benefits
Personnel Travel
Motor Pool, etc.
Transportation of Things
Rental of ReaI Estate Including Warehouse Space
Telephone-Local
Telephone-Long Distance
Other rents, eommunications, and utilities
Printing and Reproduction
Payments to Other Agencies
Other Services
Supplies and Materials
Capital Equipment
Non-Capital Equipment

Each sheet shall be headed Distribution by Object Class Account
and shall be identified as to the object class ancl fiseal year appropria-
tion to which it pertains. The Allotments column shall not be used
and the column caption Unobligated Balance of Allotment shall be

Poge 4 8/22/53
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changed to Total Obligations. fnformation to be recorded in the vari-
ous columns of the appropriate Distribution by Object Class Accounts
shall be in aceordance with the following instructions which are num-
bered to correspond with the parenthetieal numbers shown on the
exhibit:

(1) Enter the calendar year in the column heading immediately be-
low the caption Date of Entry on the first and all succeeding
sheets. Enter the current date of posting (month and tlay)
opposite each entry.

(2) Show office file number of the document posted, such as the
number assigned to a contract, requisition, purchase order,
voucher, invoice, Certificate of Deposit or other docrment.

(3) Show form number or description of the document posted, or
other information to itlentify the source of posting d.ata, or
authority for the entry.

(4) Enter the amount of each disbursement or portion thereof
chargeable to the object class, as shown on basic documents
supporting Vouchers and, Sch,ed,ules of Pagments; amounts
shown in the 'Withdraw From block of Vou,ch,ers and, Sch,ed,ules
of Withd,rawals and, Cred,its covering reimbursements to other
agencies I amounts shown in the 'Withdraw From block of
Vouchers and, Schedules to Effect Correction of Emors'where
the item being corrected. was previously posted to the appro-
priate object class account; amounts paid to the General Supply
Fund as shown on Form GSA 789, Statement, Voucher and,
Sch,edule of Withclrawals and, Cred,its; amounts of. Debit
Vouchers representing uncollectible cheeks related to collec-
tions previously deposited which are elassecl as refunds; and
reversals of erroneous postings.l

Enter in brackets the amounts of Certifi,cates of Deposi,f repre-
senting collections classed as refunds; amounts shown in the
Pay To block of accomplished Vouchers and, Sched,ul,es of
Withd,rawal,s and, Cred,its where such amounts represent re-
funds of amounts previously overpaid or paid. in error to
another Agency; amounts shown in the Pay To block of Vouchers
and Sch,edules to Effect Correction of Errors where such cor-
rection affects an amount previously recorded in the appropriate
object elass aecount; amounts of Sched,ules of Canceled, Checks
when sueh cancellation affects a disbursement previously re-
eorded in the appropriate object class account; and reversals
of erroneous postings.

(5) Enter the amounts of obligations liquidated in full or in part;
amounts of obligations cancelled; and reductions or adjustments
of obligations.

Enter in braekets reversals of erroneous postings.

1 An erroneous posting shall be correeted by rer.ersing in the same column the previously
recorded amount and by entering the correct amount in the proper column.
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(6) Enter the amounts of obligations incurred anal increases thereof.
Enter in brackets reyersals of erroneous postings.

(7) Fntries made,I columns (4),_(5)- a^nd.(6). have the effect of
increasing or decreasing the Total Obligations column as ex-
plained below:

Positive entries in columns (4) antl (6) and bracketed entries
in column (5) result in increases of Total Obligations.

Positive entries in column (5) and bracketed entries in col-
umns (4) antl (6) result in decreases of Tota1 Obligations.

At the end of each month, columns (4), (5) antt (6) of each Distri-
bution by Object Class Account shall be added to arrive at cumulative
totals as of the end of the month and sueh totals shall be balanced
with the last amount shown in column (7). In adding these columns,
bracketed entries shall be treated as subtract items.

The cumulative totals in columns (4), (5) and (6) of each Distribu-
tion by Object Class Account shall then be summarized to obtain com-
bined. cumulative totals for these columns for all object classes. If all
entries and computations are correct, the combined totals shown in
the Total Obligations column will equal the combined totals of Net
Disbursement Youchers plus Obligations Incurred less Obligations
Liquitlated. The combined totals shall be agreed and reconciled with
the corresponding columnar totals as shown in the Allotment Ledger.
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EXHIBIT A
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EXHIBII C
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Administrotive Proctice Hondbook-Field Service

Porl 7. Accounling ond Fiscql Proceduret

Chopter 20. Solsries ond Expenres

7-20-17

Section I7

REPORTS

The reports described below 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.

Slqtement of Generol Ledger Bolonces

As of the close of each month, after all transactions for the month
have been posted and reconciled, a trial balance of General Ledger
Accounts for each open appropriation shall be taken and reported on
Form H-240, Statement of General Ledger Balances-So,laries ancl
Erpenses Appropriatiorrs. Also, as of June 30th of each year, a post
closing trial balance shall be submitted after fiscal year-end closing
entries have been made. Account numbers and titles u'hich are not
printed on Form H-240 should be typetl on the blank lines of the form,
arranged according to category.

Monthly Rcport of Obligorions

Form H-223, Monthlg Report of Obligations by Progranx enil, Ob ject
Classifi,catiotts, shall be submitted to the Division of Finance and
Accounts as of the end of each month. Form H-223 provides for the
distribution by program and object class of cumulative obligations
incurred. against funds allotted und.er the Salaries and Expenses
appropriation and under School Construction for nonadministrative
expenses. For a discussion of expense distribution, reference should
be made to other releases.
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Adminirtrotive Prcctice Hondbook-#ield Service
Porl 7. Accounting ond Fiscql Proccdrrrcr
Choprer 20. Sohrier ond Expen*r

Cotegory

7-2GI8

Section 18

CHART OF GENERAT TEDGER ACCOUNTS

Accountr

Numbars Tirle

ASSETS

101
Cash:

101.11
101.12
70t.24

131.11
131.13

Cash in Transit
Cash
fmprest Fund. Advance

131
Accounts and Notes
Receivable:

741
Administrative
Property and
Equipment:

Aceounts Payable

Capital and Paid
in Surplus:

311
Rudgetary
Accounts:

CAPITAI

301.21 Invested and Donated Capital

Accounts Payable
Liability for Imprest Fund Advanee

Unobligatetl Allotments
Unliquidated Obligations
Expended Appropriations

131.14

Accounts Receivable
Accounts Receivable-Reimbursements

Billetl
Accounts Reeeivable-Travel Advanees

141.11 Administrative Property and Equip-
ment

LIABITIIIES

201

301

201.11
20t.t2

311.14
311.15
311.16

8/22/53 Pogo I
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Cotegory

ool-
ReaI and Nominal
Accounts:

Chsrl o$ Generol Ledger Acrounts

Accounts

Numberr lille

INIER OTFICE CONIROL ACCOUNIS

331.51 Regional
Central

Office Books-Account with
Oflice

347
Budgetary
Accounts
ments, etc.

Allot-(

)
341.51 Regional

Central
Office Books-Account with
Offiee

401
Reimbursable
Earnings:

501
Current Costs:

551
Other Expense

INCOME

401.11 Operating Reimbursable Earnings

EXPENSE

501.11 Current Costs-Administrative

557.72 Undistributed Administrative Expenses

Poge 2 8/22/63



Adminislrotive Proctice Hondbook-Field Service

Psrl 7. Accounring ond Fiscql Procedures

Chopter 20. Solories ond Expenses

7-20-19

Section l9

DESCRIPTION OF GENERAT LEDGER ACCOUNTS

t0I.Il Cosh in fronsit

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 aceount with:
21. Amounts of cash collections

representing refunds in
transit at the end of each
mor.rth.

22. Amounts of cash collections
representing reimbursements
and travel advance repay-
ments in transit at the enr]
of each month.

8. Amounts of previously billed
refunds collected.

9. Amounts collected represent-
ing refunds not preYiously
billed.

13. Amounts of full or partial
reeoveries of travel advances
by cash collections or by set-
off from travel vouehers

8/22/63

Credit this account with:
25. Amounts of month-end adjust-

ments for cash collections rep-
resenting refunds in transit
reversed as of the beginnirig
of the following month.

26. Amounts of month-end adjust-
nents for cash collections rep-
resenting reimbursements and
travel adl'ance repayments in
transit reversed as of the be-
gaining of the following
month.

l0I.l2 Coch

This is a debit balance (asset) account maintaiued to show the
amount of unexpected cash balance available for payment of adminis-
trative salaries and other operating expenses of the Regional Offiee.

Debit this account with:
1. Amounts transferred from

Central Offlce Cash Account.

Credit this account with

5. Amounts of previously billetl
reimbursements collected.

2.

o.

6.

Amounts of excess eash bal-
ance returned to the Central
Office.
Amounts of vouchers and
schedules certified for pay-
ment.
Amounts of funds represent-
ing reimbursements colleeted,
transferred to the Central Of-
fce as of the close of each
month.
Amounts of advances made to
employees for official travel.
Net amounts paid to travelers
in those instanees where

Poge I
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Debit this aecount with:
chargeable to other appro-
priation (s).

19. Amounts of cash disburse-
ments for administrative ex-
penses which have not been
accomplished by the Treas-
ury Regional Office at the
end of each month.

20. Amounts of cash disburse-
ments for travel advanees
which have not been accom-
piished by the Treasury Re-
gional Office at the end of
each month.

25. Amounts of month-end ad-
justments for cash collec-
tions representing refunds
in transit reversed as of the
beginning of the following
month.

26. Amounts of month-entl ad-
justments for cash collec-
tions representing reimburse-
ments and travel advance re-
payments in transit reversed
as of the beginning of the
following month.

32. Amounts collected represent-
ing reimbursements not pre-
viously billed, including
amounts of jury service fees
and annual leave lump sum
repa;rments turned over to
the Agency by employees.

Description of Generol Ledger Accounts

Credit this account with:
recoveries in full of travel ad-
vances are made by deductions
from travel Youchers and
where the amounts of approved
vouchers exceed the amounts
of advances.

21. Amounts of cash collections
representing refunds in transit
at the end of each month.

22. Amounts of cash collections
representing reimbursements
and travel advance repayments
in transit at the end of eaeh
month.

23. Amounts of month-eud adjust-
ments for unaecomplished ad-
ministrative expense disburse-
ments reversed as of the
beginning of the following
month.

24. Amounts of month-eud adjust-
ments for unaccomplished
travel advance disbursements
reversed as of the beginning
of the following month.

101.24 Impresr Fund Advqnce

This is a tlebit balance (asset) account maintained to record the
amounts of imprest fund ad.vances, and increases and decreases therein,
received by cashiers from Treasury Regional Offices.

Debit this account with: Credit this account with:
33. Amount of initial imprest 35. Decreases in the amount of

fund advance received from imprest fund. advance.
Treasury Regional Offiee.

34. fnereases in the amount of
imprest fund advance.

Pogc 2 8/22/63



Description of Generol ledger Accounts 7-20-79

I3l.ll Accounts Receivoble

This is a debit balanee (asset) aecount maintained to show the out-
standing amount of refunds due because of overpayments or erroneous
paJrments previously made. The debit balance of this account repre-
sents the total of bills renderecl for which refund collections have not
been receivecl.

Debit this account with: Credit this aceount with:
7. Amounts of bills rendered to 8. Amounts of previously billetl

effect collections of refunds refunds eollected.
due.

l3I.l3 Accounts Receivoble-Reimbursements Billed

This is a debit balance (asset) account maintained to record trans-
actions in connection with reimbursements due for services or materials
furnished to other Government agencies or to constituent agencies. The
debit balance of this account represents the total amount of reimburse-
ments in the Region which have not been colleeted, but for which bill-
ings have been rendered.

Debit this account with: Credit this aceount with:
4. Amounts of bills rendered to 5. Amounts of previously billetl

effect collections of reim- reimbursements collected.
bursements.

l3I.l4 Accountr Reccivoble-Trovel Advoncer

This is a debit balance (asset) control account maintained to record
transactions in connection with cash advaaces maale to employees for
official travel. The debit balance of this account represents the total
outstanding amount due for travel advanees made by the Regional
Office.

Debit this aecount with: Credit this aecount with:
10. Amounts of advances made to 11. Amounts of partial recoveries

employees for offieial travel. of travel advanees by deduc-
tions from travel vouchers,
where the amounts of advances
exceed the amounts of ap-
proved vouchers.

12. Amounts of recoveries in full
of travel advanees by dedue-
tions from travel vouehers
where the amounts of ap-
proved vouehers exceed the
amounts of ailvanees.

13. Amounts of full or partial re-
coveries of travel advances by

8/22/63 Pogc 3
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Credit this account 'lvith:

cash collections or by setoff
from travel Youchers charge-
able to other appropriation(s).

l4l.lt Adminislrolive Properly ond Equipmenl

This is a debit balance (asset) account maintained to record disburse-
ments during the current fiscal year in connection'r,r,ith the acquisition
of administrative property and equipment.

2Ol,ll Accounts Poyoble

This is a credit balance (liability) account maintained to record the
amounts of eash disbursements which have not been accomplished by
the Treasury Regional Office at the end of eaeh month.

Debit this account with:
14. Amounts applicable to equip-

ment purchases, as deter-
mined from monthly distri-
bution of net expenditures.

Debit this aecount with:
23. Amounts of rnonth-end ad-

j ustments for unaccomplishetl
administrative expense dis-
bursements reversed as of the
beginning of the following
month.

24. Amounts of month-end ad-
j ustments for unaccomplished
travel advance disbursements
reversed as of the beginning
of the following month.

Credit this account v'ith:
31. Recorded value of administra-

tive property and equipment
aud related amourrt of in-
vested and donated capital,
transferred to the property
ledger as of the close of each
fiscal year.

Credit this aecount with:
19. Amounts of cash disburse-

ments for administrative ex-
penses which have not been
aceomplished by the Treasury
Regional Of6ce at the end. of
each month.

20. Amounts of cash disburse-
rnents for travel advances
which have not been accom-
plished by the Treasury Re-
gional Office at the end of each
month.

20I.12 Liobility for lmprert Fund Advonce

This is a credit balar:.ce (liability) account maintained to record the
liability for imprest fund ad.vances to cashiers.

Debit this account with: Credit this account v'ith:
35. Decreases in the amount of 33. Amount of initial imprest fund

imprest fund advanee. advance received. from Treas-
ury Regional Office.

34. Increases in the arnount of
imprest fund advance.

Poge 4 8/22/63
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301.2I lnvesred ond Donoted Ccpirol

This is normally a credit balance (capital) account maintained to
show the net value of assets purchased or otherwise acquired. This
account will be used as a clearing account for recording ffseal year-end
elosing entries,

Debit this account l\,ith: Credit this account with:
28. Amount of balance in Ac- 29. Amount of balance in Account

count 501.11 transferred to 311.16 transferred to Account
Account 301.21 as of the 301.21 as of the elose of each
elose of each fiscal year. fiscal year.

31. Recorded value of adminis-
trative property and equip-
ment and related amount of
invested and donated. capital,
transferred to the property
ledger as of the close of each
fiseal year.

3l I.I4 Unobligoled Allotmentr

This is a credit balance (budgetary) account maintained to show the
amount of unobligated balance of allotment, the details of which are
shown in the Allotment Letlger.

Debit this account with:
16. Curuent month total of obli-

gations incurred.
18. Current month total of net

disbursement vouehers.

Debit this account with:
77. Current month total of obli-

gations liquidated.

Credit this aceount with:
15. Current month total of allot-

ments. (See Transaction No.
15, Section 7-20-20, for note
coneerning a decrease of al-
lotment.)

17. Current month total of obli-
gations liquidated.

Credit this account with:
16. Cument month total of obli-

gations ineurred.

3lI.I5 Unliquidoted Obligotions

This is a credit balance (butlgetary) account maintained to shorv the
total amount of unliquidated obligations ehargeable to the allotment,
the details of which are shown in the Allotment Ledger.

3ll.I6 Expended Appropriotions

This is a cred.it balance (budgetary) account maintainecl to show the
total net amount of disbursements certified or approved for payment

8/22/53 Poge 5
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from the allotment, the details of whieh are shown in the Allotment
Ledger.

331.5t Regionol Ofice Books-Account with Gentrol Ofrce

This is a Regional interoffiee control account maintained to show all
trausfers, except budgetary transactions, between the Central Office
and the Regional Office.

Debit this account with:
19. Amounts of cash disburse-

ments for administrative ex-
penses which have not been
aceomplished by the Treas-
ury Regional Offiee at the
end of each month.

25. Amounts of month-end ad-
justments for cash collee-
tions representing refunds in
transit reversed as of the be-
ginning of the following
month.

29. Amount of balance in Ac-
count 311.16 transferretl to
Account 301.21 as of the
close of eaeh ffscal year.

Debit this account with:
2. Amounts of excess cash bal-

ance returned to the Central
Office.

6. Amounts of fund.s represent-
ing reimbursements collected,
transferred to the Central
Offiee as of the close of each
month.

30. Closing entries as of the elose
of eaeh fiscal year, to adjust
interoffiee control accounts in
the amount of current costs
for the fiscal year.

31. Recorded value of adminis-
trative property and equip-
ment and related amount of
investecl and donated capital,
transferred. to the property
ledger as of the close of eaeh
fiseal year.

Credit this aceount with:
18. Current month total of net

disbursement vouchers.
21. Amounts of cash collections

representing refunds in transit
at the end of each month.

23. Amounts of month-end ad-
justments for unaccomplished
administrative expense dis-
bursements reversed as of the
beginning of the following
month.

Credit this aecount with:
1. Amounts transferred from

Central Office Cash Aecount.

27. Amount of balance in Account
401.11 transferred to the Cen-
tral Offiee as of the close of
eaeh fiseal year.
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341.51 Regionol Officc Bookr-Account wirh Centrol Office

This is a Regional interoffice control account maintained to show all
budgetary transfers in connection rvith allotments made to the Regional
Offiee.

Debit this account with:
15. Current month total of allot-

ments. (See Transaction No.
15, Seetion 7-20-20, for note
eoncerning a decrease of al-
lotment. )

Debit this account with:
27. Amount of balance in Ae-

eount 401.11 transferred to
the Central Office as of the
close of each fiscal year.

Credit this account with:
30. Closing entries as of the close

of each fiscal year, to adjust
interoffice control accounts in
the amount of current costs
for the fiscal year.

31. Reeorded value of administra-
tive property and equipment
and related amount of in-
vested and donated capital,
transferred to the property
ledger as of the close of each
fiscal year.

Creclit this account 'with:

4. Amounts of bills rendered to
effect collections of reimburse-
ments.

32. Amounts colleeted. represent-
ing reimbursements not pre-
viously billed, including
amounts of jury service fees
and annual leave lump sum re-
payments turned over to the
Agency by employees.

40l.ll Operoring Reimbursoblc Eornings

This is a credit balance (income) account maintained to show the
aceumulated. amounts of reimbursements for services rendered, ma-
terials and supplies furnished, etc., during the fiscal year, the original
costs of which were charged to the appropriation subject to such re-
imbursement.

50l.ll Currenr Corlr-Adminictrqlive

This is a tlebit balance (expense) account maintained to show the
total amount of operating costs charged to the appropriation during
each fiscal year, This aecount will control the subsidiary records
maintained in connection therewith.
Debit this account with: Credit this account with:
14. Amounts applicable to cur- 19. Amounts of cash d.isburse-

rent costs as determined ments for administrative ex-
from monthly distribution of penses which have not been
net expenditures. accomplished by the Treasury

8/22/63 Pqge 7



7-20.19

21. Amounts of cash collections
representing refunds in
transit at the end of each
month.

23. Amounts of month-end ad-
justments for unaccom-
plished administrative ex-
pense disbursements reversecl
as of the beginning of the
following month.

De:cription of Generol Lcdgrr Accounlr

Regional Office at the end of
each month.

25. Amounts of month-end adjust-
ments for cash collections rep-
resenting refunds in transit
reversed as of the beginning of
the following month.

28. Amount of balanee in Account
501.11 transferred to Aceount
301.21 as of the elose of each
fiscal year.

551.I2 Undirrribuled Adrninirtrolivc Expcnrcr

This account is maintained as a elearing account to accumulate net
expenditures charged against the allotment during each month. Dis-
tribution of such expenditures shall be made to the proper asset or
expense accounts at the close of each month.

Debit this account with: Credit this account with:
3. Amounts of vouchers and 7. Amounts of bills rendered to

schedules certified for pay- effect collections of refunds
ment. due.

11. Gross amounts of approved 9. Amounts collected represent-
travel vouchers applied in irg refunds not previously
partial repayments of travel bilted.
advances where the amounts 14. Amounts of net expenditures
of advances exeeed the distributed as of the close of
amounts of approved vouch- each month.
ers.

72. Gross amounts of approvecl
travel vouchers applied in
full repayments of travel acl-
vances, where the amounts of
such vouchers exceed the
amounts of advances.

Pogc 8 8/22/63



Adminirtrotive Procticc Hsndbook-Ficld Service
Port 7. Accounting ond Fircol Procedurcs
Choptcr 20. Solaricr ond Expenres

7-20-20

Cr. Title of Account

Cash.
331.51 Regional Office Books-

Aecourrt s,ith Central
Office.

Regional Office Books-
Account with Central
Office.

101.12 Cash.

tlndistributed Admin-
istrative Expenses.

101.12 Cash.

Accouuts Rece ivable-
Reimbursements Billed.

i101.11 Operating Reimburs-
able Earnings.

L'ash.

l:11.13 Accourrts Receivable-
Reimbursements Billecl.

Pcgc I

Section 20

TYPICAL TRANSACTIONS WITH APPROPRIAIE ENTRIES

Tronr
oclion

Numbcr Dascription

1. Arnoutrts transferrecl froru
('entral Office L]ash Ac-
courrt. Posting media:
Inter Office Transfer
Vou.chers.

2. Amounts of excess cash
balance returned to the
Central Office. Posting
media Inter Office Trans-
fer Vou,chers.

3. Amounts of vouchers
and schedules certified for
payment. Posting media:
lTouchers ancl Schedules of
Payments; VotLch,ers and,
Schedules of Witldrawals
anrl, Cred,its; and Form
GSA 789, Statenrents,
Vouchers and, Sched,tiles
of Withdrawals ancl, Cred-
ffs; as appropriate.

4. Amounts of bills rendered
to effect eollections of re-
imbursements. Posting rne-
dia: Vouchers anil Schecl-
u,les of Withdrawals and,
Cred,its (or Vou,chers for
Transf ers Between Appro-
priations ancl/or Frcnds it
those cases rvhere the of-
fice billed is required to
issue a check).

5. Amounts of previously
billed reimbursements col-
lected. Posting media: ac-
complished Youchers and,

t2/5/Ct

Dr.

101.12

331.51

551.72

131.13

101.12



7-20-20

Trons-

oclion
Number Description Dr,

S ch, e clules of \Y ithdraw als
ancl Creclits (or Certifi-
cates of Daposit when re-
mittances received are de-
posited).

6. Amounts of funds repre- 331.51
senting reimbursements
collected, transferred to
the Central Office as of the
close of each month. Post-
ing media: Inter Office
Transfer Vouchers.

7. Amounts of bills rendered 131.11
to effect collections of re-
funds due. Posting media:
Bills f or Collection,Vouch-
ers for Transf ers Between
Appropriations and/or
Fund; and. Vouchers anil,
S chedule s of \Y ith.draw a,ls
and, Cred,its.

8. Amounts of previously 101.12
billetl refunds collected.
Posting media: Certifi,-
cates of Deposit or ac-
complished Vouchers and
S ched,ules of W ithd,raw a,ls
and Creel,its.

9. Amounts collected repre- 101.12
senting refunds not pre-
viously billeil. Posting me-
dia: Certificates of De-
posit.

10. Amounts of advances 131.14
made to employees for of-
ficial travel. Posting me-
dial. Vouchers anil Schecl-
u,les of Payments.

11. Amounts of partial recov- 551.72
eries of travel advanees
by deductions from travel
vouchers, where the
amounts of advances ex-
ceed the amounts of

Poge 2

Typicol Tronsoctions with Appropriote Entrior

Cr, firle of Account

Regiorral Office Books-
Account rvith Central
Office.

101.12 Cash.

Accounts Receivable.

551.12 Undistributed Adminis-
trative Expenses.

Cash.

131.11 Accounts Receivable.

Cash

551.72 Undistributed Adminis-
trative Expenses.

Accorrnts Receivable-
Travel Advances.

101.12 Cash

Undistributed Adminis-
trative Expenses.

131.14 Accounts Receivable-
Travel Advances.

12/5/61



fypiccl Tronsoctionr with Appropriote Entrict

Trsnt-
oclion

Numbcr Description Dr.

appl'oved vouchers. Post-
ing media: Vottchers anil
Bch,edules of Pa11m,ents.

12. Amounts of recoveries in 551.12
full of travel advances by
deductions from travel
vouchers, where the
amounts of approved
vouchers exeeed the
amounts of advances. Post-
ing media: Vouchers ancl
Schedu,les of Paymcnts.

13. Amounts of full or par- 101.12
tial recoveries of travel
advances by cash collec-
tions or by setoff from
travel vouchers chargeable
to other appropriation (s).
Posting media: Certifi,-
cates of Daposit or Sched,-
ules of Voucher Deduc-
tions.

14. Amounts of net expendi- 141,11
tures distributed as of the
close of each month. Post- 501.11
ing media: I[onthly Sum-
maries of Allotment
Ledger Totals-Net Dis-
bursement Vouchers col-
umn.

15. Current rnonth total of al- 341.51
lotments. (NOTE: Where
the eurrent rnonth total is
a decrease, Account 311.14
shall be debited and Ae-
count 341.51 credited.)
Posting media: Monthly
Summaries of Allotment
Ledger Totals - Allot-
ments column.

I6. Current month total of ob- 311.1rt
ligations incurretl. Post-
ing media: Monthly Sum-
naries of Allotment
Ledger Totals-Obliga-
tions Incurred column.

t2/s/51

7-2G20

Cr. fitle of Account

Undistributed Adminis-
trative Expenses.

101.12 Cash.

131.14 Accounts Receivable-
Travel Advances.

Cash.

131.14 Accounts Receivable-
Travel Advanees.

Administrative Prop-
erty and Equipment.
Current Costs-Admin-
istrative.

551.72 Undistributed Admin-
istrative Expenses.

Regional Office Books-
Aeeount rvith Central
Office.

311. 14 UnobligateclAllotments.

Lrnobli gated Allotments.

311.15 llnliquidated Obliga-
tions.

Pogc 3



7-20-20

fronr-
cclion

Nurnbcr Description

17. Curuent month total of ob-
ligations liquidated. Post-
ing media: Monthly Sum-
maries of Allotment
Ledger Totals-Obliga-
tions Liquidated column.

18. Current month total of
net disbursement vouchers.
Posting media: Monthly
Summaries of Allotment
Ledger Totals-Net Dis-
bursement Vouchers col-
umn.

19. Amounts of eash d.isburse-
ments for administrative
expenses which have not
been accomplished by the
Treasury Regional Office
at the end of each month.
Posting media: Journal
Vouchers.

20. Amounts of cash disburse-
ments for travel advances
which have not been ac-
complished by the Treas-
ury Regional Office at the
end of each month. Post-
ing media : Jou,rno,lVouch-
ers,

21. Amounts of cash collec-
tions representing refunds
in transit at the end of
each month. Posting me-
dia : J ou,rnal Vowchers.

fypicol Tron:octions with Appropriote Entries

22. Arnounts of eash collec- 101.11
tions represeuting reim-
bursements and travel ad-
varrce repayments in
transit at the end of each
month. Posting metlia
Jou,rnal Vou,chers.

Cr. Title of Account

Unliquidated ObIiga-
tions.

311.14 Unobligated Allotments.

Lrnobligated Allotments.

311.16 Expended Appropria-
tions.

Cash.
Expended Appropria-
tions.

201.11 Accounts Payable.
501.11 Current Costs-Admin-

istrative.

Cash.

201.11 Accounts Payable.

Cash in Transit.

Currerrt Costs-Admin-
istrative.

101.12 Cash.

311.16 Expeuded Appropria-
tions.

Cash in Transit.

101.12 Cash.

Dr.

311.15

311.14

101.12
311.16

101.12

101.11

501.11

Poge 4 t2/s/61



24. Amounts of month-end 201.11
adjustments for unaccom-
plished travel advanee dis-
bursements reversed as of
the beginning of the fol-
lowing month. Posting me-
dia: Journal Voachers.

25. Amounts of month-end ad- 101.12
justments for cash collec-
tions representing refunds 311.16
in transit reversed as of
the beginning of the fol-
lowing month. Posting me-
dia : J ou,rnal Vouchers.

?ypiral lronrurtions wirh Appropriotc Enlrict 7-20-20

Cr. fitlo of Account

Aecounts Payable.

Current Costs-Admin-
istrative.

101.12 Cash.

311.16 Expended Appropria-
tions.

Accounts Payable.

101.12 Cash.

Cash.

Expended Appropria-
tions.

101.11 Cash in Transit.

501.11 Current Costs-Admin-
istrative.

Cash.

101.11 Cash iu Transit.

0perating Reimburs-
able Earnings.

331.51 Regional Offiee Books-
Aceount with Central
Office.

lronr-
oction

Number Dercription

23. Amounts of month-end
adjustments for unaccom-
plished administrative ex-
pense disbursements re-
versed as of the beginning
of the following month.
Posting medial. Journal
Vouchers.

26. Amounts of month-end ad-
justments for cash col-
leetions representing re-
imbursements and travel
advance repayments in
transit reversed as of the
beginning of the following
month. Posting media:
Jou,rnal Vouchers.

27. Amount of balance in Ac-
count 401.11 transferred
to the Central Offiee as of
the close of each ffscal
year. Posting media: fa-
ter Office Transfer Youch-
ers.

8/22t53

Dr.

201.11

501.11

101.12

401.11

I
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7-20-20

Trons-
qction

Number Description

28. Amount of balance in Ac-
count 501.11 transferred
to Account 301.21 as of
the close of each fiscal
year. Posting media: 1n-
tar Office Transf er Vouch-
er8,

29. Amount of balance in Ac-
count 311.16 transferred
to Account 301.21 as of
the close of eaeh fiscal
year. Posting media: /a-
ter Ofi,ce Transfer Vouch-
ers.

30. Closing entries as of the
end of each fiscal year to
adjust interoffice control
accounts in the amount of
current costs for the fiscal
year. Posting nedia. Intcr
Offioe Tra,nsfer Vou,chers.

31. Recorded value of admin-
istrative property and
equiprnent and related
amount of invested and
donated capital, trans-
ferred to the property
Iedger as of the close of
each fiscal year. Posting
rnedia Inter Office Trans-
f er Vouchers.

32. Amounts eollected repre-
senting reimbursements
not previously billed, in-
cluding amounts of jury
service fees and annual
leave lump sum repay-
ments turned over to the
Agency by employees.
Posting media : Certifi-
cates of Deposit.

Poge 6

lypicol Tronroctionr whh Appropriote Enlricr

Dr.

301.21

311.16

331.51

301.21

331.51

101.12

fitle of Account

Invested and Donated
Capital.

501.11 Current Costs-Admin-
istrative.

Expended Appropria
tions.

301.21 Invested and Donated
Capital.

Regional Offiee Books-
Aecount with Central
Office.

341.51 Regional Offiee Books-
Account *,ith Central
Office.

Invested and Donated
Capital.

Regional Office Books-
Account with Central
Office.

l4l.llAdministrative Prop-
erty and Equipment.

341.51 Regional Office Books-
Account with Ceutral
Offiee.
Cash.

401.11 Operating Reimburs-
able Earnings.

Cr.

8/22/63
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Typicol fransoctions with Appropriate Enlries 7-20-20

Title of Account

Imprest Fund Advance,

Liability for Imprest
Fund Advance.

Imprest Fund Advance.

Liability for Imprest
Fund Advance.
Liability for Imprest
Fund Advance.

Imprest Fund Advance.

frqns-
oction

Number Description

33. Amount of initial imprest
fund advance received
from Treasury Regional
Ofiffce. Posting media:
Jou,rnal, Vouchcrs.

34. fncreases in the amount of
imprest fund advance.
Posting media: Journal
Vouchers.

35. Decreases in the amount
of imprest fund advance.
Posting media t Journal
Vouchers or Vouchers and,
Sch,ed,ules of Payments.

Dr.

101.24

101.24

20L.t2

Cr.

201.12

201.12

t07.24

)
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Adninistrotivc Prsctice Hondbook-ficld Scrvicc

Porl 7. Accounting ond Fiscol Proccdurcr

Chopter 21. Adminirlrotive Property ond Equipmctrt

7-21-l

Section I

INTRODUCIION

This procedure prescribes the ffscal and accounting requirements for
maintaining financial accountability of capitalized nonexpendable ad-
ministrative property and equipment for which the Regional Office has
custodial responsibility. With respect to requirements other than fiscal
and accounting for administrative property and equipment, reference
shoultl be made to the instructions in Part 6, Volume V.

The accounting system provides for decentralizetl accounts on the
branch office principle. Control accounts (Real and Nominal, and
Budgetary) with each Regional Office are maintained in the Division of
Finance and Accounts and contra control accounts are maintained on
the Regional Offiee books.

3/25/64 Pcgc I



Adminisrrotive Proctice Hqrrdbook-tield Service

Pqrt 7, Accoirnring ond Fiscol Procedures

Chopter 21. Administrotive Property ond Equipment

7-21-2

Section 2

TRANSACTIONS BETWEEN OFFICES

Transactions resulting iu increases aIId decreases in administrative
property and equipment accounts maintairred in Regional Office prop-
erty ledgers shall be documented. i:r each case by an Inter Ofi'ce Transf er
Vouch.er, Form II-219. Exhibit A illustrates the form of Inter Ofi'ce.
Transfer Voucher rvhich shall be prepared for Transactions Nos. 3
through 12, Section 7-21-9. For these transactions the Regional Office is
the issuing office and the Division of Finance ancl Accounts is the re-
ceiving office. Exhibit B illustrates the form of Inter Office Transfer
-lrouc.h,er which rvill be prepared by the Division of Finance and Ac-
counts as issuing offce for Transactions Nos. 1 ancl 2. For these trans-
actions the Regional Office is the receiving office.

It will be noted that in the case of transfers of property betrveen
Regional Offices, the accounting for such transfers requires the prepara-
tion of two Inter Ofi,ce Transf er Vouchers,'the first by the Regional
Office releasing the property and the second by the Division of Finance
and Accounts.

Inter Ofine Tro,nsf er Vouch,crs shall be prepaled in duplicate by the
originating office and insofar as possible shall be forrvard.ed in sufficient
time to permit entry in the accounts of the reeeiving office on or before
the end of the month in which transactions occur. The original only
shall be forwarded to the receiving offfce for posting purposes. The
issuing office shall post in its accounts on the basis of the retained. eopy.
Inter Office Transf er Vouclters prepared by Regional Offices shall be
ad.dressed to the Division of Finance and Accounts. Regional Offices
loeated west of the Mississippi River shall forward the d.oeuments by
airmail.

3/25/64 Poge I



frsnrocliont Between Oficcr 7-21-2

EXHIBIT A

Ettl HOUSING Al{D IIOIfE FII{AI{CE AOENCY

IilTER OFFICE TRAIISFER VOUCHER

rrrr3. r0!trla r0.

IL^^r+{6h 
^? 

R.'{^nrl o?fl^.\

WasblnEton. D. C.

DETTIL OF TRAIISFEN OR LISTI116 OF ATIACIIED DOCUHEXTS

A.$IINISTRATM PB@ERrr AJ{D E9TJIPME}II

See de6crlptloD glven 10 Transsctlons Nos. 3 tblough

12, Sectlor 7-2I-9. Add references to 6upportlng

corlespondeDce, reports, foms, etc., autborlzlng or

approvlng tbe transectlon6.

33I.r1
3or.21

r4l.u
3!r,j1

331.51
3O1.21

* APP

1l+f
3!1 51 gx

3Or.21
xax
x8

3l+r.51
EX
ffi

accouat

2.8. g.10s d12

301.21
IorleE 33I or :

$xm

$xru

$xx
ffi

rI

r4t. 11
*

lber under cate
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7-21-2 Trqnsqclions Belween Ofiices

EXHIBIT B

IIOUSIIIO A\D HChM FTNANCE AOENCY
orrrcE oa lur

iIITER OFTICE TRANSFER VOUCHER

ttrr!. t0ucrat it.

trdshington, D. C.

(Locatto[ of Regloral office)

OETAIL OF TAAI{SFER OT IISI1116 OF ATTACIiED DOCUI{EIITS

AD.,11NIilNATI!I8 PROPEN?T AJID EqUIPI.ENT

See aeacrlltr.cn gLven ln 'lransactions Noe. I and

2, Sectlcn ?-21-9. Aad. tefeteBces to supporting

corresponalence, reports, !0106, etc., authorlzlng

or appro!ing the trenoactlons.

1l+L.LI
*

IBAISAC
9 rffi-

301.21 ffi

IBANSAC'

$ ffi--

control ecc( runt nBber r

lrot{ $0. 1

-JE1:113r+1.., r

'roN N0. 2

---fEIhr341.i1

naler catsgorLe

331.5r
301.2r

30r.2I

33L or 3lr1

$uu

$w&
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Administrotive Proctice Hondbook-Field Service

Porl 7. Accounling ond Fiscol Procedure:

Chopter 2I. Administrotive Property ond Equipment

7-21-3

Section 3

ACQUISITION BY PURCHASE

The acquisition of administrative property and equipment by pur-
chase from fund.s available therefor in an open appropriation (one
u,hich has not lapsed) shail be recorded. in the Allotment and General
Iredgers maintained for the appropriation in the manner prescribed in
Section 7-20-76. The value of administrative property and equipment
received and paid for during each fiseal year shall be transferred from
the general ledger maintained for the appropriation to the property
ledger as of the close of each fiscal year. See Transaction No.4, Section
7-27-9 ancl Exhibit A, Section 7-21-2.

ff an item of administrative property and equipment is traded in on
another item and the balance of the purchase price is disbursed. from
funds iu an open appropriatiou, the amount disbursed. shal} be recorded
in the appropriation records. The book value of the item trad.ed in, as
shown in the property ledger, shall be reduced by the difference between
such book value and the trade-in allowance. See Transaction No. 10 and
Exhibit A, Section 7-27-2. Under this procedure, the accounts in the
property ledger, as of the close of the fiscal year in which such transac-
tion takes plaee, will show the full cost of acquisition by the Government
(total purchase price, whieh includes the trade-in allowance) of the
newly acquired. item.
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Adminirtrstive Procticc Hondbook-4ield Service

Porl 7. Accounting ond Fiscsl Procedurer
Chopter 21. Adninirtrotive Property ond Equipmont

7-21-4

Section 4

TRANSFERS WITHOUT EXCHANGE OF FUNDS

When administrative property and equipment is transferred to an-
other Regional Office (transferee) from a Regional Office (transferor),
the transferor shall prepare a\ Inter Ofi,ce Transfer Youcher, Form
H-279, in accord.ance with Transaction No. 6, Section 7-21-9, and. Ex-
hibit A, Section 7-21-2, and forward the original to the Division of
tr'inauce and Accounts. The Division of Finance and Accounts will then
prepare an Inter Office Tronsfer Voucher in aecordance with Trans-
action No. 2 and Exhibit B, Section 7-21-2, using the data furnished by
the transferor covering the transaction, and forward the original to the
transferee.

'When administrative property and equipment is transferred from a
Regional Office to the Central Office, the Regional Office shall prepare
an Inter Office Transf er Vouch,er in accordance with Transaction No. 5
and Exhibit A, Section 7-27-2.

When administrative property and equipment is transferred from the
Central Office to a Regional Office, the Division of Finance and Accounts
will prepare at Inter Office Transf er Voucher in accordance with Trans-
action No. 1 and Exhibit B, Section 7-21-2.

When administrative property and equipment is transferred. from a
Regional Office to another Government agency or to a constituent agency
and a receipt therefor has been received. from the trausferee, the Re-
gional Of6ce shall prepare an Inter Ofi,ce Transf er Voucher in accord-
ance with Transaction No.7 and Exhibit A, Section 7-21-2.

'When administrative property and equipment is transferred to a Re-
gional Office frorn another Government agency or from a constituent
agency, the Regional Office shall prepare an Inter Ofi,ce Transfer
Voucher in accordance with Transaction No. 3 and Exhibit A, Section
7-27-2.

In the case of administrative property and equipment whieh has been
reported as excess to the needs of a Regional Office, after all required
action has been completed. in accordance with Section 6-2, Volume V,
and upon receipt of S.F. \22, Transf er Order, Ercess Personal Prop-
ertg, or other similar forms relieving the Regional Office of accounta-
bility, an Inter Office Transf er Voucher, rvith appropriate explanation
of the transaction, shall be prepared in accordance with Transaction
No. 7 and Exhibit A, Section 7-21-2, in order to remove the value
thereof from the property accounting reeords.
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Administrstive Prqctice Hqndbook-Sield Service

Porl 7. Accounting ond Fiscol Procedures

Chopter 2t. Administrotive Property ond Equipment

7-21-5

Section 5

DISPOSITION OIHER THAN BY TRANSFER OR TRADE.IN
AND ADJUSTMENTS

Ar Inter Offine 'l'ransf er Vou,cher, Form H-219, shall be prepared. by
a Regional Office for the book value of lost, damaged, unserviceable or
stolen property or equipment disposed of on the basis of an approved
Report of Suruey, Form H-27, in accordance rvith Transaction No. 8,
Section 7-27-9 ar,d Exhibit A, Section 7-2L-2. If in such disposition
funds are received, the proceeds shall be deposited into the U. S.
Treasury as general fund receipts. (See Chapter 31.)

When administrative property ancl equipment is disposed of by sale
and the sales proceeds are authorized for use in the purchase of similar
administrative property and equipment, the Regional Office shall pre-
pare an Inter Office Transf er Vouclter in accord.ance with Transaction
No. 9 and Exhibit A. The sales proceeds shall be processed in accordance
rvith 7 GAO 3520. The purchase of the ne\ry item will be made from
funcls in an open appropriation as discussed in Section7-21-3.

An Inter Office Transf er Voucher shall be prepared by the Regional
Office for adjustments to be made in the recorded value of property and
equipment in accordance with an approved reconciled physical inven-
tory. See Transaction No. 11 for increases in the recorded yalue and
Transaction No. 12 for decreases in the recorded value. Also see
Exhibit A, Section 7-Zl-2.
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Admlnistrotive Proclice Hondbook-Ficld Service

Porl 7. Accounting ond Fircol Procedurer

Chopter 21, Admini$rorlve Proporry ond Equiptncnt

7-2r4

Section 6

GENERAT TEDGER

S. !'. 1014-Revised shall be used fol the General Ledger. General
Ledger accounts shall be established and maintained in aceordance with
the Chart and Description of General Led.ger Accounts, Sections 7-21-7
and 7-21-8, respectively. After all entries have been made at the close
of each fiscal year, the property ledger will show the value of aII
administrative property and equipment reeeived and paid for and
acquired without exchange of funds.
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Adminirtrative Proctice Hondbook-Field Service

Pqrt 7. Accounting ond Fiscol Procedures

Chopt€r 21. Administrotive Property ond Equipmenr

Cotegory

141
Administrative
Property and
Equipment:

301
Capital and
Paid In
Surplus:

331
Real and
Nominal
Accounts:

341
Budgetary
Accounts
(Allotments,
etc. )

7-21-7

Section 7

CHART OF GENERAT IEDGER ACCOUNTS

Accounl

Number

ASSETS

141.11 Administrative Ploperty and Equip
ment

CAPITAT

301.21 Invested and Donated Capital

INTER OFFICE CONTROT ACCOUNIS

331.51 Regiolal Office Books-Account with
Central Offiee

341.51 Regional Office Books-Account with
Central Office

Title

3/25/64 Pqge I



Section 8

DESCRIPTION OF GENERAT LEDGER ACCOUNTS

I4t.Il Administrotive Property ond Equipmenr

This is a debit balance (asset) account maintained to record the
cost or the established fair value of administrative property and
equipment on hand acquired. in prior fiscal years or transferred during
the current fiscal year, and includes the trade-in allowances on pur-
chases during the current fiscal year.

Debit this account with: Credit this account with:

Adminisrrotive Proctice Hqndbook-Field Service

Porl 7, Accounring ond Fiscol Procedures

Chopter 21. Administrotive Property ond Equipment

1. Value of property and equip-
ment transferred. from Cen-
tral Office.

2. Yalue of property and equip-
ment transferred. from an-
other Regional Of6ce.

3. Vaiue of property and equip-
ment transferred. without
exchange of funds from a
constituent agency or from
another Government agency.

4. Value of property and equip-
ment transferred from ap-
propriation ledgers as of the
close of each fiscal year.

11. Increases in the recorded
value of property and equip-
ment in accord.ance with an
approved reconciled physical
inventory.

7-21-8

5. Value of property and equipment
transferred to the Central Of-
fiee.

6. Value of property and equipment
transferred. to another Regional
Office.

7. Value of property and equipment
transferred without exchange of
funds to a constituent agency or
to another Government agency.

8. Value of property and equipment
disposed of on the basis of an ap-
proved Report of Suruey where
there is recovery in whole or in
part or where there is no recov-
ery.

9. Value of property and equipment
disposed of by sale when the pro-
ceeds of such sale are authorized
for use in the purchase of simi-
lar administrative property and
equipment.

10. Book value less trade-in allow-
ance of equipment traded in on
the purehase of new equipment.

12. Decreases in the recorded value
of property and equipment in
accordance with an approved
reconciled physical inventory.

Poge I3/25/64



7-21-8 Description of Generol ledger Accounts

301.2I lnvested ond Donoted Copirol

This is a credit balance (capital) account maintained to shory the
amount of invested and donated capital applicable to administrative
property and equipment on hand which was acquired in prior fiscal years
or transferred during the current fiscal year, and includes the tracle-in
allowances on purchases during the current ffscal year.

Debit this account with: Credit this account with :

5. Value of property and equip- 1. Value of property aud equilrrn,.,rit
ment transfemed. to the Cen- transferred. from the Central
tral Office. Office.

6. Value of property and equip- 2. Value of property and equipment
ment transferred. to another transferred from airothcr Re-
Regional Office. gional Office.

7. Value of property and equip- 3. Value of property and equipment
ment transferred without ex- transferred without exchange of
change of funds to a constit- funds from a constituent agency
uent agency or to another or from another Government
Government agency. agency.

8. Value of property and equip- 4. Value of property and equipment
ment disposed of on the basis transferred. from the appropria-
of an approved Raport of tion ledgers as of the clost of
Surueg where there is recov- each fiscal year.
ery in whole or in part or
where there is no recovery.

9. Yalue of property and equip-
ment disposed of by sale
when the proeeeds of such
sale are authorized for use
in the purchase of similar
administrative property and
equipment.

10. Book value less trade-in al-
lowance of equipment traded
in on the purchase of ne.rv
equipment.

12. Decreases in the recorded
value of property and equip-
ment in accordance *,ith an
approved reeonciled physical
inventory.

11. Increases in the recorded value
of property and equipment in
accordance with an approved
reeoneiled physical inventor;'.

Pcge 2 3/25/54



Adminirtrotive Property ond Equipment 7-21-8

331.51 Regionol Ofiice Books-Accounr whh Centrol Ofiice

This is a credit balance Regional Office control account maintained
to record. administrative property and equipment transactions between
the Central Office and the Regional Office.

Debit this account with:
5. Value of property and equip-

ment transferrecl to the Cen-
tral Office.

6. Value of property and equip-
ment transferred to another
Regional Office.

7. Value of property and equip-
ment transferred x,ithout ex-
ehange of funds to a constit-
uent agency or to another
Government agency.

8. Value of property and equip-
ment d.isposed of on the basis
of an approved Report of
Suruey lrhere there is recoy-
ery in whole or in part or
where there is no recovery.

9. Value of property and equip-
ment disposed of by sale when
the proceeds of such sale are
authorized for use in the
purchase of similar adminis-
trative property antl equip-
ment.

10. Book value less trade-in al-
lorvance of equipment traded
in on the purchase of new
equipment.

12. Decreases in the recorded
value of property and equiP-
ment in aecordance with an
approved reconciled physical
inventory.

Credit this account with:
1. Value of property and equipment

transferred from the Central
Office.

2. Value of property and equipment
transferred from another Re-
gional Office.

3. Value of property and equipment
transferred. r,vithout exchange of
funds from a constituent agency
or from another Government
agency.

4. Value of property and equipment
transferred from appropriation
letlgers as of the close of eaeh
fscal year.

11,. Increases in the recorded value
of property and. equipment in
accordance with an approved
reconeiled physical inventory.

5/4/54 Poge 3



7-214 Administrotive Properry ond Equipmont

341.51 Regionol Oftce Books-Account with Centrot Oftce

This is a tlebit balance Regional Office control account maintained.
to record invested aud. d.onated. capital transactions between the Central
Office and the Regional Office.

Debit this account with: Credit this account with:
1. Value of property and equip- 5. Value of property and equipment

ment transferred from the transferred to the Central Office.
Central Offiee.

2. Value of property and equip-
ment transferred from an-
other Regional Ofifice.

3. Value of property and equip-
ment transferred without ex-
change of funds from a con-
stituent agency or from an-
other Government agency.

4. Value of property and equip-
ment transferred from ap-
propriation ledgers as of the
close of each fiseal year.

11. Increases in the recorded
value of property and equip-
ment in accordance with an
approved reconciled physical
inventory.

6. Value of property and equipment
transferred to another Regional
Office.

7. Value of property and equipment
transferred. without exchange of
funds to a constituent agency or
to another Government agency.

8. \ralue of property and equipment
disposecl of on the basis of an ap-
proved Report of Suruey where
there is recoYery in whole or in
part or where there is no re-
covery.

9. Value of property and equipment
disposed of by sale when the pro-
ceeds of such sale are authorized
for use in the purchase of similar
administrative property and
equipment.

10. Book value less trade-in allow-
ance of equipment traded in on
the purchase of new equipment.

12. Decreases in the recorded value
of property and equipment in
aceordauce with an approved
reconciled physieal inventory.

Poge 4 5/4/61



Administrotive Proctice Hondbook-Field Service

Psrl 7, AccountinE and Fircol Procedures

Chopter 21, Administrotive Property ond Equipment

7-21-9

Tirla

Administrative Property
and Equipment.

331.51 Regional Office Books-
Account with Central
Office.

Regional Office Books-
Account with Central
Offiee.

301.21 Invested and Donated
Capital.

Section 9

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trons-

oetion
Number Description

1. Value of property antl
equipment transferred
from the Central Office.

2. Vaiue of property and
equipment transferred.
from another Regional
Offiee.

3. Value of property and
cquipment transferred
without exchange of
funds from a constituent
agency or from another
Government agency.

-1. Value of property and
equipment transferred
from appropriation ledg-
ers as of the close of each
fical year.

11. Increases in the recorded
value of property and
equipment in accordance
with an approved recon-
cileil physical inventory.

Dr.

141.11

341.51

Cr.

5. Value of property antl 331.51
equipment transferred to
the Central Office.

6. Value of property and
equipment transferred. to
another Regional Offiee.

301.21

Regional Office Books-
Account with Central
Office.

141,11 Administrative Property
and Equipment.

fnvested and Donated
Capital.

Poge I3/25/64



7-21-9

frqns-
qction

Number Description

7. Yalue of property and
equipment transferred
without exchange of
funds to a eonstituent
agency or to another
Government agency, anal
value of excess property
disposed of on the basis
of an approved, Transfer
Order, Eucess Personal;
Property or other similar
form.

8. Value of property and
equipment disposed of on
the basis of an approved.
Report of Suroeg where
there is recovery in whole
or in part or where there
is no recovery.

9. Value of property and
equipment disposed of by
sale when the proceeds
of such sale are author-
ized for use in the pur-
chase of similar adminis-
trative property and
equipment.

10. Book value less trade-in
allowance of equipment
traded in on'the purchase
of new equipment.

12. Decreases in the recorded
value of property and
equipment in accordance
with an approved recon-
ciled physical inventory.

fypicol fronsocrions with Approp?iote Entries

Dr. Cr, Title

341.51 Regional Ofiice Books-
Account rvith Central
Offfce

Poge 2 3/25/64
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Adminirtrotive Proctice Hondbook-Ficld Scrvice

Porl 7. Accounting ond Firca! Procedurcr

Chopter 22. ledcrcl Employeer' Group Life lnturonce

7-22-l

Section I

INIRODUCIION

This Section prescribes the fiscal and accounting requirements for
the Federal Employees' Group Life Insuranee Program authorized by
Public Law 598, 83d Congress, 2d Session, as amended. Regulations,
instructions and procedures covering administration of the program
are set forth in the Life Insurance nfanual issuetl by the flnited States
Civil Service Commission.

Under the Federal Employees' Group Life Insurance Program there
is withheld from the salary of each insured ernployee, an amount not
to exceed the rate of 2it$ biweekly for each $1,000 of group insurance.
It is further provided that for each period in which an employee is
insured there is contributed from the employing Agency's appropria-
tion or fund fromlvhich his salary is paid, a sum not to exceed one-half
of the amount withhelcl from the employee.

t2/s/61 Poge I



Adminbtrotive Prsctice Hqndbook-Field Service

Port 7. Accounting ond Fiscql Procedures

Choprer 22. Fedarcl Employces' Group Life lnsuronce

7-22-2

Section 2

SATARY DEDUCIIONS AND AGENCY CONTRIBUTIONS

The amounts deducted and rvithheld fronr the salary of each insured
employee and the contributions of this Agency applicable to each pay-
roll shall be included in a single eheck to be drawn in favor of the
U. S. Civil Service Commission in the total amount of deduetions
and contributions for Group I,life Insurance, Retirement, and Health
Benefits.

S.F. 1166, Youcher and, Schedule of I'ayments, which is used for
the purpose of certifying payrolls to the Treasury Regional Offices,
shall be processed in aceordance with Section 7-1-5. On each Vouch,er
and Schedule of Pagmerz.fs covering a payroll there shall be shown in
summary form the aggregate amount of life insurance deductions from
employees'salaries, and the amount of the contribution to the Insur-
ance Fund by this Agency from the appropriation or fund used for
the payment of salaries, together with other deductions and contribu-
tions, as illustrated in 6 GAO 6020.20. The total amount to be paid
the Civil Service Commission, as shown on S.F. 1166, shall be detailed
to show salary deductions and Agency contributions separately for
the three activities iuvolved.

The contributions by this Agency to the Insurance Fund shall be
computed on the basis of the aggregate of salary withholdings for
insurance applicable to each payroll processed and shall be equal to
one-half of such withholdings. Such contributions, together with other
Agency contributions for Retirement, Health Benefits and F.I.C.A., as
shown on S.F. 1166, shall be recorded to Object Class 12, Personnel
Benefits, of the Subsidiary Record (Distribution by Object Class Ac-
eounts) maintained under the Salaries and Expenses appropriation
(see Seetion 7-20-16).

Deductions from employees' compensation for life insurance, and
adjustments thereof, shall be recorded on S.F. 1127-Revised, Indiuiilual
Pag Card,, in the column provided for this purpose.

2/14/63 Poge I



Administrolive Proctice Hqndbook-Field Service

Port 7. Accounring ond Fiscol Procedures

Chopter 22. Federql Employees' Group Life lnsuronce

7-22-3

Section 3

ADJUSTING ERRORS

Where anounts have been erroneously withheld from the salary of
a currently employed individual who has waived coverage or who is
excluded from coverage by law or regulation, adjustment of the erro-
neous withholdings shall be made on a subsequent payroll on which his
name appears. Such adjustment will automatically comect the excess
Agency contribution involved.

Where an incorrect computation results in an error in withholdings,
adjustment shall likewise be made on a subsequert payroll on which
the employee's name appears.

Where an adjustment in withhoidings is necessary in the case of a
separated employee, it shall be made in the final salary payment to
the individual, or to his benefieiary or estate if he is deceased. Atljust-
ment to correct the original summary of salary payment on which
the error occurred shall be effected on the next payroll processed,
by adjusting the aggregate withholdings and contributions otherwise
applicable to that payroll.

Where an error not identifietl with specific individuals has been
rrade as a result of scheduling or otherwise, eorrection shall be effeeted
in the manner outlined in the preceding paragraph.

2/14/63 Poge I



Adminirtrolive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fircol Procedures

Chopter 22. Fcderol Employecr'@roup life lnlurnnce

7-224

Section 4

REPORTS

Tlre origirral S.l'. 2812, Reptort of Withholdings and Contributions,
(Health Benefits, Group Life Insurance and Civil Service Retirement)
and the check for the total amount to be paid shall be submitted to the
Civil Service Commission as of the same day the related payroll checks
are dated, in aecordance rvith instrnctions set forth in the I-:ife Insur-
ance Manual.

The retaiued copies of S.F. 2812 shall be placed itr a numerical file
which will serve as a reeord of employee withholdings and. Agency
contributions for Group I-.,ife fusurance during each calendar year.
For verifieation purposes only, at the close of each calendar quarter a
cumulative total of life insurance deductions shall be obtained from
the applicable S.F.2812's and such total shall be reconciled with the
aggregate of the related. deductions on the Indiuidual Pag Caril,s, S.F.
1127-Revised. Similarly, at the close of each calendar quarter a cumu-
lative total of Agency contributions for life insurance shall be obtained
from the applicable S.F.2812's and such total shall be reconciled with
the aggregate of the related Agency contributions on the Vouchers and
Schedu,les of Pagments, S.F. 1166.

2/14/63 Poge I
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Adminirtrativr Proctlrc Hondbook-Flcld Scrvlcc
?art 7. Accounting ond Flrcol Froccdurcr
Choptcr 23. fulircnonl

7-2r-t

Section I

INTRODUCTION

This proceilure prescribes the fiscal a,nd aecounting requirements with
respect to deductions from employees' eompensation end contributions
by this Agency, for deposit to the retirement fund, authorized by the
Civil Service Retirement Act, as amended, which provides for deductions
from the basic salary of each employee subject to the Act and for Agency
contributions in an emount equal to such deduetions.

Retirement instructions and procedures are set forth in the Retire-
ment Manual (Chapter R-5 of the Federal Personnel Manual) issued by
the United States Civil Service Commission. The instructions for retire-
ment fund accounting included in Chapter R-5 (Pages R-5-91 through
B,-5-114), as modified herein, shall be followed.

6/28/6' ?ogr I



Adminirlrolive Proctice Hondbook-Field Scrvlcr
Porl 7. Accounting ond Fiscsl Procrdurcr
Choplcr 23. Relirement

7-7t.2

Seclion 2

SATARY DEDUCTIONS AND AGENCY CONTRIBUIIONS

The amounts withheltl from the salary of each employee and the cor-
respondiug amourts contributed by this Agency, applicable to each
payroll, shall be included in a single check to be drawn in favor of the
U. S. Civil Service Commission in the total amount of deductions and
contributions for Retirement, Group I-.rife Insurance, &nd Health
Benefits.

On each Vou,cher and Schedule of Pagmerefs, S.F. 1166, scheduling a
payroll there shall be shown as one amount the aggregate deductions
from employees' salaries for Retirement, Group I-.iife Insurance, and
Health Benefits and the amounts of the Ageney contributions therefor
payable to the U. S. Civil Service Commission (see 6 GAO 6020.20).
This amount shall be detailed to show separately the total amount of
employee withholdings and Agency contributions deposited to the credit
of each of the three benefit funds involved.

The amounts contributed by this Agency for Retirement are payable
from the appropriation from which the related salaries are paid and
shall be recorded, together with Agency contributions for I-.rife Insur-
anee, Health Benefits, and FICA, as shown on the Voucher and, Sched,ule
of Payments, as Object Class 12, Personnel Benefits, in the Subsidiary
Record (Distribution by Object Class Accounts) maintained under the
Salaries and Expenses appropriation (see Section 7-20-76).

The aggregate of retirement deductions as shown on the Voucher anil,
Bched,ule of Payments shall be recorded in the Retirement General
Ledger in accordance with Transaction No. 1, Section,T-23-8.

5/78/6' Pcgc I



Administrotive Prsctice Hondbook-Field Service

Poil 7. Accounting ond tircol Proredures
Chopter 23. letirement

7-23-3

Section 3

EMPTOYEE TRANSFERS AND SEPARATIONS

INIEROFIICE TRANSFERS

Interoffice transfers are transfers of OA employees (including CFA
and URA employees) between Regional Offices or between the Central
Office and Regional Offices. These transfers do not require the prepara-
tion of S. F. 2807, Register of Separations anil Transf ers.

All interoffice transfers of employees shall be documentecl by an
Inter Office Transfer Voucher, Fonn H-219, which shall be prepared in
duplicate by the office releasing the employee (transferor offrce). Such
Inter Office Transf er Vouchers shall be prepaled by Regional Offices
in accordance with Exhibit A, where an employee is transferred to the
Central office; or in accordanee with Exhibit B, where an employee is
transferred to another Regional Office. In the latter case, two Inter
Ofice Transf er Vouchers wiII be required.. The ffrst shall be prepared
by the Regional Office releasing the employee (transferor office) and
the second will be prepared by the Central Office Division of Finance
and. Accounts for forwarding to the Regional Office receiving the
employee (transferee office). When sueh a transfer occurs at or near
the end of a calendar year, the Inter Office Transf er Vouch,er prepared
by the Division of Finance and Accounts will specify the calendar year
then ended. as the effective year for recording the transaction in the
transferee office, which will conform with the year in rvhich the trans-
action was recorded by the transferor office. The originals of all Inter
Ofice Transfer Vouch,ers prepared by Regional Offices for interoffice
employee transfers, accompanied by Ind,iuicl,ua,l Retirem,ent Record,s,
S.F. 2806, shall be forwarded to the Division of Finance and Accounts
in sufreient time to permit entry into the accounts during the same
month in which the transactions were recorded in the Regional Offices.
Regional Offices located west of the Mississippi River shall forwarcl the
documents by airmail.

INIRA.AGENCY TNANSFERS

fntra-agency transfers are transfers of employees rvltolly rvithin the
Housing ancl Home Finance Agency or bctween the Office of the Ad-
ministrator (including the Courmunity Facilities Atlministratiorr ancl
Urban Renewal Administration) and the eoust,ituent agencies (Fetleral
Housing Administration, Publie Ilousing Administration, ancl Ferleral
National Mortgage Association). Even though such t,ransfers tlo not
result in separation from the Ilousing ancl Ilome Finanee Agency,
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7-23-3 Employec fronsfers ond Seporolions

all snch transfers require the preparation of Registers of Separati,ons
and, Transf ers ("fA" series). (See "Distribution of Registers," below.)

Transfers to a constituent agency shall be recorded in the General
Ledger in accordance with Transaction No. 6, Section 7-23-8. Trans-
fers from a constituent agency shall be recorded in the General Ledger
in accordance with Transaction No. 3.

INTER.AGENCY TRANSFERS AND SEPARATIONS

Transfers from the Office of the Administrator (including the Com-
munity Facilities Administration and Urban Renewal Administration)
to Government agencies other than constituent ageneies (inter-agency
transfers) and separations from the Office of the Administrator (inclutl-
ing the Community Facilities Administration and Urban Renewal Ad-
ministration) because of retirement, resignation, or otherwise, require
the preparation of Registers of Separations anil Transfers ("CSC"
series) and shall be recorded. in the General Ledger in accordance with
Transaction No. 7, Section 7-23-8. (See "Distribution of Registers,"
below.)

DISIRIBUTION OF REGISIERS

Reg'isters of Separations anil Transf ers shall be prepared in triplicate
in accordance with the instructions set forth in the Retirement Manual.
One copy shall be retained by the Regional Offee as the posting docu-
ment ancl one copy shall be forwarded to the Division of Finance and
Accounts. The original, together with the employee's Iniliaiduat Retire-
ment Record, shall be forwarded to the receiving constituent agency
("fA" series) or to the United States Civil Service Commission
(" CSC " series).

Fogo 2 6/28/63



Employro fronsfcir ond Seporolionr 7.23.3

EXHIBIT A
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est Rocord, S,P. 2805, att ched,

?0srt rc5 Io Gtrttrt Lt06tt , ctrtirt ra0ctP

2r1.13 | 10r.23
I

b tansctlon
Ftro z-e3-8)

$m
,,(s.

s<

6/23/63



7-2t-? Employro franrforr cnd Srporctionr

EXHIBIT B

f,0081t10 ltlD IOE rlX]lIlCE rouof

IIITER OTTICE TRTXSTIR VOUCHER
rrra rtrtaa

oElltr 0f InrrtfEl 0t utTrrg 0f rTlrcilro oocrxr€rr3

RETIN&EIIT

tiotal rEount ol rotlreEeot dcductloDg to thc crldtt ot

(mue) eho tranef.rred ,r@

RerloE l{o. - (locatlon) to Rerloa

llo. (l@stlon) a9 recgrded

on tbe euployee'a Indlvtdul, Retllerelt Record, S.F.

e8o5, rttacied,
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Adminlrtrotlvr Prorticr Hsndbcok-Iirld Srrvlcr
Porl 7. Accounting ond fircal Protcduror
Choplor 23. Iotlnmrnt

7-2t1

Section 4

BOOKS AND RECORDS

OEI{ETAT TEDGEN

A separate General Ledger shall be established and maintained in ac-
cordance with the Chart and Description of General Ledger Accounts,
Sections 7-23-G au.d?-23-7, respectively. S.F. L014-Revised shall be used
for this purpose. Refer to " TSpicaI Transactions with Appropriate
Entries," Section 7-23-8, for the eccountiug documents which support
entries in the General Ledger. A General I-:edger sccount has not been
provided for recording the amounts of Agency contributions, since these
&mounts are recorded as operating administrative costs (see Section
7-23-2).

NEhTED NECONDS

Retirement deductions withheld from the compensation of employees
and adjustments thereof shall be recorded. in the appropriate column
provided for this purpose on S.F. 1127-Revised., Inil,iaid,ual, Pag Caril,.
At the end of 6aeh calendar year, or during the calendar year in cases
where employees are sep&rated or transferred, the aggregate amount of
retirement deductions applicable to payrolls paid in the current caleudar
year, as shown on each employee's Ind,iuid,ual, Poy Card,, shall be re-
corded under the tr'iscal Record section of his Inil,iaid,ual, Retirement
Record,, S.F. 2806, iu eolumn (6) and reflected in the accumulated total
in column (7). The amounts of such deductions when posted to the
Iniliaid,ual, Eetirement Eecords shall also be recorded in the General
Ledger in accordance with Transaction No. 4, Section 7-23-8.
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Adminiclrotivc Procticc Hondbook-ficld Servicc

Part 7. Accounring ond Fircol Proccdurec

Choplor 23. Retirsmcnl

7.23-5

Section 5

REPORTS

REPORT OF WITHHOTDINGS AND CONIRIEUIIONS

The original S.F. 2812, Beport of Withholdi,ngs anil Contributions
(Health Benefits, Group Life fnsurance, and Civil Service Retirement),
together with the eheek described in Section 7-23-2, shall be submitted
to the U. S. Civil Service Commission as of the same day the related pay-
roll checks are dated. fnstructions for preparing this report are inclutled
in Pages R-5-91 antl R-5-92 of the Retirement Manual.

QUARTER1Y REPONT

As of the close of each calendar quarter (March 31, June 30, Sep-
tember 30 and Deeember 31), a Cumulatiue Qu.arterly Report of Intra-
Agencg Transfers, Form H-200.28, shall be prepared in aceordance
with the instructions contained in Section 3-3-3, Volume IL The original
only of the report shall be forward.ed to the Division of Finance and
Accounts and shall be mailed in time to be received not later than the
15th business day follorving the close of each quarterly period.

ANNUAT SUMMARY

As of the close of the last pay period paid in each calendar year,
Regional Offiees shall prepare an Annu,al Su,mm,ary-Retirernent Fund,
Transactions, S.F. 2807-2, in aecortlanee with the instructions containerl
in Chapter R-5, Retirement Manual, and as provided herein. With
respeet to intra-agency transfers in and out, for reporting on lines 4A
and 8A, respeetively, reference should be made to the instructions under
the heading Quarterly Report of fntra-Agency Transfers, Section 3-3-3,
Volume II. Interoffiee tra.nsfers in (for internal informational pur-
poses), properly identified as such, shall be reported on line 48, and
sueh amount rrill be eliminated by the Division of Finance and Accounts
prior to preparation and submission of the eonsolidated. annual sum-
mary to the Ageney Retirement Officer. Two separate amounts, eaeh
properly identified, shall be reportetl in plaee of line 88; one total repre-
senting "fnteroffiee Transfers Out" and the other total representing
"CSC Separations and Transfers" (separations from the Government
Service and transfers to Government agencies other than constituent
agencies). In this case also, the amount shown as "fnteroffice Transfers
Out" will be eliminatetl by the Division of Finanee and Accounts prior
to submission of the eonsolidated annual summary. Particular attention
is directed to the requirement in Chapter R-5, Retirement Manual, for
5/28/53 Pogc I



7.29-S R.porll

reporting agency contributions and for showing, on the reverse of the
annual Bummary, reconciliation of (1) egency contributions and salary
deduetions, (2) detluctions reported and deposited, and (3) contribu-
tions reported and deposited. the Annual, Summo,rg-Ratirement Eund
Transaati,ons shall be prepared in duplicate and the copy shall be re-
tained by the Regional Office. The original, aecompanietl by the original
and one eopy of the Register of Ail,justmenfs, S.F. 2807-l (if prepareil),
shall be forwarded to the Division of Finance and Aeeounts in time to
be reeeived not later than February 15, following the elose of the
calendar year.
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Adminblrotlvr Proctlcc Hondbook{idd Scrvicc
Psil 7. Accounting ond ?fucol Proccdurer
Choptcr 23. Rctirornent

Golcgory

101
Cash:

251
Other
Credits:

25L.73

257.14

7-23.5

Itetircment-Salary Deductions-
Prior Periods
Retirement-Salary Deductions-
Current Year

Section 6

CHART OF GENERAT TEDGER ACCOUNTS

Accounl

Nurnbcr

AS'EIS

101.23 Retirement and Disability Fund

UABtUIIES

firlc

5/28/63 Pogr I



Seclion 7

DESCRIPTION OF GENERAT IEDGER ACCOUNIS

101.23 Reriremenl ond Disobilhy Fund

This is a tlebit balance statistical account and ineludes the aggregate
of the amounts entered on the current calendar year Ind,iui,ilud Pag
Card,s and. on the Intliatihr,al Retirernent Records. The balance in this
account shall equal the sum of the balances in Account 251.13 and
257.1"4.

Adminirlrolive Procticc Hondbook-ticld Scrvire
Pqrt 7, Accounting ond Fircol Procrdurer
Chopler 23. Retirement

Debit this account with:
1. Amounts of retirement deduc-

tions withheld from employees'
salaries during the current
calendar year as reflected on
Ind,iuidual P ag C ard,s.

2. Total amourlts of retirement
deductions to the credit of em-
ployees aequired. by transfer
from the Central Office or from
another Regional Office as re-
flected on Ind,iaid,ual, Retire-
ment Record,s.

3. Total amounts of retirement
deductions to the credit of em-
ployees acquired. by transfer
from a constituent agency as
reflected on Indiaidual Eetire-
ment Record,s.

7-23-7

Credit this account with:
5. Total amounts of retirement de-

ductions to the credit of em-
ployees transferred to the Cen-
tral Ofiice or to another Regional
Office as reflected on Indiuiclu,al
Retirement Records.

6. Total amouuts of retirement de-
ductions to the credit of em-
ployees transferred to a con-
stituent ageney as reflected on
Incliuidual R etir ement R ecor ds.

7. Total amounts of retirement de-
ductions to the credit of em-
ployees separated from t h e
Government Service or trans-
ferred to another Government
agency.

251.13 Reliroment-Solory Deductions-Prior Periodr

This is a credit balance statistical account and includes the accumu-
lative total retirement deductions to the eredit of employees as recorded
on the Ind,iuidual Betirement Records.

Debit this account with:
5. Total amounts of retirement

deductions to the credit of em-
ployees transferred to the Ceu-
tral Office or to auother

6/28/63

Cretlit this account with:
2. Total amounts of retirement

deductions to the cred.it of em-
ployees acquired by transfer
from the Central Offiee or from

Pogc I



7-73-7

Regional Office as refleeted on
Ind,iuid,ual R etir ement R ecord,s.

6. Total amounts of retirement
deductions to the credit of em-
ployees transferred to a con-
stituent agency as reflected on
I nd,ia iil,ual E etir em ent B ecor ds.

7. Total amounts of retirement
deductions to the credit of em-
ployees separated from the
Government Service, or trans-
ferred to another Government
agency.

Debit this aceount with:
4. Amounts of retirement deduc-

tions withheltl on payrolls
paicl tluring the current cal-
endar year transferred from
Inil,iaidual, Pag Caril,s to In-
iliaid,ual, Eetirement Becords at
the elose of each calendar year,
or during the calendar year in
cases where employees are
separated or transferreil to
another office or agency.

Dercription ol Gencrol lcdger Accounlr

another Regional Office as re-
flected on Ind,iu'il,ual, R etir ement
Eecords,

3. Total amounts of retirement
deductions to the credit of em-
ployees acquired by transfer
from a constituent agency as
reflected on Indiaiilual Retire-
ment Record,s.

4. Amouuts of retirement deduc-
tions withheld on payrolls paid
during the current calendar year
transferred from Ind,ia'i,ilual, P ag
Card,s to Iniliaiilual Retirement
Records at the close of each
calendar year, or during the
caleud.ar year in cases where em-
ployees are separated or trans-
ferretl to another offiee or
&gencyr

Credit this account with:
1. Amounts of retirement dedue-

tions withheld from employees'
salaries during the current cal-
endar year as reflected on In-
diu,id,ual Pa11 Cards.

25l,ltl Rcrirencnt-Solory Deduclions-Currenl Ycor

This is a credit balance statistical account and includes the amount
of retirement deduetions which are entered on Ind,iuddual Pag Cards
during the current calendar year.

Retirement deduetions as shown on the Ind,iuidual Pag Card,s shall
be totalled quarterly and the total reconciletl with the balance in this
aceount.
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Adrninldrotivc Proctlco Hoadbock-lirld Srrvlcr
Port 7. Accounting cnd Fhcol Prcccdnror
Choplrr 23. Rrtlrtmrnt

7.29.8

Cr, tirle

Retirement and Dis-
ability Fund.

257.74 Retirement - Salery
Deduetions - Curreut
Year.

Retirement and Dis-
ability Fund.

251.13 Retirement - Salary
Deductions - Prior
Periods.

Retirement and Dis-
ability Fund.

251.13 Retirement - Salary
Deductions - Prior
Periods.

Retirement - Salary
Deductions - Current
year.

Pcgo I

Section 8

TYPICAT TNANSACIIONS WITH APPROPRIATE ENTRIES

Tronr
oction

l{umbor Dcrcriplion

1.. Amounts of retirement de-
ductions withheld from
employees' salaries during
the current calendar year
as reflected. on Iniliuid,ual,
Poy Cards. Posting media:
Summaries on Vouchers
and Scheilules of PaV-
ments,

2. Total amounts of retire-
ment ded.uctions to the
credit of employece ac-
quired by transfer from
the Central Office or from
another Regional Office as
reflected on Iniliai.ilual, Be-
tirement Becorils. Posting
media: Inter Ofi,ce Irans-
f er Vouchers supported by
Inil,iudilual, Retirement
Becorils.

3. Total amounts of retire
ment deductious to the
credit of employees ae-
quired by transfer from
a constituent agency as re-
flected on Inil,i,aid,ual, Be-
tirement Becorils. Posting
media ; Beg,isters of Sepo.
rat,ionsandTransfers
(('IA" series only) sup-
ported by Ind,iaid,ual, Be-
tirement Eecorils.

4. Amounts of retirement de-
ductions withheld on pay-
rolls paitl during the

6/2E/5?
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101.23

101.23
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7.2t-a

Tronr.
sclion
Numbcr Dercription

current calendar year
transferred. from Ind,iuid,-
ual PoA Card,s to Ind,iutd-
u,ol Retirement Recoril,s at
the closo of each calendar
year, or during the calen-
dar year in cases where
employees are separated
or transferred to another
offiee or agency. Posting
media t Journal Vouchers.

5. Total amounts of retire-
ment deductions to the
eredit of employees trans-
ferred to the Central Of-
ffce or to another Regional
Office as reflected on In-
diuid,u,al Retirement Rec-
ards. Posting media t Inter
Office Transfer Vouchers
supported by Indiuidual
Retirement Record,s.

6. Total amounts of retire-
ment deductions to the
credit of employees traus-
ferred to a constituent
agency as reflected on In-
iliaiilual Retirement Rec-
ords. Posting media:
Registers of Separations
and,Transfers("TA"
series only) supported by
Ind,iuidual R etir em,ent
Recorils.

7. Total amounts of retire-
ment deductions to the
credit of employees sepa-
rated from the Govern-
ment Service, or trans-
ferred to another Govern-
ment agency. Posting
Metlia : Registers of Sepa-
rations a n il Transf ers
("CSC" series).

fypicol fronrctionr Wirh Approprlolc Enlries

Dr.

251.13

251.t3

25t.73

Cr.

257.13 Retirement - Salary
Deductions - Prior
Periods.

Retirement - Salary
Deductions - Prior
Periods.

101.23 Retirement ancl Dis-
ability Fund.

Retirement - Salary
Deductions - Prior
Periods.

101.23 Retirement and Dis-
ability Fund.

Retirement - Salary
Deductions - Prior
Periods.

101.23 Retirement and Dis-
ability Fund.

Tille
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Administrotive Proctice Hondbook-tield Service
Port 7. Accounting ond Fiscol Procedures

Chopter 30. Clecring ond Deposit Fund Accounts

7.30-l

Section I

INTRODUCTION

This procedure prescribes the fiscal and aceounting requirements with
respect to the Agency's contribution and amounts rvithheld from em-
ployees' salaries for Federal fnsurance Contributions Act (FICA)
taxes; amounts withheld from employees' salaries for Federal, State
or Territorial income taxes; amounts ri'ithheld from employees' salaries
for the purchase of United States Savings Bonds; collections of inspec-
tion and audit fees under the Urban Planning Assistance Program,
whether in cash or by setoff; and collections rvhich are to be held in
suspense pending final disposition.

tt/1/62 Poge I



Administrotive Proctice Hondbook-Field Service
Pqrl 7. Accounting and tisco! Procedures

Chopter 30. Cleoring ond Deposit Fund Accounts

86X6070(01)

86X6875 ( 01 )

86X6753

730-2

Section 2

ACCOUNT SY'!,IBOI5 AND IITTES

Separate books of accoullt shall be maintained for each of the follow-
ing account symbols rvhich have been assigned by the Treasury Depart-
ment:

Synbol

Clearing
Account:
86F0101 (01 ) Withheld Individual Income and F.LC.A. Taxes, Office

of the Atlministrator, Housing and Home Finance
Agency

Deposit Funrl
Accounts:
86X6050 (01)

fitle

Employees' Pay RolI Allotment Account, Ilnitetl States
Savings Bonds, Office of the Administrator, Housing
and Home Finance Agency

Withheltl State and Territorial Income Taxes, Office of
the Administrator, Housing and. Home Finance Agency

Suspense, Office of the Administrator, Housing and
Home Finance Agency

Unearned fnspection Fees, Urban Planning, Office of
the Administrator, Housing and Home Finance Agency

1l /t /62 Pogc I



Adminirlrqrive Prqctice Hnndbook-field Service

Poil 7. Accounling ond Fiscol Procedures

Chopter 30. ClearinE ond Deposit Fund Accounts

7-3G3

Section 3

DEPOSITS

Amounts representing (1) the Agency's FICA tax contributions and
salary withholdings for Federal income anal FICA taxes; (2) salary
withholdings for State and Territorial income taxes; antt (3) salary
withholdings for the purchase of United States Savings Bonds, shall be
summarized on Vouclt,ers ancl Sched,ules of Pag4ments, S.F. 1166, as
illustrated in 6 GAO 6020.20, for deposit to Clearing and Deposit Fund
Accounts, Symbols 86F0101(01), 86X6070(01) and 86X6050(01), re-
spectively. Such withholdings and contributions shall be recorded. in
the applicable General Ledgers in accordance with Transactions Nos. 1,
2, and 3, Seetion 7-30-10.

Amounts received which are to be held in suspense pending identi-
fication, subsequent disposition or transfer to the proper appropriation,
fund or receipt account and proceeds from the sale of administrative
property and equipment (7 GAO 3520) shall be documented on Certifi-
cates of Deposit, S.F.219, and processed in accordance with Section 7-1-2
for deposit to the Deposit Fund Account, Symbol 86X6875(01). Such
amounts shall be recordecl in the General I-ledger for this symbol in
accordance rvith Transaction No. 4, Section 7-30-10.

Amounts received from employees for the purpose of completing
purehases of United States Savings Bonds shall be documented on
Certificates of Deposit ancl processed iu accordance with Section 7-1-2
for deposit to the Deposit Fuud Account, Symbol 86X6050(01). Such
amounts shall be reeordecl in the General fredger for this symbol in
accordance with Transaction No. 5, Section 7-30-10.

Amounts of inspection ancl audit fees collected in cash shall be de-
posited on Cert,ificates of Deposit in accordance rvith Sectiou 7-1-2.
Amounts of inspection and audit fees collected by setoff against amounts
requisitioned for planning grants shall be completely documented on
Vou,ch,ers and, Scltedu,les of Payntents as prescribed in Section III,
Amendment No. 1 to Proceclures }[etnorandum No. 1, Treasury Depart-
ment Circular No. 945, Second Revision, see Exhibit A.

5/29/65 Poge I



Deposits 730-3

EXHIBIT A
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Administrotive Prqctice Hondbook-Field Servicc

Pqrl 7. Accounting ond Fiscol Procedures

Chopler 30. Cleoring ond Depo3it Fund Accounts

7-3G4

Section 4

DISBURSEMENTS AND TRANSFERS

DISBURSEN,IENIS

The aggregate amount of rvithholdings for Federal income and
FICA taxes and the Agency's FICA tax eontributions which are
payable to the District Director of fnternal Revenue; the aggregate
amount of withholdings for State or Territorial ineome taxes which
are payable to the appropriate taxing authorities; and funds aecumu-
lated in employees' United States Savings Bond aeeounts whieh are
payable to the appropriate Federal Reserve Bank, shall be processed
onVouchers ancl, Scheclu,les of Pallmemfs, S.F. 1166, (Section 7-1-5) for
disbursement from Clearing and Deposit Fund Accounts, Symbols
86F0101(01), 86X6070(07) and 86X6050(01), respectively, in ae-
cordance with 6 GAO 5000. Sueh disbursements shall be recorded. in
the appiicable General Letlgers in accorclance with Transactions Nos. 9,
10 and 11, Section 7-30-10, as appropriate.

Refunds of amounts withheld from employees' salaries for the pur-
chase of United States Savings Bonds shall be made to employees, as
required, by proeessingVouch,ers and, Bclted,u,les of Payments in accord-
ance with Section 7-1-5 for payment from the Deposit Fund Account,
Symboi 86X6050(01). Such amounts shall be recorded in the General
Ledger for this symbol in accordance with Transaction No. 12, Section
7-30-10.

'Where proper, refunds and payments of amounts of suspense items
shall be made from the Deposit Fund Aceount, Symbol 86X6875(01) by
processing Vouchers and, Scheclu,les of Payments it aecordanee with
Section 7-1-5. Such amounts shall be recorded in the General Ledger
for this symbol in accorclance rvith Transaetion No. 13, Seetion 7-30-10.

Amounts of inspeetion and audit fees refunded. to Planning Agencies
shall be recorded as shown by Transaction No. 8, Section 7-30-10.

IRANSFERS

When proper, the amounts of suspense items shall be transferred
from the Deposit Fund Account, Symbol 86X6875 (01) to the applicable
appropriation, fund or receipt account by processing Journal Vouchers,
S.F. 1017G, in accordance with 7 GAO 4030. The amounts of sueh
transfers shall be recordetl in the General I-.redger for this symbol in
accordance with Transaetion No. 14, Section 7-30-10.
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7-304 Disbursemenls ond Transferr

INSPECIION AND AUDIT IEES

Collettionr

Collections of inspection and audit fees under the Urban Planning
Assistanee Program shall be deposited to the Deposit Funcl Account,
Symbol 86X6753, in accordance with Transaction No. 6. The full
amount of the inspection and audit fee shall be set off against the
approved amount of the first requisition for grant payment under the
initial contract, unless the Planning Agency has previously paid the
fee. If the amount of the grant is increased, the atlditional inspection
and audit fee shall be set off against the next requisition under the
amended contract.

The use of the Vouch.er u,nd Sched,ule of Pagmerofs illustrated in
Exhibit A, Section 7-30-3, will eliminate the use of S.F. 1096, Sched,ule
of Youcher Deil,uctions. The single voucher (Exhibit A) will serve as
posting media for the entry of the planning grant in the General Ledger
maintained for the Urban Planning Assistance Program, and for the
entry of the colleetion of the inspection and audit fees in the General
Ledger established for the Deposit Fund Account, Symbol 86X6753.
(See Transaction No. 7.)

Yeor-End Tronsfers of Nel Gollections

A Form H-219, Inter Office Transf er Vouch,er, shall be prepared at
the elose 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 inspeetion and audit fees colleeted (see
Exhibit A and Transaetion No. 15).

Poge 2 6/29/65



Disburscmcnls qnd Tronsfers 7-304

EXHIBIT A

llousil(c ltD l.lollE Frt{lLcE AoEl{cr

I}ITER OFFICE TRAI{SFER VOUCHER
,rrt ltatt,

Itlttra aaflaa
lf-arttd al n.ltml N?r..]

raala taSattla

rttUr raa afilat
Vrrfletm. D. C.

r,lrr ttaattta

oEIAtt 0F TRATSFER 0R Llsilt8 0F ArTACflro D0CU|{EiT!

UIEARIED InspEglror t!ts, unEll ptlltEli
85fi753

fo trualcr to t!. Dtvlit6 o! llrucc rd, lceolrltr tL
tr:rEcc h AccarDt 10)..13 Cr.L - Ilrtf,cttoo ad lrdlt
le. r! ol .. 19

I{OIE: llhrn .ptruc.tla, tDbld.c r teldcBca to tLa
!@dadE 1}- thc Dlyr,!16 o! llmlcc a!4
Accmta !.EEltlDg tbc'tarn.fcr.

t3rutra otfrct

22L.12

$r.rr
33r.rr

10r.13

to. lt, &ct

fx.
E

( soo too ?-30-IO)

I ltrltttt ! laaatttt

5/29/65



At the end of each month, Regional Offiees shall atljust the indivitlual
accounts maintained for 101.12 Cash and 101.13 Cash-Inspection and
Audit Fees 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 accortlance with Transactions
Nos. 16 and 17, Section 7-30-10. At the beginning of the following
month, the atljustments shall be reversed on the basis of journal entries
in accordance with Transactions Nos. 18 ancl 19.

Administrotive Proctice Hondbook
Port 7. Accounting ond Ficcol Proccdures
Chspter 30. Cleoring ond Deposit Fund Accounls

Section 5

IN TRANSIT ITEII1S

7.30.5
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Billingr 7-30-s

EXHIBIT A
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Administrotivc Proctics Hondbook-Field Service

Porl 7, Accounting ond Fiscol Procodures

Chopter 30. Cleoring ond Deposit Fund Accounts

7{,r5

Section 6

BOOKS AND RECORDS

GENERAT TEDGERS

S.F. 1014 shall be used for the General Ledgers prescribed. herein.
A separate General Ledger shall be established and maintained for the
Clearing Account and. for each Deposit Fund Aceount in accorclance
with the Chart and Description of General Ledger Aceounts, Sections
7-30-8 and 7-30-9, respectiyely. Refer to Typical Transaetions with
Appropriate Entries, Section 7-30-10, for the accounting documents
which support entries in these General Ledgers.

REI.ATED RECORDS

Procedures covering Salaries and Expenses (Chapter 20) provide
for the maintenance of Subsidiary Records (Distribution by Object
Class Accounts) for eaeh applicable object class. The contributions
made by this Ageney for FICA taxes are record.ed. in the subsidiary
distribution aecount maintained for Object Class 12, Personnel Benefits.

Deductions from employees' compensation and adjustments thereof
for Federal, State or Territorial income taxes, FICA taxes, and pur-
chase of United States Savings Bonds, are recorded in the appropriate
columns provided for these purposes on S.F. 7127,Ind,iaidu,al Pay Card,.
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Adminislrotive Proctice Hqndbook-Field Service

?sfi 7. AccounlinE ond Fiscol Procedures

Chopter 30. Cleoring ond Deposit Fund Accounts

7-30-7

Section 7

REPORTS

'I'he report rcfou'ed to irr this Section slrall be forwardcd to thc
Division of Finance and Accounts in accordance with Section 7-1-8,
which specifies the number of copies required.

Stolemenl of Generql Ledger Bolonces

As of the close of each morltll, trial tralances shall be taken and re-
ported in the appropriate colunrns of Form H-200.53, Statement of
General, Ledger Balances-Clearing a,lxd, Deposit lund, Accou,nts. The
trial balance for the Deposit Fund Account, Symbol 86X6753 shall be
reported in an appropriately identified blank column of Form H-200.53.

6/29/65 Poge I



Administrotive Proctice Hqndbook-Field Servicc

Porl 7. Accounting ond tiscol Procedures

Chopler 30, Clearing ond Deposit Fund Accounts

Cotegory

101
Cash:

7AG8

Section 8

CHART OF GENERAT TEDGER ACCOUNTS

Account

Number Iitlc

ASSETS

101.11
101.12
101.13

Cash in Transit
Cash
Cash-Inspection and Audit Fees

LIABITIIIES

201.11 AccountsPayable

221.16

Inspection and Audit Fees
Unapplied Deposits
Unapplietl Deposits-Employees' Federal In-
come Tax Deductions
Unapplietl Deposits-Employees' FICA Deduc-
tions
Unapplied Deposits-Employer's Share of
FICA

227.t7

INTEROFTICE CONIROI ACCOUNIS

331.51

201
Accounts
Payable:

221
Trust and
Deposit
I-,riabilities

331
ReaI and
Nominal
Accounts:

227.72
227.74
22L.15

Regional
Office

Office Books-Account with Central
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Cleoring ond Deposit Fund Accounts

EXHIBIT A

7-30.8
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Section 9

DESCRIPTION OF GENERAT TEDGER ACCOUNTS

I0LII Cosh in Tronsit

These are debit balance (asset) accounts maintained to recortl the
amounts of collections in transit at the end of each month.
Debit these accounts with: Credit these accounts with:
16. Amounts of collections in 18. Amounts of month-end ad-

transit at the encl of each justments for collections in
month. transit reversed as of the be-

ginning of the following
ronth.

l0l.l2 Cosh

These are debit balance (asset) aecounts maintained to shorv the
balances on deposit in Clearing and l)eposit Fund Accounts.

Administrotive Proclice Hondbook-Field Se:vice

Pqrt 7. Accounting ond Fiscal Procedures

Chopter 30. Cleoring ond Deposit Fund Accounts

Debit these accounts with:
1. Amounts rvithheld from em-

ployees' salaries for Federal
income and FICA taxes and
amounts contributed by this
Agency for FICA taxes.

2. Alnounts rvithheld from em-
ployees'salaries for State or
Territorial income taxes.

3. Aruounts withhelil from em-
ploy<tes salaries for purchases
of l-hriteri States Savings
Boncls.

4. Anrounts of collections rep-
resenting unidentified items,
items to be held in suspense,
iterns in litigation, and pro-
ceeds from sale of aclminis-
trative property and equip-
Incnt to be held pending the
purchase or replacement of
similar personal property.

5. Amounts of collections from
ernployees in order to com-
plete purchases of Unitetl
States Savings Bonrls.

5/29/65

7-3(}9

Credit these accounts with:
9. Amounts of Federal ineome

and FICA tax withholdings
and the Agency's FICA tax
contributions, paid to the Dis-
tlict Director: of Internal
Revenue.

.10. Amounts of State or Terri-
torial incorne tax rvithhold-
ings paid to the appropriate
taxing authorities.

l.l . Arnounts of withholdings and
collections for purchases of
llnited States Savings Bonds
paid to the Federal Reserve
Bank.

12. Amounts of withholdings for
the purchase of United States
Savings Ronrls refunded to
employees,

13. Amounts of refunds and pay-
nients of susllense items or
portions thereof.

Pcge I



7-30-9 Descriplion of Generol ledger Atcounts

Credit these accounts with:
14. Amounts of suspense items or

portions thereof transferred
to the proper appropriation,
fund or receipt account.

16. Amounts of collections in
transit at the end. of each
month.

19. Amounts of month-end atl-
justments for unaccomplishetl
disbursements and. transfers,
reversed as of the beginning
of the following month.

I0l.I3 Cash-lnspection qnd Audit Feer

This is a debit balance (asset) account maintained to show the amount
of inspection and audit fees collected and not transferred. to the Division
of Finance and Accounts.

Debit these accounts with:
17. Amounts of disbursements

and transfers which have not
been accomplished by the
Treasury Regional Office at
the end of each month.

L8. Amounts of month-end ad-
justments for collections in
transit, reversed as of the be-
ginning of the following
month.

Debit this aceount with:
6. Amounts of inspection ancl

audit fees collected.

7. Amounts of inspeetion and
audit fees collected by setoff
against requisitioned amounts
of planning grants.

17. Amounts of disbursements
which have not been accom-
plished by the Treasury Re-
gional Office at the end of
each month.

18. Amounts of month-end ad-
justments for eollections in
transit, reversed as of the
beginning of the following
month.

Debit these aceounts with:
19. Amounts of month-end ad-

justments for unaccom-
plished disbursments and.
transfers, rcversed as of the
beginning of the follo'wing
month.

Pogc 2

Credit this account with:
8. Amounts of inspection and

audit fees refunded. to Plan-
ning Agencies.

15. Amounts of inspection and
audit fees transferred to the
Division of Finance and Ac-
eounts.

16. Amounts of collections in
transit at the entl of eaeh
month.

19. Amounts of month-end ad-
justments for unaccom-
plished disbursements re-
versed as of the beginning of
the follorving month.

Credit these aecounts with:
I7. Amounts of disbursements

and transfers which have not
been aceomplished. by the
Treasury Regional Offfce at
the end of the month.

20I.ll Accounls Poyoble

These are eredit balance (liability) accounts maintained to recorcl
the amount of disbursements and transfers which have not been ac-
complished by the Treasury Regional Office at the end of each month.

6/29/55



Drrcription of Generol Ledger Accounls 7-3t9

221.12 INSPECIION AND AUDIT FEES

This is a credit balance (liability) account maintained. to show the
balance of inspection and audit fees collected or due which have not been
transferred to the Division of Finance and Accounts.

221.14 Unopplied Deposirs

These are credit balance (liability) accounts maintained to show the
liability with respect to balances on deposit in Deposit Fund Accounts.

Debit this account with:
8. Amounts of inspection and

audit fees refunded to Plan-
ning Agencies.

15. Amounts of inspection and
audit fees transferred to the
Division of Finance and Ac-
counts.

Debit these accounts with:
10. Amounts of State or Terri-

torial income tax withhold-
ings paid to the appropriate
taxing authorities.

11. Amounts of withholdings and
collections for purchases of
United States Savings Bontls
paid to the Fetleral Reserve
Bank.

12. Amounts of withholdings for
the purchase of United States
Savings Bonds refunded to
employees.

13. Amouuts of refirntls antl pay-
ments of suspense items or
portions thereof.

14. Amounts of suspense items or
portions thereof transferred
to the proper appropriation,
funtl or receipt account.

Credit this account with:
6. Amounts of inspection and

audit fees collected.

7. Amounts of inspection and
aud.it fees collected by setoff
agaiust requisitioned. amounts
of planning grants.

Credit these accounts with:

5.

Amounts withheltl from em-
ployees' salaries for State or
Territorial income taxes.

Amounts withheld from em-
ployees' salaries for purchases
of United States Savings
Bonds.

Amounts of collections rep-
resenting unidentified items,
items to be heltl in suspense,
items in litigation, and pro-
ceedsfromsale of administra-
tive property and equipment
to be held pending the pur-
chase or replacement of simi-
lar personal property.

Amounts of collections from
employees in order to com-
plete purchases of United
States Savings Bonds.

221.t5 Unopplied Deporits-Employees' Fedcrol lncome fsx Deductions

This is a credit balanee (liability) account maintained. in connection
with the Clearing Account to show the balance on deposit representing
amounts withheltt from employees' salaries for Fed.eral income taxes.

6/29/65 Pqse 3
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221.15 Uncpplied Deposits-Employees' FICA Deductions

This is a credit balance (liability) aceount maintained in connection
with the Clearing Account to show the balance on deposit representing
arnounts withheld from employees' salaries for FICA taxes.

Debit this account with: Credit this account with:
9. Amounts of FICA tax with- 1. Amounts withheltl from em-

holdings paid to the District ployees' salaries for tr'ICA
Director of fnternal Revenue. taxes.

22I.I7 Unopplied Deposits-Employer's Shore of FICA

This is a cred.it balance (liability) account maintained in connection
with the Clearing Account to show the balance on deposit representing
contributions made by this Agency for FICA taxes.

7-30-9

Debit this account with:
9. Amounts of Federal income

tax withholdings paid to the
District Director of fnternal
Revenue.

Debit this account with:
9. Amounts of Agency FICA

tax contributions paid to the
District Director of Internal
R,evenue.

Debit this account with:
15. Amounts of inspection anrl

audit fees transferred to the
Division of Finanee and Ae-
counts,

Desoiplion of Generol ledger Accounlr

Credit this account with:
1. Amounts withheltl from em-

ployees' salaries for Federal
ineome taxes.

Credit this account with:
L. Amounts contributed by this

Ageney for FICA taxes.

Credit this account with:
15. Amounts of inspection and

audit fees transferred to the
Division of Finance and Ac-
counts.

33I.5I REGIONAL OFFICE BOOKS_ACCOUNT WITH CENTRAT OFFICE

This is a Regional interoffice control account maintained to record all
transfer transactions betrveen the Division of Finance and Accounts antl
the Regional Office.

Pago 4 5/29/55



Adminirtrstive Proctice Hondbook-Field Service

Porl 7. Accounting ond tircol Procedures

Chopter 30. Cleoring ond Deposit Fund Accounts

Dr.

101.12
Cr

221.t5

lirle
Cash.
Unapplied
Employees'

7*30-10

Deposits-
Federal

Section l0

TYPICAT TRANSACTIONS WITH APPROPRIATE ENTRIES

Trons-
ortion
Number Description

1. Amounts withheld from
employees' salaries for
Federal income and
FICA taxes and amounts
contributed by this
Agency for FICA taxes.
Posting media: Summa-
ries on Vouchers a/nd
S ch e d,u,l e s o f P ay ment s.

2. Amounts withheld from
employees salaries for
State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouchers and, Bchedu,les
of Pagments.

3. Amounts withheld from
employees' salaries for
purchases of United
States Savings Bonds.
Postiug media: Summa-
ries on Vouchers and
Schedules of Pagments.

4. Amounts of eollections
representing unidentifiecl
items, items to be held in
suspense, items in litiga-
tion, and proceeds from
sale of administrative
property and equipment
to be held pending the
purchase or replacement
of similar personal prop-
erty. Postin g media z C er-
tificates of Deposit.

6/29/55

fneome Tax Dednc-
tions.
Unapplied Deposits-
Employees'FICA De-
ductions
Unapplietl Deposits-
Employer's Share of

221.16

227.17

101.12

FICA.

Cash.
227.74 Unapplietl Deposits

Poge I



7-3GIO

Trqnr-
oction

Number

Typicol fronroctionr with Approprialc Entrirs

Dr. CrDescription

5. Amounts of collections
from employees in order
to complete purchases of
Unitetl States Savings
Bonds. Posting media:
C ertificat es of Deposit.

6. Amounts of inspeetion
and audit fees collected.
Posting media: Certifi-
cates of Deposit.

7. Amounts of plauning
grauts requisitioned by
Planning Agencies where
collection by setofr of in-
spection and audit fees
is involvecl. Posting
media: Vouchers anil
Scheilules of Pagments.

8. Amounts of inspection
and audit fees refunded.
to Planning Agencies.
Posting media : Vouchers
anil, Sched,ules of Pag-
ments based. on authori-
zation of the Urban Re-
newal Commissioner.

9. Amounts of Federal in-
come and FICA tax
withholtlings and the
Agency's FICA tax con-
tributions, paid to the
District Director of In-
ternal Revenue. Posting
media: Vouchers and,
Bched,ules of Payments.

Iirtc

101.13

101.13

541.11'B

22t.t2

227.75

22t.76

221.77

Cash-Inspection and
Audit Fees.

227.12 Inspection and Audit
Fees.

Cash-Inspection and
Audit Fees.
Clrants.

101.12* Cash.
221.12 Inspection and Audit

Fees.

101.13

fnspection and Audit
Fees.
Cash-Inspection and
Audit Fees.

Unapplied Deposits-
Employees' Federal
fncome Tax Dedue-
tions.
Unapplied Deposits-
Employees'FICA De-
ductions.
Unapplied Deposits-
Employer's Share of
FICA.

1"01.12 Cash.

10. Amounts of State or Ter- 221.74
ritorial income tax with-
holtlings paid to the ap-
propriate taxing authori-
ties. Posting media:

Unapplietl Deposits,
Cash.101.12

* For posting to General Ledger accounts for 86X0104. (Seo Trensaction No. 8, Section
7-11.14.)

Poge 2 6/29/55



Iirlc

Inspection and Audit
Fees.
Regional Office Books

-Account 
with Cen-

tral Office.
Regional Office Books

-Account 
with Cen-

tral Office.
Cash-Inspection and
Audit Fees.

Cash in Transit.
Cash.
Cash-fnspeetion and
Audit Fees.

Pogc 3

Trons-
oction
Number Dercription

Vou,chers anil, Sched,ules
of Pa,gments.

11. Amounts of withholtlings
and collections for pur-
chases of United States
Savings Bonds paitl to the
Federal Reserve Bank.
Posting media. Vouclr,ers
anil, Sched,ules of Pay-
ments.

12. Amounts of withholdings
for the purchase of
Unitetl States Savings
Bonds refunded to em-
ployees. Posting media r

Vouchers anil Sch,eilules
of Pagments.

13. Amounts of refunds and
payments of suspense
items or portions thereof.
Posting media : Vouchers
and, Scheil,ules of Pag-
ments.

14. Amounts of suspense
items or portions thereof
transferretl to the proper
appropriation, fund or
receipt account. Posting
media z J ournal V ouchers.

15. Amounts of inspection
and audit fees trans-
ferred. to the Division of
Fiuance and Accounts.
Posting media : Inter Of -
fice Transfer Vouchers.

16. Amounts of collections in
transit at the end of each
month. Posting media:
Journal, Vouch,ers.

5/29/65

Dr.

221.72

331.51

Cr.

331.51

101.13

101.12
101.13

101.11

Typicol Tronsoctions with Appropriote Entrier 7.30.10



7.30-t0

Trqns-
oclion

Number Description

17. Amounts of disburse-
ments and transfers
which have not been ac-
complished by the Treas-
ury Regional Office at the
end of each month. Post-
irrg media: Journal
Vouchers.

18. Arnounts of month-end
adjustments for collee-
tions in transit, reversed
as of the beginning of the
following month. Posting
media : Joulnal Vouclters.

19. Amounts of month-end.
adjustments for unaccom-
plished disbursements
and transfers, reversed as
of the beginning of the
following month. Posting
media t J onrnal V ouchers.

Typicol Transoctions with Appropriote Entries

Dr.

101.12
101.13

101.12
101.13

201.11

Cr.

201.11

Tirle

Cash.
Cash-Inspection and
Audit Fees.
Aceounts Payable.

Cash.
Cash-fnspection and
Audit Fees.

101.11 Cash in Transit.

101.12
101.18

Aeeounts Payable.
Cash.
Cash-fnspcction and
Audit Fees.

Pogc 4 6/29/65



Administrative Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscal Proredurer
Choptar 30. Cleoring snd Deposit Fund Accountr

7€(}.il

Title

Cash
llnapplied Deposits-
Employees' Federal
Income Tax Dedue-
tions.

Section I I

TYPICAI. TRANSACTIONS WITH APPROPRIATE ENTRIES

Trons.
oclion

Number Description

1. Amounts rvithheld from
employees' salaries for
l'ederal income and
FICA taxes and amounts
contributed by this
Agency for FICA taxes.
Posting media: Summa-
ries on Vou,chers and
Sclr.cdu,les of P agment s.

2. Amounts rvithheld from
employees' salaries for
State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouchers and, Sched,ules
of Payments.

3. Amounts rvithheld frorn
employees' salaries for
purchases of Unitetl
States Savings Bonds.
Posting media: Summa-
ries on Vou,chers and,
Sch,ed,u,les of Pagments.

4. Amounts of collections
representing unidentified
items, items to be held in
suspense, items in litiga-
tion, and proceeds from
sale of administrative
property and equipment
to be held pending the
purchase or replacement

lt/t/62

Unapplied Deposits-
Employees'FICA Dp-
ductions.
Unapplied Deposits-
Employer's Share of
FICA.

Dr.

101.12

Cr,

227.75

22\.76

221.17

101.12 Cash.
221.74 Ilnapplied Deposits.

Poge I



7-30-t I

Trons-
oclion
Number De*ription

of similar personal prop-
erty. Posting media I C er-
tificates of Deposit.

5. Amounts of colleetions
from employees in order
to complete purchases of
United States Savings
Bonds. Posting media:
C ertificates of Deposit.

6. Amounts of invoices ren-
dered covering inspection
and audit fees due. Post-
ing media : Inaoices.

7. Amounts of collections of
inspection and audit fees
where invoices have not
been rendered. Posting
media: Certifi,cates of De-
posit.

8. Amounts of collections of
inspection and audit fees
where invoices have been
rendered. Posting media :

C ertificates of Deposit.

9. Amounts of planning
grants requisitioned by
Planning Agencies where
colleetion by setoff of in-
spection and audit fees
is involved. Posting
media Scltedules of
Voucher Ded,uctions at-
tached to Votcchers and
Schedu,l,es of Payme nts.

10. Amounts of inspection
and audit fees refundecl
to Planning Agencies.
Posting rnedia : Vouchers

Typicol fronsortions with Appropriote Entries

Dr.

73t.22

Cr.

Accounts Reeeivable-
fnspection and Audit
Fees.

221.12 Inspeetion and Audit
Fees.

Tirle

101.13

101.13

101.13

541.11{r

22t.12

227.t2

Cash-Inspection and
Audit Fees.
fnspection and Audit
Fees.

131,.22

Cash-Inspection and
Audit Fees.
Aeeounts Receivable-
Inspection and Audit
Fees.

Inspection and Audit
Fees.
Cash-Inspection ancl
Audit Fees.

101.13

* For posting to General Ledger accouats for 86X0104. (See Transaction No. 8, Section
7-1 1-14. )

Poge 2 ll/1/62

Cash-Inspection and
Audit Fees.
Grants.

101.12* Cash.
731.22 AccountsReceivable-

Inspection and Auclit
Fees.



Typicol Tronroctions with Appropriote Entricr 7€Gil

Iirl6

Unapplied Deposits-
Employees' Federal
Income Tax Deduc-
tions.
Unapplied Deposits-
Employees'FICA De-
duetions.
Unappliecl Deposits-
Employer's Share of
FICA.
Cash.

Unapplietl Deposits.
Cash.

frcns-
oction

Number Description

and Sched,u,les of Pay-
ments based on authori-
zation of the Urban Re-
newal Commissioner.

11. Arnounts of Federal in-
come and FICA tax
withholdings and the
Agency's FICA tax con-
tributions, paid to the
District Director of In-
ternal Revenue. Posting
rnedia Vou,chers and,
Schedtr,les of Pa,yntent s.

12. Amounts of State or Ter-
ritorial income tax with-
holdings paid to the ap-
propriate taxing authori-
ties. Posting media:
Vottchers anil Sched,ules
of Payments.

13. Amounts of withholdings
and collections for pur-
chases of United States
Savings Bonds paid to the
Federal Reserve Bank.
Posting media. Vouchers
and Schedules of Pag-
ments.

14. Amounts of withholdings
for the purchase of
United States Savings
Bonds refundetl to em-
ployees. Posting media:
Vou,chers and, Scheihiles
of Pagments.

15. Amounts of refunds and
payments of suspense
items or portions thereof.
Posting media : Vouchers
and Sched,u,les of Poy-
ments.

1t /1 /62

Dr.

221.15

22t.t6

227.17

227.14

Cr

101.12

101.12

Poge 3



7-30-I I

frqns-
oction

Number Description

16. Amounts of suspelrse
items or portions thereof
transferred to the proper
appropriation, fund or
receipt account. Posting
media: Vouchers and
Sch,edules of lYith-
drauals and, Creclits.

17. Amounts of inspection
and audit fees trans-
ferred to the Division of
Finance and Accounts.
Posting rnedia: Inter Of -
ficc Transf er Vouchers.

18. Amounts of collections in
transit at the end of each
month. Posting meclia:
Journul, Vouchers.

19. Amounts of disburse-
ments and transfers
u'hich have not been ac-
complished by the Treas-
ury Regional Office at the
end of each month. Post-
irrg media: Jou,rttaL
li ou,cltars.

20. Amounts of month-end
adjustments for collec-
tions in transit, reversed
as of the beginning of the
following month. Posting
media : J ou,rnal V ouchers.

21. Amounts of month-end
ad justments for unaccom-
plished disbursements
and transfers, reYersed as
of the beginning of the
following month. Posting
media : J ou,rnal Vouchers.

Poge 4

Typicol fronsoctions with Appropriote Entries

Dr Ct, fitle

221.72

331.51

101.11

101.12

101.12

201.11

331.51

101.13

Inspection and Audit
Fees.
Regional Ofiffce Books

-Account 
with Cen-

tral Office.
Regional Office Books

-Account 
with Cen-

tral Office.
Cash-Inspection and
Audit Fees.

101.12

201.11

Cash in Transit.

Cash.

Cash.

Accounts Payable

Cash.

101.11 Cash in Transit

Accounts Payable

101.12 Cash.

11 /t /52
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Administrotive Proctice Hondbook-Field Service

Porl 7. Accounting ond Fiscql Procedurer
Chopter 31. Generol Fund Receipts

7-3 I -I

Section I

INTRODUCTION

This procedure plescribes the accounting and fiscal requirements
for amounts deposited in or transferred. to the U. S. Treasury as
miscellaneous general fund receipts. Included are: fees received by
employees for service as court witnesses and turned over to ttre Ageney,
recoveries of eourt costs and penalty charges paid by airlines for failure
to provide confirmed. reserved spaee to employees performing offrcial
travel. Occasionally Regional Offices receive collections such as pro-
ceeds from the sale of Government property, recoveries for Government
property lost or damaged, and other miscellaneous items which are
required to be deposited or transferred. to speciffc general fund receipt
accounts.

Amounts for deposit or transfer to general fund receipt accounts
shall be classified for credit to the appropriate receipt aceount symbol
as prescribed by the Treasury Department. (See 7 GAO 1050.20 and
Treasury Department Announcements of Account Symbols and Titles
applicable to general fund receipt accounts.)

3/2s/64 Poge I



Adminislrotive Proclice Hqndbook-Field Service

Port 7. Accounting ond Fisccl Procedures

Chopler 31. Genersl Fund Receipts

7-31-2

Section 2

BILLINGS, COI.IECTIONS, AND TRANSFERS

B!II.INGS_ACCOUNTS RECEIVABTE

Form H-216,Inuoice, shall be used for billing persons or elrterprises
outside of the Government. S.F. 1081-Revised., Voucher and, Schedule
of With.d,rawals and Credits or S.F. 1080-Revised, You,cher f or Trans-
f er Betwcen Appropri,ations and/or Uunds, processed in aecordance
rvith 7 Grtr O 4030 and 4040, respectively, shall be usetl for billing within
the Govcrnrnent. All such billings shall be recorded in the General
I-.redger in aecordance rrith Transaction No. 2, Seetion 7-gl-7.

COI.TECTIONS AND IRANSFERS

AII collections received during an accounting period (uronth), includ-
ing collections received during the closing hours, shall be recorded in
the month of receipt.

S.F. 219, Certifi,cate of Deposit, processed, in accordance with Section
7-1-2, shall be prepared to accompany all direct deposits of collections
and S.F. 1017 G, Revised, Jout'nal Vouclt.cr, processed irr accordance
rvith 7 GAO 4030, shall be used for the purpose of transferring amounts
from other fund accounts to general fund receipt aecounts. Amounts
collected and deposited and amounts transfeued shall be recorded in
the General Ledger for the applicable receipt account symbol in ac-
cordance with Transaction No. 1 or 3, as appropriate.

3/25/64 Poge I



Administrstivo Proclice Hondbook-Field Service

Port 7. Accounring ond Fiscol Procedurer

Chopter 31. Generol Fund Receiptt

7-3r-3

Section 3

ADJUSIiAENTS AND CLOSING ENTRIES

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust the 101.21
account in eaeh General l.,edger, by removing therefrom those collec-
tion transactions'which have not been accomplished. Such adjustments
shall be made on the basis of Journal, Vou,chers, S.F. 1017-G, Revised.,
and shall be recorded in accord.ance with Transaction No. 4, Section
7 -31-7. At the beginning of the following month, the adjustments shall
be reversed on the basis of journal entries in accordance with Trans-
action No. 5.

CI.OSING ENIRIES

As of the close of each fiscal year, after all transactions applicable
to sueh fiscal year have been posted, a Journal Youcher shall be pre-
pared in order to close the amounts of balances in the various 101.21
rrccounts. The entries thereon shall be recorded in accordanee with
Transaction No. 6.

3/2s/54 Poge I



Administrolive Practice Hsndbook-Field Service

Port 7. Accounting cnd Fiscst Procedurer
Chopter 31. Generql Fund Receipts

7-31-4

Section 4

BOOKS AND RECORDS

GENERAI TEDGERS

S.F. 1014-Revised, shail be used. for the General l-,edgers preseribed
herein. A separate General Letlger shall be established and maintainetl,
by symbol and title, for each general fund receipt account in accordance
with the Chart and Description of General Ledger Accounts, Sections
7-31-5 and 7-31-6, respectively. Befer to Typical Transactions with
Appropriate Entries, Section 7 -31-7 , for the aecounting clocuments
which support entries in these General Ledgers.

SUBSIDIARY RECORT.ACCOUNTS RECEIVABLE

A copy of each billing shall be retained. in an unpaid file for ready
reference and for follow-up purposes. When payment is received cov-
ering an amount billed, the pertinent biII shall be withtlralrn from the
unpaid. fiIe, marked Paid, and placecl in a paid file. The amount of
unpaid bills remaining in the unpaid file for each receipt account sym-
bol shall be balanced rnonthly with the relatecl General Ledger Control
Aeeount 131 .11 Aeeounts Reeeivable.

3/25/64 Poge I



Adminislrotive Proctice Hondbook-Field Service
Pqrt 7. Accounting ond Fiscol Procedures

Chcprer 31. Generol Fund Receipts

Cotegory
AGGounl

Number firle

ASSETS

Cash
101.11
101.21

Section 5

CHART OF GENERAT TEDGER ACCOUNTS

7€I-5

101

Cash in Transit
General Fund Reeeipts Deposited

131
Accounts
and Notes
Receivable:

301
Capital and
Paid in
Surplus:

131.11 AccountsReeeivable

CAPITAI

301.31 General Fund. Receipts

3/25/64 Poge I



Adrninirtrotivr Proctlco Hondbook-field Sorvicc

Porl 7. Accounting ond fircol Procedurer

Choprer 31. Generol Fund Recciplr

Debit these accounts with:
4. Amounts of collections in

transit at the end of each
month.

7311

Credit these aecounts with:
5. Amounts of month-entl atljust-

merts for collections in transit,
reversed as of the beginning of
the following month.

Seclion 6

DESCRIPTION OF GENERAL IEDGER ACCOUNTS

l0l,It Cosh in fronrit

These are debit balance (asset) accounts maintained to record the
amounts of collections in transit at the end of each month.

I0l.2l Generql Fund Receipts Dcposired

These are debit balance (asset) accounts maintained to record the
amonnts deposited with and transferred to the U. S. Treasury as general
fund receipts during each fiscal year.

Debit these accounts with: Credit these accounts with:
1. Amounts collected and de- 4. Amounts of collections in transit

posited and amounts trans- at the end of each month.
ferred for which billings were 6. Amounts of balances in Account
not required. 10I.27 at the close of each fiscal

3. Amounts collected and de- year.
posited and amounts trans-
ferred for which billings were
rendered.

5. Amounts of month-entl adjust-
ments for collections in transit,
reversed. as of the beginning of
the following month.

l3I.ll Accounlr Receivobls

These are debit balance (asset) control accourts maintained to show
the outstanding amount of bills rendered for amounts due the United
States as general fund. receipts.

Debit these accounts with: Credit these accounts with:
2. Amounts of bills rendered. 3. Amounts collected and depositetl

and. amounts transferred for
rn hich billings were rendered:

3/25/64 Pogo I



7-31-6 Generol ledger Accoun?s

30t.31 Generol Fund Receipts

These are credit balance (eapital) acconnts maintained to record the
amounts of deposits and. transfers to general fund. receipt accounts antl
the amounts of billings rendered. which when collected are deposited to
such accounts.

Debit these accounts with: Credit these aceounts with:
6. Amou:rts of balances in Ac- 1. Amounts collected and de-

count 101.21 at the close of posited and amounts trans-
each fiseal year. ferred for which billings were

not required.
2. Amounts of bills rendered.

Poge 2 3/25/64



Administrotive Proctice Handbook-Field Service

Porl 7. Accounring ond Fiscql Procedures

Chopler 31. Generql Fund Receipts

frons-
oclion
Number Description

1. Amounts collected and de-
positeal and amounts
transferred for which bill-
ings were not required
Posting media: Certifi,-
catcs of Deposit or Jou,rnal
Vouchers.

2. Amounts of bills rendered
Posting media Inuoicesl
Vouchers and, Sched,ules of
Withd,rawals and, Cred,its ;
and.Vou,chers f or Transf ers
Between Appropriations
and,/or Eund,s, in those
cases where the agency
billetl is required to issue
a check.

3. Amounts collected and de-
positecl and amounts
transferretl for which bill-
ings were rendered. Post-
ing media. Certificates of
Deposit . or accomplished
VoucVters and, Schedules of
Withdrawals and Credits.

4. Amounts of collections in
transit at the end of each
month. Posting media:
Jou,rnal, Vouchers.

5. Amounts of month-end
adjustments f or collec-
tions in transit, reYersed
as of the beginning of the
following month. Posting
media z Journal, Votcch,ers.

6. Amounts of Balances in 301.31
Aceount 101.21 at the elose
of each fiscal year. Post-
iog media: Journal,
You,chers.

3/25/54

7-31.7

Cr. Iirle

General Fund Re-
ceipts Deposited.

301.31 General Fund Re-
ceipts.

Aceounts Reeeivable.

301.31 General Fund Be-
ceipts.

Geueral X'und Re-
ceipts Depositetl.

131.11 Accounts Receivable.

Cash in Transit.

101.21 General Fund Re-
ceipts Deposited.
General f,'u n t[ Be.
ceipts Deposited.

Section 7

TYPICAT TRANSACTIONS WITH APPROPRIATE ENIRIES

Dr.

101.21

131.11

L01.21

101.11

101.21

101.11 Cash in Transit.

General Funtl Be-
ceipts.

101.21 General Fund Re-
ceipts Depositetl.

Poge I
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Adminirtrolivc Proctice Hondbook-Field Service

Pqrl 7. Accounting ond Ficcol Procedures

Chcpler 32. Speriol Fund Receipts

7-32-t

Section I

INTRODUCTION

This procedure prcscribes the accourrting aud fiscal requirements for
amounts to be depositetl in or transferred to the U. S. Treasury as
special fund receipts.

Amounts for deposit or transfer to special fund receipt accounts
shall be classified for credit to the appropriate receipt account symbol
prescribed by the Treasury Department. (See 7 GAO 1050.30, Depart-
ment of the Treasury Announcements of Account Symbols and Titles
applicable to special fund. receipt accounts, and the booklet entitled
' 'Receipt, Appropriation, and Other Fund Account Symbols and Titles''
issued annually by the Division of Central Aceounts, Department of
the Treasury.)

Pursuant to P. L. 88-578, dated September 3, 1964, during the period
January 1, 1965 through June 30, 1989, all proceeds from the sale of
surplus real property and related personal propertyl uncler the Federal
Property and Administrative Services Act of 1949 (P.Ir. 81-152), as
arnended, shall be deposited into the U. S. Treasury as special fund
receipts, for which the Department of the Treasury has assigned the
following account symbol and title:
Symbol fitle

865005.2 Land and Water Corrservation Fund, surplus pr<.rperty sales

1 f,'or procedures
to Chepter 21.

lelative to proceetle from the disposal ol silministrative-type property refer

Poge I5/29/65



Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscql Procedures

Chopter 32, Speciol Fund Receipts

7-32.2

Section 2

COLTECTIONS AND TRANSFERS

S.I'. 219, Ccrtificate of Deposit, processed in accordancc with Sectiorr
7-1-2, shall be prepared to accompany all direct deposits of collections.
S.F. 1017G, Journal Vonch,er, processed in accordance rvith 7 GAO
4030, shall be used for the purpose of transferring amounts from other
fund accounts to special fund receipt accounts.

All collections reeeived during an accounting period. (rnonth), in-
cluding collections reeeived during the closing hours, shall be recordecl
in the month of receipt. Amounts of collections and amounts of trans-
fers shall be recorded in the General Ledger maintained for the appli-
cable receipt account in accordance with Transaction No. 1, Section
n ro4t-04-t.

6/29/55 Poge I



Administrotive Practice Hondbook-Field Scrvice

Porl 7. Accounting ond Fiscol Proccdurer
Chopler 32. Speciol Fund Rcceiptr

7-32.3

Section 3

ADJUSTMENTS AND CTOSING ENTRIES

IN TRANSIT IIEMS

At the end of each month General Ledger Account 101.26 Special
Fund Receipts Deposited shall be adjusted by removing therefrom those
collections which have not been aecomplished. Such adjustments shall
be made on the basis of S.F. 1017G, Journal;Voucher, and shall be re-
corded in the General Ledger in aecordance with Transaction No. 2,
Section 7-32-7. At the beginning of the following month the adjustments
shall be reversed on the basis of a Jou,rnal Vou,cher prepared in accord-
ance with Transaetion No. 3.

CI.OSING ENTRIES

As of the elose of each fiscal year, after aII transactions have been
posted, a Jou,rnal Vouc'h,er shall be prepared in order to close the amount
of the balance in each 101.26 account. The entries thereon shall be
recorded in the General Ledger in accortlanee with Transaction No. 4.

6/29/55 Pogr I



Administrotive Prsctice Hqndbook-Field Service

Pqlt 7. Accounting ond Fircol Procedures
Chopler 32. Speciol Fund Reccipts

7-32-4

Section 4

GENERAI. TEDGER

A separate General Letlger shall be established and maintained for
each special fund receipt aecount in accordance with the Chart and
Description of General Ledger Accounts, Sections 7-32-5 and,7-32-6,
respeetively. S.F. 1014 shall be used. for this purpose. Refer to Typical
Transactions with Appropriate Entries, Section 7 -32-7, for the account-
ing documents which support entries in these General I-:edgers.

5/29/55 Pogo I



Adminirlrotivc Procticc Hsndbook-Field Scrvico

?ort 7. Accounting ond Firco! Proccdurrr
Choptcr 32. Spcciol Fund Recciplr

Colcgory

Section 5

CHART OF GENERAT TEDGER ACCOUNTS

Accounl

Number

ASSEIS

7-32.5

Cash in Transit
Special Fund Receipts Depositerl

CAPITAI,

fitle

101
Cash:

301
Capital ancl
Paid in
Surplus:

101.11
101.26

301.26 Special Fund Receipts

5/29/53 Pogr I



Administrotive Proctice Hondbook-Field Service

Port 7. Accounting ond Fiscol Procedures

Choprer 32, Speciol Fund Receipts

Debit these aecounts with:
2. Amounts of collections in

transit at the end of each
month.

7.324

Section 6

DESCRIPTION OF GENERAT LEDGER ACCOUNTS

I0l.Il Cosh in Transit

These are debit balance (asset) accounts maintained to recorcl the
amounts of collections in transit at the end of each month.

Credit these accounts with:
3. Amounts of month-end adjust-

ments for eollections in trans-
it reversed as of the beginning
of the following month.

101.26 Speciol Fund Receipts Deposited

These are debit balance (asset) accounts maintained. to record the
amounts deposited with and transferred. to the U. S. Treasury as special
fund. receipts during each fiscal year.

Debit these accounts with: Credit these accounts with:
1. Amounts collected aud de- 2. Amounts of collections in

posited and amounts trans- transit at the end of the month.
ferred.

3. Amounts of month-entl adjust- 4. Amounts of balanees in the
ments for collections in trans- 101.26 accounts at the close of
it reversed as of the beginning each fiscal year.
of the following month.

301.25 Speciol Fund Receipts

These are credit balance (capital) accounts maintained to record the
amounts of deposits and transfers to the special funtl receipt accounts.

Debit these accounts with: Credit these accounts with:
4. Amounts of balances iu the 1. Amounts eollected. and de-

101.26 accounts at the close posited and amounts trans-
of each fiscal year. ferred.

6/29/65 Poge I



Adminirtrotive Proctice Hsndbook-Field Servicc
Porl 7. Accounting ond Fisco! Procedures

Choptrr 32, Speciol Fund Receipts

7.a2-7

Cr. Tirle

Special Fund Receipts
Deposited.

301.26 Special Fund Receipts.

101.26
Cash in Trausit.
Special Fund Receipts
Deposited.

101.11

Special Fund Receipts
Deposited.
Cash in Transit.

101.26
Special Fund Receipts.
Special Fund Receipts
Deposited.

Section 7

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trons-
dclion
Number Descriplion

1. Amounts collected and
deposited and amounts
transferred. Posting me-
dia: Certificates of De-
posit or Journal,
Yowchors.

2, Amounts of collections in
transit at the end of each
month. Posting media:
Jou,rnal Vonchers.

3. Amounts of month-end
adjustments for collec-
tions in transit reversed
as of the beginning of the
following month. Postiug
media : J ournal, V oucher s.

Dr.

101.26

101.11

101.26

4. Amounts of balances in 301.26
the 101.26 accounts at the
close of each fiseal year.
Posting media : Journol,
Vouchars.

6/29/55 Pogc I



7
Admlnirtrodvo Prccticc Hondbook-Field Srrvlcr

TRANSMITTAL CHECK IIST FOR BOOK II

Upon reeeipt of each transmittal letter for Book II of Volume Y,
the reeipient wiII place his initials in the blank following the appro-
priate number. A break in the continuity of transmittal letters re-
ceived will intlicate missing changes. Do not enter transmittal letters
for Book I (FS Series) on this check list.

Tl No

FA. I

FA.2

FA- 3

$

Pl'3 Sis

?A- 7 ......

FA. 8

FA- 9 ...

FA.TO

FA.II

FA.I2

FA.I3

FA-I4

FA.I5

... FA-29

|bAu)

/bArtJ

fI No. lnitiolc

FA.35

FA-36

FA€7

FA88

FA.39

FA4O

FA4I

FA42

/ te)

FA,f4

FA45

FA46

FA47

FA48

FA49

FA.5O

FA.sI

ti

TL No. lnitiols

r^-18 /
r^-ts /
FA-20 .r./' .

,/' ,).

,:.

FA- 5.......{**:f-............. FA-22

FA- 6 .....d1i*d*:..:...... FA-23

FA-26 / *fr*t FA43

F4.24

F4.25

FA-27

FA.28

M
FA.3O

FA-37 -D

FA.32
b

F^-16 7( FAa3

FA-ttfu* .. FA.s4

nl*ls
6o

I

i

,/



Tl No. lnitialr TL No. lnltials

b -P/
FA.s3

Tl No.

FA. 98

FA. 99

FA.t00

FA-IOI

FA-r02

FA-r03

FA-r04

FA.l05

FA.I06

FA.r07

FA.r08

FA-r09

FA.il0

FA-n r

FA.t t2

FA.I13

FA-r14

FA-t ts

FA-il6

FA-il7

FA-il8

FA-rt9

lnitiols

FA42

FA{.3

FA{4

FA{5

FA{8

FA-7O

)t

F4.76

FA.iN

FA.78

F4.79

FA-8O

FA.8I

FA-82

FA.83

FA-84

FA.85

FA.86

FA.87

FA.88

FA-89

FA.9O

FA.9I

FA.92

FA.93

FA.94

FA.95

F4.96

FA.g'

I
S:fl"
o4-

0$_

"O,fr
,.)

/

)l)w

FA.69 ;)*/

4k

,///" "

,a//
"""""-'-";"'"'-'-^'-

?r1/

JA.7I

tA-72

F4.73

FA-74 FA-t20

tol2tll[

Btu"":-"

-e0-

........7_..H...,.........,.

....,,2..Y'/............-



MUtT-O
( PATENTED)

TO OPEN - press bottom

leaers together u,ith slight

clockwise motion.

TO CLOSE - press

top leuers.

BY.

WIRE.tr EINDING trO., INC.
2OO HuDsoN STREET

NEw YoRK, N. Y.


