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INTRODUCTION

SCOPE

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

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

ORGANIZATION AND NUMBERING

This Volume consists of four books.

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

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

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

Sections are numbered in relationship to the rest of the Volume.
Where a three digit number is used (e.g., 4-3-2), the first digit indicates
the Part, the second the Chapter, and the third the Section. Where a
two digit number is used (e.g., 4-2), there is no Chapter breakdown,
the first digit indicating the Part and the second indicating the Section.

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

MAINTENANCE

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

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

Books I and I1I of Volume V are distributed on a separate distribution
list from Books III and IV. The Transmittal letters for these distyi-
bution lists will, therefore, be separately identified and numbered.
Those for Books I and II will be numbered FS-1, FS-2, FS-3, etc.
Those for Books IIT and IV will be numbered FA-1, FA-2, FA-3, etc.
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Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 1

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 commercial principles of accounting have been
employed in the system which provides for decentralized accounts on
the branch office principle. Control accounts with each Regional Office
are maintained in the 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 and the
subsidiary Project Records, Forms H-200.16, shall be established and
maintained in accordance with the detailed instructions contained in
Section 7-14-11. Cash receipts and disbursements journals have not
been provided, since it appears that the number of transactions to
be handled monthly by each Regional Office will not warrant the use
of such books of original entry.

8/13/64 Page 1



Administrative Practice Handbook—Field Service 7-14-2
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 2

PROJECT RESERVATIONS, PROJECT SUMMARIES, AND
EXECUTED AGREEMENTS

Applications for projects are approved by the Community Facilities
Commissioner or by Regional Administrators pursuant to authority
delegated to those officials by the Administrator. However, prior to
approval of applications, the Community Facilities Commissioner will
arrange for the reservation of funds for the project by forwarding for
prevalidation Form CFA-11, Fund Reservation Order, to the Division
of Finance and Accounts, which maintains the Program and State
reservation controls. After prevalidation, a copy of the Form CFA-11
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 Director of CF as evidence of availability of
funds. Upon receipt of the CFA-11, Form CFA-419, Project Summary
and Approval, will be 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 Preparation.

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

An increase in the amount of the reservation for a project will be
authorized only by a prevalidated CFA-11.

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
prevalidated 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 Approval.
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, Approval of
Planning Report and Payment, is less than the amount of the executed
CFA-420, the CFA-432 shall be the basis for reducing the amount of
the reservation, approval and agreement on the Project Record by the
amount of such difference. The effective date of the reduction 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 Project Reservations, Project Summaries, and Executed Agreements

letters to the Applicant from HHF A 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 forwarded
promptly to the Division of Finance and Accounts in order that appro-
priate cancellation entries may be made in the control records.
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Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 3
TRANSACTIONS BETWEEN OFFICES

Transactions between the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. The original only shall be forwarded to the receiving office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. Except as 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 Regional Office shall be
addressed to the Division of Finance and Accounts. Regional Offices
located west of the Mississippi River shall forward the documents by
airmail.
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Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 4

FUNDS

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

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

On the first 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
cash balance of available funds requires replenishment, the Regional
Office shall prepare an Inter Office Transfer Voucher, in duplicate, and
complete the Transfer Voucher No. and Date Issued blocks on the form.
(See Exhibit A.) The copy shall be mailed to the Division of Finance
and Accounts on the same date as that shown in the Date Issued block.
The Regional Office shall post the transfer in its accounts on the basis of
the retained original, which shall be considered as accomplished. Such
Inter Office Transfer Vouchers 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 Office shall prepare an Inter Office Transfer Voucher
in accordance with Exhibit B to transfer the excess to the Division of
Finance and Accounts. Such Inter Office Transfer Vouchers shall be
prepared in duplicate in the usual manner.
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Funds

EXHIBIT A

7-14-4

W-219 (3-51

HOUSING AND HOME FINANCE AGENCY

TRANS. YOUCHER RO.

OFFICE OF THE ADNINISTRATOR *
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
*
18SUING OFFICE MONTN RECORDED
Yashington, D. C. (Prepared by Regional Office)
RECEIVING OFFICE MONTH RECORDED
(Location of Regional Office)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PROGRAM OF ADVANCES FOR PUBLIC WORKS PLANNING
86x4113

To transfer funds to the Regional Office for the purpose of
making advanves for public works plenning, as estimated below:

Estimated disbursements through

October 15, 19 $200,000.00
Cash balance Account 101.12 as

of September 1, 19 50,000.00
Amount of funds to be transferred El50!OO0.00

* To be assigned by the Regional Office

1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GEWERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
331.-- 101.12 $150,000.00) 101.12 331.51 $150,000.00

(See Transactipn No. 1, Section 7-1k-15)

SIGNATURE SISNATURE

FHLBB-Washington, D. C.
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7-14-4 Funds

EXHIBIT B

w249 (3-51,

TRANS. VOUCRER RO.
HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ABMINISTRATOR

DATE ISSUED
INTER OFFICE TRANSFER VOUCHER NoveEbEE 1, 19
MONTN RECORDED
(Location of Regional Office) November 19
MONTH RECORDED

ISSUING OFFICE

RECEIVIRG OFFICE

Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PROGRAM OF ADVANCES FOR PUBLIC WORKS PLANNING
86x4113

To transfer to the Division of Finance and Accounts Funds
in excess of estimated disbursement requirements for the

45-day period ended December 15, 19 _.

ISSUING OFFICE RECEIVING OFFICE

POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
————
OR. A/C CR. A/C AMOUNT OR. AlC

CR. A/C AMOUNT

331.51 101.12 $ xxex

(See Transaction No. 8, Sectjon T-14-15)

SIGRATURE SIGNATURE

FHLBB-Washingion, D. C.
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Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

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 Applicant. No disbursement shall
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 the disbursement of planning
advances are summarized as follows:

(1) The original and memorandum copies of each completed basic
document, SF-1034-Revised, Public Voucher for Purchases and Services
Other Than Personal, approved by the Regional Administrator, or his
designee, together with all required supporting attachments as de-
seribed in program procedures, 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
Works Plan Preparation to ascertain if all requirements are fulfilled
and whether the disbursement is proper. It shall be determined (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 indicated ; (d) that the
requirements with respect to interim payments have been fulfilled; (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 disbursement has been adjusted for any
exceptions contained in the audit report and (g) that the transaction is
proper and correct in every respect.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, 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 filing of disbursement documents (basic documents
and Vouchers and Schedules of Payments) shall be followed except
that the posting copies of such documents shall be filed in accordance
with Section 7-1-3.

Disbursements for public works planning advances shall be recorded
in the General Ledger in accordance with Transaction No. 2, Section
7-14-15. For the postings to be made to the Project Record refer to the
instructions under the caption Subsidiary Ledger—Project Record,
Section 7-14-11.
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Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 6

BILLINGS AND WRITE OFFS

In accordance with Section 702(¢) of the Housing Act of 1954 as
amended, the Agreements for Public Works Plan Preparation executed
by Applicants and the Regional Office for advances for the preparation
of plans provide that amounts advanced shall be repaid promptly when
the construction of the public works planned is undertaken ; provided,
if construction of only a portion of the public work is undertaken, a
proportionate amount of the advances shall be repaid as determined to
be equitable by the Administrator. However, the Housing Act of 1954
was further amended by Section 6 of the Public Works Acceleration
Act, P.L. 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 determined 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 will
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 Voucher, S. F.
1017@G, prepared in accordance with Exhibit A. See also Transaction
No. 12, Section 7-14-15. For the postings to be made to the Project
Record refer to the instructions in Section 7-14-11 under the heading
Subsidiary Ledger—Project Record.

In those instances where the Applicant has not been relieved of lia-
bility for repayment of the advance, or where repayment of only a
portion of the advance has been waived, 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, Invoice,
shall be prepared and distributed as follows:

(1) The original and duplicate shall be mailed to the Applicant.

(2) The triplicate shall be used to establish the receivable, then
placed in the appropriate Fiscal Project File (see Section 7-1-3).
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7-14-6 Billings and Write Offs

(3) The quadruplicate shall be furnished the Regional Director of
Community Facilities.

(4) The quintuplicate shall be retained in a pending file for follow-up
purposes, for matching with the remittance when received, then
marked Paid and placed 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(¢) of the Housing Act of 1954 as amended, and the Agree-
ment between the Applicant and the Government. Each billing shall
be recorded in the General Ledger in accordance with Transaction No.
3, Section 7-14-15, and in the Subsidiary Ledger as provided in the
instructions in Section 7-14-11 under the caption Subsidiary Ledger—
Project Record.

Page 2 8/13/64



Billings and Write Offs

EXHIBIT A

7-14-6

Stock Form No. 1017G
9 GAO 1030

Column 18 $ xxxx

To write off planning advance for
Public Works Planning, as supported
by copy of Regional Administrator's
letter to Applicant dated 5
19, in accordance with the pro-
visions of the Public Works Accele-
ration Act.

1017-805
JOURNAL VOUCHER
3. Vo NO. coenetseminnsamsecnnciona
Date
REFERENCE EXPLANATION DEBIT CREDIT
Program of Advances for Public Works Planning
86x4113
Name of Applicant
Address
Project No.
Agreement No.
General Ledger Posting
321.41 Cumulative Planning Advances Written
Off - Public Works Acceleration Act $ o
191,12 | Planning Advances $ xaxx
Subsidiary|Ledger - Project Record Posting

Prepared by

(Signature)

(Siguature)

(Titk)

43 U.S.0orerasent Priatiag Offtes: 16 - 77976 = 1

(Title)
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Administrative Practice Handbook—TField Service 7-14-7
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 7

INTEREST ON DELINQUENT ACCOUNTS

Interest shall be accrued as of the end of each quarterly period
(March 31, June 30, September 30 and December 31) in accordance
with Section 7-1-4, at 4 per cent per annum on each 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 Voucher, SF 1017G, shall be prepared in accordance with
Exhibit A for the purpose of recording accrued 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 Repayment as prescribed in program procedures
and interest shall be accrued on each such account up to but not ineclud-
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 Records in the manner indicated on
Exhibit A.

An Inter Office Transfer Voucher shall be prepared at the close of
each fiscal year transferring the amount of interest earned on past due
accounts receivable to the Division of Finance and Accounts in ac-
cordance with Exhibit B.
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Interest On Delinquent Accounts

EXHIBIT A

7-14-7

Stock Form No. 1017G
9 GAO 1030

o) O.0.Sereranvat Printisg Offies: 16« 77974 - 1

1017-805
JOURNAL YOUCHER
J. V. NOw oo
Date
REFERENCE EXPLANATION DEBIT CREDIT
Program of Advances for Public Works Planning
86x4113
General Lg&ger Posting
121.48 | Accrued Interest Receivable - Accounts
Receivable $ oo
411.48 | Interest Earned - Accounts Receivable $ xoox
Subsidiary|Ledger - Project Record Posting
Project No Principal Days Rate Accrual
$
(List)
Total § XXX
To record the accrued interest and
interest earned during the quarter
ended » 19___ on past
due Accounts Receivable.
Torav,
Approved b
Prepared by oo PP y (' 5
(Titk) (Tile)
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7-14-7 Interest On Delinquent Accounts

EXHIBIT B

W-219 (3-51
TRANS. YOUCWER mO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR
DATE ISSVUED
INTER OFFICE TRANSFER VOUCHER
1SSUING OFFICE MONTN RECORDED
(Location of Regional Office)
RECEIVING OFFICE MONTH RECORDED
Washington, D. C.
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
Program of Advances for Public Works Planning
86x4113
To transfer the amount of interest earned on past due
accounts receivable during the fiscal year ended June
30, 19 to the Division of Finance and Accounts.
1SSUING OFFICE RECEIVIXG OFFICE
POSTINGS TO GENERAL LEODGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. AlC AMOUNT DR. A/C CR. A/C AMOUNT
L11.48 331.51 $ xxxx
(See Transacti¢n No. 13, Sectjon T-14-15))
SIGNATURE SIGRATURE
FULTR-Washingion, D, C
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Administrative Practice Handbook—Field Service 7-14-8
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 8

COLLECTIONS

All 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 symbol 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 Office. 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.

All 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 7-14-15, as appropriate. The
subsidiary Project Records shall be posted on the basis of information
shown on the reverse of Certificates of Deposit, fully identifying the
transactions. (Refer to the instructions in Section 7-14-11 under the
caption Subsidiary Ledger—Project Record.)
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Administrative Practice Handbook—Field Service 7-14-9
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Werks Planning

Section 9

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Account
101.12 Cash by removing therefrom those transactions which have
not been accomplished. Such adjustments shall be made on the basis
of journal entries and shall be recorded as follows:

(1) Adjustments for the amount of collections in transit, including
collections received during the eclosing business hours of the
month, shall be recorded in the General Ledger in accordance
with Transaction No. 9, Section 7-14-15 and such entries shall be
reversed at the beginning of the following month in acecordance
with Transaction No. 10.

(2) Adjustments for the amount of unaccomplished disbursements
shall be recorded in the General Ledger and the subsidiary Proj-
ect Record by reversing the original entries made in the accounts
on the basis of the certified disbursement documents. At the be-
ginning of the following month, adjustments shall be made re-
storing the original entries.
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Administrative Practice Handbook—Field Service 7-14-10
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 10

UNCOLLECTIBLE ACCOUNTS RECEIVABLE

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 Office if payment is not received within 60 days after issu-
ance of the demand letter.

The Regional Office will be advised of the action taken by the Com-
munity Facilities Commissioner. Upon receipt of notification that the
uncollected account has been submitted to the Comptroller General,
the Regional Office shall prepare an Inter Office Transfer Voucher in
accordance with Exhibit A transferring the account to the Division of
Finance and Accounts, together with related interest acerued through
the quarterly period ended prior to submission to the Comptroller
General. (Refer to Transaction No. 11, Section 7-14-15, for the entries
to be made in the General Ledger. Also see the instructions in Section
7-14-11 under the caption Subsidiary Ledger—Project Record, for the
entries to be made in such record.) Each Inter Office Transfer 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 Recetwable Transferred to Central Office. A chrono-
logical file of Forms H-239 shall be maintained in the Regional Office.

In the event a payment is received by the Regional Office of a receiv-
able which has been transferred to the Division of Finance and Aec-
counts, the Regional Office shall forward such remittance to the Division
of Finance and Accounts for deposit.
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Uncollectible A ts Receivable

7-14-10

EXHIBIT A

W-219 (3-81

TRANS. VOUCHER HO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THR ABMINISTRATOR

BATE ISSVED

INTER OFFICE TRANSFER VOUCHER

TSSUIRE OFFICE WORTR RECORDED
(Location of Regiopal Qffice)
RECEIVING OFFICE

Washington, D. C.
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

PROGRAM OF ADVANCES FOR PUBLIC WORKS PLANNING
86x4113

NORTH RECORDED

To transfer to the Division of Finance and Accounts uncollectible account(s)
receivable and related interest accounts as supported by Forms H-239 and as

detailed below in accordance with advice that the account(s) were submitted

to the Comptroller General on s 19 .
Amount of Interest Accrued Current Fiscal
Project Amount of Accrued Interest through Year Interest
Number Receivable Receivable (date) Earnings
$ $ $ $
(List)
Total $ X0 $ X0 $ w00 $ xxxx

I1SSUING OFFICE

RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER

POSTINGS TO GENERAL LEDGE

By

DR._A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
331.51 $ xo0e
411.48 KHXX

131.11 XXX

121.48 XXKX

(see Transaction No. 11, Section T-14-15|

SIGNATURE SIGNATURE

FHLBR-Washingon, D. €.
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Administrative Practice Handbook—Field Service 7-14-11
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 11

BOOKS AND RECORDS

A General Ledger and individual project records shall be established
and maintained. The posting media for General Ledger entries are
identified in Section 7-14-15, Typical Transactions with Appropriate
Entries, and for the project record entries in the instructions that
follow for the maintenance of Form H-200.16, Project Record. After
each document has been posted, a notation to that effect shall be made
thereon. Such notation shall show the posting date and be initialed by
the employee who posted the transaction. In the case of documents, such
as an executed Form CKFA-420, Agreement for Public Works Plan
Preparation, and executed amendments thereof, the notation in each
case shall be made on a small slip of paper which shall be stapled to the
face sheet or the first page of the document. In the case of all other
posting media, the notation may be made on the face of the document.

GENERAL LEDGER

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 7-14-15) for the documents
which support General Ledger entries.

SUBSIDIARY LEDGER—ADVANCE PLANNING PROJECT RECORD

A separate Project Record (Exhibit A) shall be established upon
receipt in the Regional Office of a fully executed Form CFA-11, Fund
Reservation Order. Bach individual Project Record established shall
show the Region number, the Project number, the name and address
of the Applicant and Agreement number when assigned. The informa-
tion to be recorded on each Project Record 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, Fund Reservation Order.

(b) Form CKFA-419, Project Summary (for revisions decreas-
ing the reservation).
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7-14-11 Books and Records

(¢) Form CFA-420, Agreement for Public Works Plan Prepa-
ration.

(d) Form CFA-432, Approval of Planning Report and Pay-
ment.

(e) Form SF 1166, Voucher and Schedule of Payments.
(f) Form SF 219, Certificate of Deposit.

(g) Form H-216, Invoice.

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

(i) Form SF 1017G, Journal Voucher.

(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/or
the agreement.

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

BLOCK 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-11.

(b) Forms CFA-419 (revisions only). If an Agreement was
previously executed do not record the decrease until the
revised Agreement is executed and received.

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

(d) Letters from the Regional Director of Community Faecili-
ties to the Applicant:

1. Concurring in the withdrawal of the application prior
to execution of an Agreement.

2. Agreeing to the termination of an executed Agreement.

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

(6) Entries in column (4) increase and entries in column (5) de-
crease the previous balance in this column.
BLOCK B—APPROVAL

(4) Enter the amount of the planning advance approved as shown
on Form CFA-419 or increases in the amount approved as
shown on a revised CFA-419.
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Books and Records 7-14-11

(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.

(e) Letters from the Regional Director of Community Faeili-
ties to the Applicant:

1. Concurring in the withdrawal of the application 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 specific date.

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

BLOCK C—AGREEMENT

(4) Enter the amount of an original Agreement and increases in
such amount as shown 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.

(¢) Letters from the Regional Director of Community Facili-
ties to the Applicant agreeing to the termination of an
executed Agreement.

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

BLOCK D—INTEREST ON ACCOUNT RECEIVABLE

For interest on delinquent accounts see Section 7-14-7. 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 7-14-7.)

(10) Enter the date through which the interest accrual is computed.
(See Section 7-14-7.)
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7-14-11

(11)
(12)
(13)

(14)

(15)

Books and Records

Enter the number of days covered by the interest accrual
period.

Enter the amount of interest acerued for the accerual period as
shown on the Journal Voucher.

Enter the amount of interest collected as shown on the Certifi-
cate of Deposit.

Enter the amount of acerued interest receivable transferred to
the Division of Finance and Accounts as shown on the Infer
Office Transfer Voucher and supporting Record of Recetvable
Transferred to Central Office.

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

BLOCK E—PLANNING ADVANCE—PRINCIPAL

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

(16)
(17)

(18)

(19)

(20)

(21)

(22)

Page 4

Enter the amount of planning advance disbursed as shown on
the Voucher and Schedule of Payments.

Enter the amount of planning advance repaid as shown on the
Certificate of Deposit.

Enter the amount of planning advance written off as shown on
the Journal Voucher 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.

Enter without parentheses the amount of planning advance
transferred to the Division of Finance and Accounts as shown
on the Inter Office Transfer Voucher and supporting Record
of Recewwable Transferred to Central Office.

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

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 such column decreases the previous balance
in this column. The previous balance is also decreased when
the amount in this column is billed and entered in column (20).

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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Books and Records

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-14-12
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 12

REPORTS

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

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each 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 Advances with the total of
the balances in column (21) of all the Project Record cards.

(2) Reconcile Account 131.11 Accounts Receivable with the total of
the balances in column (20) of all the Project Record cards.

(3) Reconcile Account 121.48 Accrued Interest Receivable—Aec-
counts Receivable with the total of the balances in column (15)
of all the Project Record cards.

A trial balance of General Ledger 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-closing
trial balance shall be submitted after fiscal year-end closing entries have
been made.

MONTHLY ACTIVITY REPORTS

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

MONTHLY SUMMARY OF TRANSACTIONS

A Monthly Summary of Transactions, Form H-200.16A, Exhibit A,
shall be prepared at the close 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 Forms H-200.16,
Project Record, prepared at the end of the month. Transmit the
Monthly Summary of Transactions to the Division of Finance and
Accounts with the photocopies of the Project Record cards.
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7-14-12 Reports

Pending revision of Form H-200.39, Transmittal Check Sheet—Re-
ports, delete Form H-200.17, Project Transcript, and insert H-200.16
to the left of the box. Indicate the number of photocopies submitted.
Also indicate that a Form H-200.16A, Monthly Summary of Transac-
tions, is submitted.

State

Enter the name of each State in the Region.

Reservations

Increase (A4)

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

Decrease (A5)

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

Net (A6)

Summarize the net increase 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.

Approvals

Increase (B4)

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

Decrease (B5)

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

Net (B6)

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

Agreements

Increase (C4)

Summarize the increases in the Agreements made during the month
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Reports 7-14-12

for the projects in each State and enter each State total in this
column.

Decrease (C5)

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

Net (Cé)

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.

Interest Collected (D13)
Summarize by State the total interest collected during the month on
advances and enter each State total in this column.

Advances Disbursed (E16)

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

Advances Repaid (E17)

Summarize by State the total advances repaid during the month and
enter each State total in this column.

APW Writeoff (E18)

Summarize by State the total advances which were written off during
the month and enter each State total in this column.

Transfers to Central Office (E19)

Summarize by State the total advances which were transferred to the
Division of Finance and Accounts during .the month and enter each
State total in this column.

Principal Balance

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 balance.
Summarize these increases and decreases and enter each State total
in this column. Enter a net increase without parentheses and a net
decrease with parentheses.
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7-14-12 Reports

Unbilled (E21)

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

Summarize these increases and decreases and enter each State total
in this column. Enter a net increase without parentheses and a net
decrease with parentheses.

Undisbursed Commitment (E22)

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

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

A net increase in this column should agree with:

(1) The difference between the net increase in column (C6) and
the increase in column (E16) whenever the net increase in
column (C6) exceeds the increase in column (E16).

A net decrease in this column should agree with:

(1) The difference between the increase in column (E16) and the
net inerease in column (C6) whenever the increase in column
(E16) exceeds the net increase in ecolumn (CG6), or

(2) The sum of a net decrease in column (C6) and the net increase
in column (E16).

Totals

Enter the totals for all columns. The total Net columns for Reserva-
tions, Approvals and Agreements should agree with the difference
between the amounts entered in the increase and decrease totals for
each of these respective sections. The total of column (E16) minus
the sum of the totals in columns (E17), (E18), (E19) and (E20)
should agree with the total in column (E21).

Monthly Reconciliation

(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 with 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 with the current month balance
in that account.
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EXHIBIT A
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Administrative Practice Handbook—Field Service 7-14-13
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Category

101
Cash:

121
Accrued

Receivables:

131
Accounts
and Notes
Receivable :

191
Other
Assets:

321
Unreserved
Surplus (or
Deficit) :

331

Real and
Nominal
Accounts:

411
Interest :

8/13/64

CHART

Account
Number

101.11
101.12

121.48

131.11

191.12

321.41

Section 13

OF GENERAL LEDGER ACCOUNTS

Title
ASSETS

Cash in Transit
Cash

Accrued Interest Receivable — Accounts Re-
ceivable

Accounts Receivable

Planning Advances

CAPITAL

Cumulative Planning Advances Written Off—
Public Works Acceleration Act

INTEROFFICE CONTROL ACCOUNT

331.51 Regional Office Books — Account with Central

411.48

Office

INCOME

Interest Earned—Accounts Receivable

Page 1



Administrative Practice Handbook—Field Service 7-14-14
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 14

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

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

Debit this account with: Credit this account with:

9. Amount of cash collectionsin  10. Amounts of month-end adjust-
transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.12 Cash

This is a debit balance (asset) account maintained to show the cash
balance available for planning advance disbursements.

Debit this account with: Credit this account with :

1. Amounts transferred from 2. Amounts disbursed for planning
the Division of Finance and advances.
Accounts cash account. 8. Amounts of excess balance in

4. Amounts of accounts receiv- Account 101.12 transferred to
able collected. the Division of Finance and

5. Amounts collected repre- Accounts.
senting repayments of plan- 9. Amount of cash collections in
ning advances, not previ- transit at the end of each month.
ously billed.

7. Amounts of acerued interest
collected.

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

121.48 Accrued Interest Receivable—Accounts Receivable

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

8/13/64 Page 1



7-14-14 Description of General Ledger Accounts

Debit this account with: Credit this acecount with:

6. Amounts of interest accerued 7. Amounts of acerued interest
on past due accounts receiv- collected.
able. 11. Amounts of uncollectible ae-

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

131.11 Accounts Receivable

This is a debit balance (asset) account maintained to show the out-
standing balance of amounts advanced 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 account with :
3. Amounts of bills rendered 4. Amounts of accounts receiva-
for repayments due. ble collected.

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

191.12 Planning Advances

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

Debit this account with : Credit 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 billed.

12. Amounts of advances written
off in acecordance with the pro-
visions of the Public Works
Acceleration Act.

321.41 Cumulative Planning Advances Written Off—Public Work Acceleration Act

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

Page 2 8/13/64



Description of General 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 :

12. Amounts of advances writ-
ten off in accordance with
the provisions of the Public
‘Works Acceleration Act.

331.51

Credit this account with :

Regional Office Books—Account With Central Office

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

the Regional Office.

Debit this account with:

8. Amounts of excess balance
in Account 101.12 trans-
ferred to the Division of
Finance and Accounts.

11. Amounts of uncollectible ac-
counts receivable and ac-
crued interest receivable and
related current fiscal year in-
terest earnings transferred
to the Division of Finance
and Accounts upon receipt
of notice of submission to
the Comptroller General.

411.48

Interest Earned—Accounts Receivable

Credit this account with :

1.

13.

Amounts transferred from the
Division of Finance and Aec-
counts cash account.

Amount of interest earned
transferred to the Division of
Finance and Accounts at the
close of each fiscal year.

This is a eredit balance (income) account maintained to show the
amount of interest earned on past due accounts receivable.

Debit this account with :

11. Amounts of current fiscal
year interest earnings trans-
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.

8/13/64

Credit this account with:

6. Amounts of interest acerued on

past due accounts receivable.
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Administrative Practice Handbook—TField Service 7-14-15
Part 7. Accounting and Fiscal Procedures
Chapter 14. Program of Advances for Public Works Planning

Section 15

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr. Cr. Title of Account
1. Amounts transferred 101.12 Cash.
from the Division of Fi- 331.51 Regional Office Books
nance and Accounts cash —Account with Cen-
account. Posting media: tral Office.
Inter Office Transfer
Vouchers.
2. Amounts disbursed for 191.12 Planning Advanees.
planning advances. Post- 101.12 Cash.

ing media: Vouchers and
Schedules of Payments.

3. Amounts of bills ren- 131.11 Accounts Receivable.
dered covering repay- 191.12 Planning Advances.
ments due. Posting
media: Invoices.

4. Amounts of accounts re- 101.12 Cash.
ceivable collected. Post- 131.11  Accounts Receivable.
ing media: Certificates
of Deposit.
5. Amounts collected repre- 101.12 Cash.
senting repayments of 191.12 Planning Advances.

planning advaneces, not
previously billed. Post-
ing media: Certificates

of Deposit.

6. Amounts of interest ac- 121.48 Accrued Interest Re-
crued on past due ac- ceivable—Accounts
counts receivable. Post- Receivable.
ing media: Journal 41148 Interest Earned—Ae-
Vouchers. counts Receivable.

7. Amounts of accrued in- 101.12 Cash.
terest collected. Posting 121.48 Accrued Interest Re-
media: Certificates of ceivable—Accounts
Deposit. Receivable

8. Amounts of excess bal- 331.51 Regional Office Books
ance in Account 101.12 —Account with Cen-
transferred to the Divi- tral Office.
sion of Finance and Aec- 101.12 Cash.

counts. Posting media:
Inter Office Transfer
Vouchers.

8/13/64 o " Page 1



7-14-15

Trans-

action

Number Description

9. Amount of cash collec-

10.

11.

12.

13.

tions in transit at the end
of each month. Posting
media: Journal Vouch-
ers.

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

Amounts of uncollectible
accounts receivable and
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 Transfer Vouchers.
Amounts of advances
written off in accordance
with the provisions of
the Public Works Aec-
celeration Act. Posting
media: Journal Vouch-
ers.

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

Page 2

Typical Transactions with Appropriate Entries

Dr.
101.11

101.12

331.51

411.48

321.41

411.48

Cr.

101.12

101.11

131.11
121.48

191.12

331.51

Title of Account

Cash in Transit.
Cash.

Cash.
Cash in Transit.

Regional Office Books
—Account with Cen-
tral Office.

Interest Earned—Ac-
counts Receivable.
Accounts Receivable.
Accrued Interest Re-
ceivable—Accounts
Receivable.

Cumulative Planning
Advances Written Off
—Public Works Aec-
celeration Act.
Planning Advances.

Interest Earned—Ac-
counts Receivable.
Regional Office Books
—Account with Cen-
tral Office.
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Administrative Practice Handbook—Field Service 7-15-1
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 1

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements
applicable to the program for the construction of schools under Publie
Law 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 Ledger and Project Record for nonadministrative
staff expenses shall be established and maintained in accordance with
the detailed instructions contained in Section 7-15-9. The accounting
system provides for decentralized accounts on the branch office principle.
Controlling accounts with each Regional Office are maintained in the
Central Office Division of Finance and Accounts, and contra-controlling
accounts are maintained on the Regional Office books.

The 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 staff 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
made for nonadministrative staff expenses, the obligations incurred
thereagainst for Government field inspection, obligations liquidated,
and net disbursement vouchers. A project ledger will be maintained
by account symbol for nonadministrative staff expenses to record obliga-
tions incurred, obligations liquidated, and net disbursement vouchers
for each individual project.

9/19/62 Page 1



Administrative Practice Handbook—Field Service 7-15-2
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

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
Transfer 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 7-15-4 the original only shall be forwarded
to the receiving office for posting purposes. The issuing office shall post
in its accounts on the basis of the retained copy. Forms H-219 trans-
mitted to the Central Office shall be addressed to the Division of Finance
and Accounts. Regional Offices located west of the Mississippi River shall
forward such documents by airmail.

9/19/62 Page 1



Administrative Practice Handbook—Field Service 7-15-3
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 3

ALLOTMENTS

All allotments and revisions thereof will be issued on Form H-158,
Advice of Allotment, over the signature of the Director, Division of
Budget and Management, or his designee. Original allotment advices
are forwarded to Regional Offices through the Division of Finance and
Accounts, for recording in the appropriate Project Allotment Ledger
or Regional Allotment Ledger—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 ready to be transferred to the
Office of Education, the Division of Budget and Management will issue
a revised Advice of Allotment rescinding the unused portion of the
allotment for that project. (See Exhibit C.)

9/19/62 Page 1



Allotments

EXHIBIT A

7-15-3

N-158
(10-51)

HOUSING AND HOME FINANCE AGENCY

OFFICE OF TEE ADMINISTRATOR

ADVICE OF ALLOTMENT

ALUOTWENT 10 (Name and Location)

M. L. Cravwford

Regional Administrator, Region X

ADYICE WUMDER

DATE

PERIOD COVERED

The above allotment is for contract
nonadministrative supervision.

R 3
AELAIRILON lf{gY:::Y Aus:e:|1:o Attgv:(nv
86-75X0284 Assistance for School
Construction, Office of
Education (Transfer to
Housing and Home Finance
Agency)
Program Funds
Project No. Project Name $106,000 $106,000
REMARKS:

8 only and excludes $5,000.00 withheld for

[W*Froves av:

(Signature) (Title)

WAL, Webingten, B, €.

9/19/62



7-15-3

EXHIBIT B

Allotments

H-158

et HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR

ADVICE OF ALLOTMENT

ALLOTMENT TO (Nase and Location)

M. L. Crawford
Regional Administrator, Region X

ADYICE NUMBER

DATE

PERIOD COVERED

h
OESCRIETION ALoThENT .ﬁ:é:ﬁ.?zo mmm
86-75%0284 Assistance for School
Construction, Office of
Education (Transfer to
Housing and Bome Finance
Agency)
Nonadministrative Supervision $35,000 $35,000
REMARKS:
APPROYED BY:
(Signeture) (Title)

WAFA-ALBN, Wnshington, B, €.

9/19/62



Allotments 7-15-3
#-158
Goseii HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR
ADVICE OF ALLOTMENT
ALLOTHERT T0 (Neae and Location) ADYICE WUMNBER
M. L. Crawford DATE
Regional Administrator, Region X
PERIOD COVERED
CURRENT NEW
OESCRIFTION ALLOTMENT AUTHOR1 2ED ALLOTMENT
86-75%0284 Assistance for School
Construction, Office of
Education (Transfer to
Housing and Home Finance
Agency)
Program Funds
Project No. Project Name $297,250.00 | = $14,609.89 $282,640.11

REMARKS:

the above project.

Recission of unused portion of allotment in accordance with final report on

[*FFroves ov:

(Signetare)

(Title)

WL, Wehisgten, B €.

9/19/62



Administrative Practice Handbook—Field Service 7-15-4
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

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 Agency for the School Construction Program :

Symbol Title Activity

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

Amounts will be transferred from the Division of Finance and Aec-
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 Transfer Voucher 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 date 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 returned to the Division of
Finance and Accounts, such transfers shall be effected by Inter Office
Transfer Vouchers prepared by the Regional Office in the usual manner.
The entries thereon shall be recorded in the General Ledger in aec-
cordance with Transaction No. 2, Section 7-15-13.

9/19/62 Page 1



Funds 7-15-4

EXHIBIT A

H-219 (3-51
1 ” TRANS. VOUCHER WO.
HOUSING AND HOME FINANCE AGENC
OFFICE OF THE APMINIBTRATOR X -62-97
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER April 2, 19
ISSUING OFFICE MONTH RECORDED
Washington, D. C. (Prepared by Regional Office)
RECEIVING OFFICE MONTH RECORDED
(Location of Regional Office) April
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
FEDERAL SCHOOL CONSTRUCTION PROGRAM
86-75%x0284
To transfer disbursing funds as follows:
Estimated disbursements through May 31, 19 $200,000.00
Cash balance, Account 101.12 as of the close
of business March 31, 19___ 0, 000.00
Amount to be transferred glzo!ooo.oo
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
(See| Transaction Nof 1,
Section T-15-13).
SIGNATURE SIGNATURE

9/19/62



Administrative Practice Handbook—Field Service 7-15-5
Part 7. Accounting and Fisca! Procedures
Chapter 15. Federal School Construction Program

Section 5

OBLIGATIONS

Program Fund Obligations

An executed architectural, engineering, construction, or equipment
contract, or a Contract Change Order, Form CFA-202, which involves
an increase in project costs, all create obligations against an allotment
of program funds made for a specific project. Also Purchase Orders,
Form H-35, or other documents which impose liabilities upon the
Government for future payments, represent obligations against such
allotment.

Prior to the execution of any contract, or the issuance of a Contract
Change Order involving an increase in projeet costs, a prevalidation of
funds will be secured on Form CFA-811 or by teletype ! in accordance
with program procedures. All such prevalidations of funds shall be
recorded promptly in the Obligations Incurred column of the appro-
priate Project Allotment Ledger (see Section 7-15-9). The word Pre-
validated shall be shown in pencil above the prevalidated amount. Such
prevalidated amount shall be reviewed at least monthly to assure that
an executed contract or other confirming document is received. The
word Prevalidated shall be erased when the executed contract or change
order is received and the number and date of execution of the contract
or change order shall be shown on the same line in the Deseription
column of the Project Allotment Ledger.

Prevalidations shall be excluded from all reports submitted.

With respect to obligations ereated by the issuance of Purchase Orders
or other administratively approved documents, it must be determined
that funds are available within the project allotment of program funds
prior to the release thereof. Such obligations shall also be recorded
promptly in the appropriate Project Allotment Ledger.

N dmini
L

ative Exp Obligations

For a discussion of engineering supervision and inspection at the
site of school projects see Section 3-4-2.2 Obligations covering such costs
shall be recorded to the appropriate Regional Allotment Ledger-Non-
administrative Staff Expenses and to the subsidary Project Ledger-
Nonadministrative Staff Expenses, currently as such obligations are
incurred. As a safeguard against incurring obligations for a particular
project in excess of the amount included in the approved project cost

1 Applies to Region VI (Seattle Area Office) and Region VII, in urgent cases.
2 Section 3-4-2 attached to Regional Circular No. 524.

4/25/63 1



7-15-5 OBLIGATIONS

estimate for nonadministrative supervision, the Community Facilities
Commissioner shall be advised whenever it appears that such amount
will not be sufficient to cover all nonadministrative supervision cost
applicable to the project. Such advice shall include information as to
amounts in other budgeted line-items available for transfer to non-
administrative supervision, or whether additional funds are required
from the Office of Education.

2 4/25/63



Administrative Practice Handbook—Field Service 7-15-6
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 6

DISBURSEMENTS

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

(1) Basic documents (original and copies) ; such as, S.F'. 1034, Public
Voucher for Purchases and Services Other than Personal, sup-
ported by Form CFA-208, Periodic Estimate for Partial Payment,
or other similar forms and supporting attachments, will be re-
ceived in the Administrative Branch.

(2) The basic document and attachments 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 determined (a) that the amount of the
undisbursed commitment under the contract is not less than the
proposed disbursement, (b) that all terms and conditions of the
contract have been met, (¢) that all required approvals by
Regional Office personnel have been indicated, and (d) that the
transaction is proper and correct in every respect.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, S.F. 1166, shall be pre-
pared, certified, and submitted to the Treasury Regional Office,
requesting that a check be drawn and delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
with respect to the processing, numbering and filing of disburse-
ment documents shall be followed.

Contract 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 recorded in the allotment and 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 Ledger—Nonadministra-
tive Staff Expenses and in the appropriate Project Ledger—Non-
administrative Staff Expenses.

9/19/62 Page 1



Administrative Practice Handbook—Field Service 7-15-7

Part 7.
Chapter

Accounting and Fiscal Procedures
15. Federal School Construction Program

Section 7

TRANSFER OF COMPLETED PROJECTS

Upon completion, custody of a project is transferred to the Office of
Education, as described in Part 5 of Volume VI. Prior to such transfer,

action

(1)

(2)

9/19/62

on the part of the Regional Office is required as outlined below :

‘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 Journal Voucher prepared in the
Regional Office (see Exhibit A) from Aeccount 151.11 Land,
Structures and Equipment—Construction in Progress to Account
151.12 Land, Structures and Equipment—Completed Construe-
tion Projects, in accordance with Transaction No. 4, Section
7-15-13.

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).

Page 1



Transfer of Completed Projects

EXHIBIT A

7-15-7

Standard Form No. 1017G
9 GAO 103
1017-804

JOURNAL VOUCHER

Date

REFERENCE EXPLANATION

DEBIT CREDIT

Federal School Construction Program
86-75%028k

ger Posting

Land, Structures and Equipment -
Completed Construction Projects

General Le

151.12

Land, Structures and Equipment -
Construction in Progress

151.11

To transfer the total cost value
(including nonadministrative staff
expenses) of completed Project

No. (name)

to Account’ 151.12. All obligations
with respect to the project have been
paid and the unused portion of the
allotwent has been rescinded.

$535,534.68

$535,534.68

Torav,

Approved by

Prepared by

(Sigaature)

(Signature)

(Title)

U5 GOVERNMENT PRINTING OFFICE 19%9—0-505318

(Title)

9/19/62



7-15-7 Transfer of Completed Projects

EXHIBIT B

H-219 (3-51)
TRANS. YOUCWER ®O.

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ARMINISTRATOR

DATE ISSUED

INTER OFFICE TRANSFER VOUCHER

ISSUING OFFICE MONTH RECORDED
(Location of Regional Office)

RECEIVING OFFICE MONTH RECORDED
Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

Federal School Construction Program
86-75x028

To transfer the total cost value of cowpleted Project

No. Name to the Division of

Finance and Accounts:

Costs paid from program funds $532,535.69
Nonadministrative staff expenses 2,996.99
Total cost of completed project $535,534.68
ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR, A/C CR, A/C AMOUNT OR. A/C CR. A/C AMOUNT
331.51 151.12 535, 534 .68

(See Transaction No. [5,
Section 7-15-13)

SIGNATURE SIGNATURE

9/19/62



Administrative Practice Handbook—Field Service 7-15-8
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 8

ADJUSTMENT OF CASH ACCOUNT

At the end of each month, Regional Offices shall adjust Account 101.12
Cash, by removing 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 accordance
with Transaction No. 6, Section 7-15-13. At the beginning of the fol-
lowing month, such adjustment shall be reversed by journal entry, in
accordance with Transaction No. 7.

9/19/62 Page 1



Administrative Practice Handbook—TField Service 7-15-9
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 9

BOOKS AND RECORDS

General 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 7-15-11 and 7-15-12, respectively. Refer
to Typical Transactions with Appropriate Entries (Section 7-15-13)
for the documents which support General Ledger entries.

Allotment and Project Ledgers

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

(1) A separate Project Allotment Ledger (see Exhibit A) shall be
maintained for each fund for the purpose of recording by project
each allotment, 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 Ledger—Nonadministrative Staff
Expenses (see Exhibit B), shall be maintained for each fund for
the purpose of recording for the Region as a whole (without
roference to individual project) allotments, obligations, liquida-
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 maintained 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 and Records 7-15-9

Page 2

ledger serves as a subsidiary record to the related Regional
Allotment Ledger—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 Ledger—Nonadministrative
Staff Expenses.
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Administrative Practice Handbook—Field Service 7-15-10
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 10

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.

STATEMENT OF GENERAL LEDGER BALANCES

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

ALLOTMENT LEDGER SUMMARIES

An Allotment Ledger Summary shall be prepared as of the 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 Summary 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 Lledgers—Nonadministrative Staff Expenses.
Summarization data shall be obtained from the Regional Allotment
Ledger—Nonadministrative Staff Expenses.
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Administrative Practice Handbook—Field Service 7-15-11
Part 7. Accounting and Fiscal Procedures
Chapter 15. Federal School Construction Program

Section 11

CHART OF GENERAL LEDGER ACCOUNTS

Account
Category Number

101

Cash:
101.12

151

Land,

Structures

and

Equipment:
151.11

151.12

201
Accounts
Payable :
201.11

331
Real and
Nominal

Accounts:
331.61

9/19/62

Title
ASSETS

Cash

Land, Structures and Equipment—Construction
in Progress

Land, Structures and Equipment—Completed
Construction Projects

LIABILITIES

Accounts Payable
INTEROFFICE CONTROL ACCOUNTS

Regional Office Books—Account with Central Office

Page 1



Administrative Practice Handbook—Field Service 7-15-12

Part 7. Accounting and Fiscal Procedures

Chapter 15. Federal School Construction Program
Section 12
DESCRIPTION OF GENERAL LEDGER ACCOUNTS
101.12 Cash

This is a debit balance (asset) account maintained to show the unex-
pended cash balance available to the Regional Office for disbursing
purposes.

Debit this aceount with:
1. Amounts transferred from the

Credit this acecount with :
2. Amounts of excess cash balance

Division of Finance and Ac-
counts cash account.

returned to the Division of Fi-
nance and Accounts.

6. Amounts of unaccomplished dis- 3. Amounts of vouchers scheduled
bursing documents at the end for payment.
of each month. . Amount of balance in Account
201.11 at the beginning of each
month.
151.11 Land, Structures and Equipment—Construction in Progress

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

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

for payment.

151.12 Land, Structures and Equip t—C
This is a debit balance (asset) account maintained to record the cost
value of completed projects and the transfer of such costs to the Division
of Finance and Accounts.
Debit this aceount with:

4. Cost value of projects when 5. Cost value of completed proj-

201.11

Credit this account with :

completed.

d Construction Projects

completed.

Accounts Payable

Credit this account with :

ects transferred to the Division
of Finance and Accounts.

This is a credit balance (liability) account maintained to show at
the end of each month the amount of cash disbursements which have
not been accomplished by the Treasury Regional Office.

Debit this account with:
7. Amount of balance in Account 6. Amounts of unaccomplished dis-

201.11 at the beginning of each
month.

9/19/62

Credit this account with :

bursing documents at the end
of each month.

Page 1



Description of General Ledger Accounts 7-15-12

331.51 Regional Office Books—Account with Central Office

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 Aec-
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



Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures

Chapter 15.

Federal School Construction Program

Section 13

7-15-13

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description

1. Amounts transferred from

the Division of Finance
and Accounts cash ac-
count. Posting media :
Inter Office Transfer
Vouchers.

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

Amounts of vouchers
scheduled for payment.
Posting media: Vouchers
and Schedules of Pay-
ments.

Cost value of projects
when completed. Posting
media: Journal Vouchers.

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

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

. Amount of balance in Ac-

count 201.11 at the begin-
ning of each month. Post-
ing media : Journal Vouch-
ers.

9/19/62

Dr.
101.12

331.51

151.11

151.12

331.61

101.12

201.11

Cr.

331.51

101.12

101.12

151.11

151.12

201.11

101.12

Title

Cash

Regional Office Books
—Account with Cen-
tral Office.

Regional Office Books
—Account with Cen-
tral Office.

Cash.
Land, Structures and
Equipment — Con-

struction in Progress.

Cash.

Land, 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, Struectures and
Equipment—Complet-
ed Construction Proj-
ects.

Cash.
Accounts Payable.

Accounts Payable.
Cash.

Page 1
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Administrative Practice Handbook—Field Service 7-30-1
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 1

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements
with respect to the Agency’s contribution and amounts withheld from
employees’ salaries for Federal Insurance 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 collections which
are to be held in suspense pending final disposition.
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Administrative Practice Handbook—Field Service 7-30-2
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 2

ACCOUNT SYMBOLS AND TITLES

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

Symbol Title

Clearing

Account:

86F0101(01) Withheld Individual Income and F.I.C.A. Taxes, Office
of the Administrator, Housing and Home Finance
Agency.

Deposit Fund

Accounts:

86X6050(01) Employees’ Pay Roll Allotment Account, United States
Savings Bonds, Office of the Administrator, Housing
and Home Finance Agency.

86X6070(01) Withheld State and Territorial Income Taxes, Office of
the Administrator, Housing and Home Finance Agency.

86X6875(01) Suspense, Office of the Administrator, Housing and
Home Finance Agency.
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Administrative Practice Handbook—Field Service 7-30-3
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 3

DEPOSITS

Amounts representing (1) the Agency’s FICA tax contributions
and salary withholdings for Federal income and FICA taxes; (2) salary
withholdings for State and Territorial income taxes; and (3) salary
withholdings for the purchase of United States Savings Bonds, shall be
summarized on Vouchers and Schedules of Payments, S.F. 1166, as
illustrated in 6 GAO 6020.20, for deposit to Symbols 86F0101(01),
86X6070(01) and 86X6050(01), respectively. Such withholdings and
contributions shall be recorded in the applicable General Ledgers in
accordance with Transactions Nos. 1, 2, and 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 accordance with Section 7-1-2
for deposit to Symbol 86X6875(01). Such amounts shall be recorded
in the General Ledger for this symbol in accordance with Transaction
No. 4, Section 7-30-10.

Amounts received 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 recorded
in the General Ledger for this symbol in accordance with Transaction
No. 5, Section 7-30-10.
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Administrative Practice Handbook—Field Service 7-30-4
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 4

DISBURSEMENTS AND TRANSFERS

DISBURSEMENTS

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
on Vouchers and Schedules of Payments, 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 and Schedules of Payments in 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 with 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 and
Schedules of Payments in accordance with Section 7-1-5. Such amounts
shall be recorded in the General Ledger for this symbol in accordance
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 Schedules of Withdrawals
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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Administrative Practice Handbook 7-30-5
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

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.

6/15/61 Page 1



Administrative Practice Handbook—Field Service 7-30-6
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 6

BOOKS AND RECORDS

GENERAL LEDGERS

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 Account symbol and for each Deposit Fund Account
symbol, in accordance with the Chart and Description of General
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
Ledgers.

RELATED 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 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. 1127-Revised, Individual
Pay Card.
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Administrative Practice Handbook—Field Service 7-30-7
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

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.

Stat t of General Led Bal

As of the close of each month, trial balances shall be taken and
reported in the appropriate columns of Form H-200.53, Statement of
General Ledger Balances—Clearing and Depostt Fund Accounts.
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Clearing and Deposit Fund Accounts

7-30-7

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-30-8
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 8

CHART OF GENERAL LEDGER ACCOUNTS

Account
Category Number Title
ASSETS
101
Cash:
101.11  Cash in Transit
101.12 Cash
LIABILITIES
201
Accounts
Payable :
201.11  Accounts Payable
221
Trust and
Deposit
Liabilities :

22114 Unapplied Deposits

221.15  Unapplied Deposits—Employees’ Fed-
eral Income Tax Deductions

221.16 Unapplied Deposits — Employees’
FICA Deductions

221.17 TUnapplied Deposits — Employer’s
Share of FICA
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Administrative Practice Handbook—Field Service 7-30-9
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 9

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

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

Debit these accounts with: Credit these accounts with:

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

the following month.

101.12 Cash

These are debit balance (asset) accounts maintained to show the
balances on deposit in Clearing and Deposit Fund Accounts.

Debit these accounts with : Credit these accounts with:

6. Amounts of Federal income

1. Amounts withheld from em-
ployees’ salaries for Federal
income and FICA taxes and
amounts contributed by this
Agency for FICA taxes.

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

3. Amounts withheld 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.

6/15/61

and FICA tax withholdings
and the Agency’s FICA tax
contributions, paid to the Dis-
trict Director of Internal
Revenue.

. Amounts of State or Terri-

torial income tax withholdings
paid to the appropriate taxing
authorities.

. Amounts of withholdings and

collections for purchases of
United States Savings Bonds
paid to the Federal Reserve
Bank.

. Amounts of withholdings for

the purchase of United States
Savings Bonds refunded to em-
ployees.

Page 1



7-30-9 Description of General Ledger A t

Debit these accounts with : Credit these accounts with:
5. Amounts of collections from 10. Amounts of refunds and pay-
employees in order to com- ments of suspense items or por-
plete purchases of United tions thereof.

States Savings Bonds.
11. Amounts of suspense items or

13. Amounts of disbursements portions thereof transferred to
and transfers which have not the proper appropriation, fund
been accomplished by the or receipt account.

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

14. Amounts of month-end ad- month,.

justments for collections in

transit, reversed as of the be- 15. Amounts of month-end adjust-

ginning of the following ments for unaccomplished dis-

month. bursements and transfers, re-
versed as of the beginning of
the following month.

201.11 Accounts Payable

These are credit 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.

Debit these accounts with: Credit these accounts with:

15. Amounts of month-end ad- 13. Amounts of disbursements and
justments  for  unaccom- transfers which have not been
plished disbursements and accomplished by the Treasury
transfers, reversed as of the Regional Office at the end of
beginning of the following each month.
month.

221.14 Unapplied Deposits

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

Debit these accounts with: Credit these accounts with:

7. Amounts of State or Terri- 2. Amounts withheld from em-
torial income tax withhold- ployees’ salaries for State or
ings paid to the appropriate Territorial income taxes.

taxing authorities.
3. Amounts withheld from em-

8. Amounts of withholdings and ployees’ salaries for purchases
collections for purchases of of TUnited States Savings
United States Savings Bonds Bonds.
paid to the Federal Reserve
Bank.

Page 2 6/15/61



Description of General 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.

7-30-9

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 administra-
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 TUnited States
Savings Bonds.

221.15 Unapplied Deposits—Employees’ Federal Income Tax Deductions

This is a eredit balance (liability) account maintained in conneet_ion
with the Clearing Account to show the balance on deposit representing
amounts withheld from employees’ salaries for Federal income taxes.

Debit this account with:

6. Amounts of Federal income
tax withholdings paid to the
Distriet Director of Internal
Revenue.

Credit this account with:

1. Amounts withheld from em-
ployees’ salaries for Federal
income taxes.

221.16 Unapplied Deposits—Employees’ FICA Deductions

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

Debit this account with:

6. Amounts of FICA tax with-
holdings paid to the District
Director of Internal Revenue.

Credit this account with:

1. Amounts withheld from em-
ployees’ salaries for FICA
taxes.

221.17 Unapplied Deposits—Employer’s Share of FICA

This is a eredit 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:

6. Amounts of Agency FICA
tax contributions paid to the
District Director of Internal
Revenue.

6/15/61

Credit this account with:

1. Amounts contributed by this
Agency for FICA taxes.
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Administrative Practice Handbook—Field Service 7-30-10
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 10

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr. Cr. Title
1. Amounts withheld from 101.12 Cash.
employees’ salaries for 221.15 TUnapplied Deposits—
Federal income and FICA Employees’ Federal
taxes and amounts con- Income Tax Deduec-
tributed by this Agency tions.
for FICA taxes. Posting 221.16 TUnapplied Deposits—
media: Summaries on Employees’ FICA De-
Vouchers and Schedules ductions.
of payments. 221.17 TUnapplied Deposits—
Employer’s Share of
FICA.
2. Amounts withheld from 101.12 Cash.
employees’ salaries for 221.14 Unapplied Deposits.

State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouchers and Schedules
of Payments.

3. Amounts withheld from
employees’ salaries for
purchases of United States
Savings Bonds. Posting
media: Summaries on
Vouchers and Schedules
of Payments.

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
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7-30-10 Typical Transactions with Appropriate Entries

Trans-

action

Number Description Dr. Cr. Title
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:
Certificates of Deposit.

6. Amounts of Federal in- 221.15 Unapplied Deposits—
come and FICA tax with- Employees’ Federal
holdings and the Agency’s Income Tax Dedue-
FICA tax contributions, tions.
paid to the District Direc- 221.16 Unapplied Deposits—
tor of Internal Revenue. Employees’ FICA De-
Posting media: Vouchers ductions.
and Schedules of Pay- 221.17 Unapplied Deposits—
ments. Employer’s Share of

FICA.
101.12 Cash.

7. Amounts of State or Ter- 221.14 Unapplied Deposits.

ritorial income tax with- 101.12 Cash.

holdings paid totheappro-
priate taxing authorities.
Posting media: Vouchers
and Schedules of Pay-
ments.

8. 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 Pay-
ments.

9. Amounts of withholdings
for the purchase of United
States Savings Bonds re-
funded to employees.
Posting media: Vouchers
and Schedules of Pay-
ments.
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Typical Transactions with Appropriate Entries

Trans-

action

Number Description

10. Amounts of refunds and

11.

12.

13.

14.

15.

payments of suspense
items or portions thereof.
Posting media: Vouchers
and Schedules of Pay-
ments.

Amounts of suspense items
or portions thereof trans-
ferred to the proper ap-
propriation, fund or re-
ceipt account. Posting me-
dia: Vouchers and Sched-
ules of Withdrawals and
Credits.

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

Amounts of disbursements
and transfers which have
not been accomplished by
the Treasury Regional Of-
fice at the end of each
month. Posting media:
Journal Vouchers.

Amounts of month-end
adjustments for collec-
tions in transit, reversed
as of the beginning of the
following month. Posting
media: Journal Vouchers.

Amounts of month-end
adjustments for unaccom-
plished disbursements and
transfers, reversed as of
the beginning of the fol-
lowing month. Posting
media : Journal Vouchers.

6/15/61
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101.12
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201.11

101.12

201.11
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Title

Cash in Transit

Cash.

Cash

Accounts Payable

Cash

Cash in Transit

Accounts Payable
Cash.
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Administrative Practice Handbook—Field Service % 7-17-1
Part 7. Accounting and Fiscal Procedures '
Chapter 17. Senior Citizens Housing Loan Program

s

Section 1
INTRODUCTION

This procedure preseribes the fiscal and accounting requirements for
the Senior Citizens Housing Loan Program authorized by Section 202
of the Housing Act of 1959, as amended. Program policies and pro-
cedures are contained in Volume VI.

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

The procedure includes specific instructions for processing and re-
cording program transactions. The General Ledger accounts and the
Subsidiary Loan Records shall be established and maintained in accord-
ance with the detailed instructions contained in Section 7-17-9. Cash
receipts and disbursements journals have not been provided, since it
appears that the number of transactions to be handled monthly by
each Regional Office will not warrant the use of such books of original
entry.

Applications for loans will be approved by the Community Facilities
Commissioner pursuant to authority delegated by the Administrator.
Prior to approval of applications for loans, the Community Facilities
Commissioner will arrange for the reservation of funds for such appli-
cations and increases thereto.

The Division of Finance and Accounts maintains an overall control
record of allocations and contracts (agreements). Regional offices
shall establish a Subsidiary Loan Record for each project upon receipt
of a Project Summary (loan approval).

Tt is anticipated that collections of amounts to be held in escrow for
payment of taxes and insurance will not be made until loans are fully
disbursed and transferred to the Central Office. The Administrative
Branch shall take no action with respect to the collection of such items
until specific instructions are issued by the Division of Finance and
Accounts.
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Administrative Practice Handbook—Field Service 7-17-2
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. The original only shall be forwarded to the receiving office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. Except as provided in the second paragraph,
Section 7-17-3, Inter Office Transfer Vouchers shall be prepared and for-
warded in sufficient time to permit entry in the accounts of the receiving
office on or before the end of the month in which transaections occur. Such
documents prepared by Regional Offices shall be addressed to the Divi-
sion of Finance and Accounts. Regional Offices located west of the
Mississippi River shall forward the documents by airmail.

11/1/62 Page 1



Administrative Practice Handbook—Field Service 7-17-3
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 3

FUNDS

The following symbol and title have ben assigned by the Treasury
Department to the revolving fund for the Senior Citizens Housing Loan
Program:!*

Symbol Title

86X4115 Housing for the Elderly, Revolving Fund, Office of the
Administrator, Housing and Home Finance Agency

Disbursing authority will be transferred to Regional Offices entirely
on a project basis. When funds are needed for a disbursement in con-
nection with a particular project, the Regional Office shall prepare an
Inter Office Transfer Voucher, in duplicate, and complete the Transfer
Voucher No. and Date Issued blocks on the form. (See Exhibit A.) Inso-
far as possible the Inter Office Transfer Voucher should be prepared
and a copy mailed to the Division of Finance and Accounts at least two
days prior to the date of disbursement. The date shown in the Date
Issued block shall be the date that the copy of the Voucher is mailed.
The Regional Office shall post the transfer in its accounts on the basis
of the retained original, which shall be considered as accomplished.
Such Inter Office Transfer Vouchers when received in the Division of
Finance and Accounts will 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 where the amount of funds transferred to a Regional
Office exceeds the amount actually disbursed to a borrower, such excess
amount, identified by the project number, shall be returned to the
Division of Finance and Accounts in accordance with 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 Finance and Aeccounts in
accordance with Exhibit C. The Inter Office Transfer Voucher shall
indicate for each collection transferred the project number, the total
amount collected and a breakdown between principal and interest.
Such Inter Office Transfer Vouchers shall be prepared in duplicate in
the usual manner.

1 Although administratively this program has been designated as the Senior Citizens Housing
Loan Program, the term used in the Housing Act of 1959 and the appropriations acts is
Housing for the Elderly Loan Program. The latter term must therefore be used in the
accounting system.
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Funds

EXHIBIT A

7-17-3

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ABMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

W-219 (3-51)
TRANS. YOUCHER wO.

*
DATE 1SSUED

*

1SSUING OFFICE

Washington, D. C. (Prepared by Regional Office)

MONTN RECORDED

RECEIVING OFFICE

(Location of Regional Office)

MOKTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

ELDERLY HOUSING LOAN PROGRAM
86x4115

To transfer funds for lending purposes as follows:
Project No. Amount

$

These funds are scheduled for disbursement on , 19

* To be assigned by the Regional Office

I SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEOGER
oR. A/C CR. A/C AMOUNT 0R. A/C CR._A/C AMOUNT
101.12 331.51 $ XXXX XX

(See Transacti

n No. 1, Sectign 7-17-13)

SIGNATURE

SIGNATURE
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7-17-3

EXHIBIT B

Funds

W-219 (3-31)

HOUSING AND HOME FINANCE AGENCY
OFPICK OF TEE ADPMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRARS. VOUCKER BO.

DATE 133¥ED

138186 OFFICE

(Location of Regionsl Office)

MORTN RECORDED

RECEIVING OFFICE

Washington, D.C.

NORTN RECORDED

DETAIL OF TRANSFER OR LISTIH@ OF ATTACHED DOCUMENTS

ELIERLY EOUSING LOAK PROOBAN
séx1s

To transfer to the Central Office the amount of funds

transferred in excess of the actual dishureement(s) as

follovs:

Project No.

-

I1SSUING OFFICE

RECEIVING OFFICE

(See Transacti

bn No. 7, Sectipn 7-17-13)

POSTINGS TOGENERAL LEOGER POSTINGS TO GENERAL LEDGER
DR, A/C CR._A/C AMOUNT OR. A/C CR.OAIC AMOUNT
331.51 101.12 $ ooxx.ax

sienatung

stesatuee
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Funds 7-17-3

EXHIBIT C

#-219 (3-51)
TRANS. VOUCHER ®O.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

DATE ISSUED

INTER OFFICE TRANSFER VOUCHER

ISSUING OFFICE MORTN RECORDED

(Location of Regional Office)

Washington, D.C.
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

RECEIVING OFFICE MORTH RECORDED

ELDERLY HOUSING LOAN PROGRAM
86x4115

To transfer to the Central Office collection(s) representing
repsyment(s) of loen disbursements and/or accrued interest

receivable thereon, as listed below:
Project No. Principal Interest Total

ISSUING OFFICE RECEIVING OFFICE
POSTINGS VTO-GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR.A/C AMOUNT
331.51 101.12 $ x00.xx

(See Transactfon No. 7, Sectfon 7-17-13)

SIGNATURE SIGNATURE

11/13/61



Administrative Practice Handbook—Field Service 7-17-4

Part 7.

Accounting and Fiscal Procedures

Chapter 17. Senior Citizens Housing Loan Program

Section 4

DISBURSEMENTS

No disbursement 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
loan disbursements are summarized below :

(1)

(2)

(3)

The original and memorandum copies of each completed requi-
sition (basic document), signed by the borrower as payee, signed
by the authorized Regional Office personnel, and approved by
the Regional Administrator, or his designee, together with all
required supporting attachments, will be received in the Admin-
istrative Branch.

The basic document and supporting attachments shall be ex-
amined in the Administrative Branch against the related Loan
Agreement. 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 shown by the applicable Subsidiary Loan
Record is not less than the proposed disbursement; and (e)
that the transaction is proper and correct in all other respects.

After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, S.F. 1166, shall be pre-
pared, certified and submitted to the Treasury Regional Office
requesting that a check be drawn and delivered in accordance
with the instructions thereon. The instructions in Section
7-1-5 with respect to the processing, numbering and filing of
disbursement documents (basic documents and Vouchers and
Schedules of Payments) shall be followed, except that posting
copies of such documents shall be filed in accordance with the
instruetions in Section 7-1-3.

Loan disbursements shall be recorded in the General Ledger in ac-
cordance with Transaction No. 2, Section 7-17-13 and in the appropri-
ate Subsidiary Loan Record in accordance with the instruections in
Section 7-17-9 under that heading.

11/13/61 Page 1



Administrative Practice Handbook—Field Service 7-17-5
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 5

TRANSFER OF LOAN ACCOUNTS

After final disbursement has been recorded in the accounts of the
Regional Office, an Inter Office Transfer Voucher shall be prepared in
accordance with Exhibit A, for the purpose of transferring the princi-
pal amount of the loan to the Division of Finance and Accounts, to-
gether with the amount of accerued interest receivable thereon, if any,
computed through the day prior to the date of transfer. A photocopy of
the completed Subsidiary Loan Record, Form H-213, for the project
shall be attached to the Inter Office Transfer Voucher. At the same
time the Inter Office Transfer Voucher is sent to the Division of Finance
and Accounts, but under separate cover, the following documents shall
be mailed to this Division by registered mail, return receipt requested :

Original Note

Recorded Mortgage and/or Deed of Trust including fully executed
counterparts of the recorded 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, loan agreement amendments,
regulatory agreement amendments, and waivers.
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Transfer of Loan Accounts 7-17-5

EXHIBIT A

_ W-219 (3-51
TRANS. VOUCHER NOs

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

DATE 1SSUED

INTER OFFICE TRANSFER VOUCHER

Feb. 2k, 1965
MONTH RECORDED

ISSUING OFFICE
(Location of Regional Office)

RECEIVING OFFICE
Washington, D. Ce

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

ELDERLY HOUSING LOAN PROGRAM
86xk115

MONTH RECORDED

To transfer the principal -amount of loan and the related amount of accrued
interest receivable to the Division of Finance and Accounts as shown below:

Project No. Mortgage Note dated

(Name of borrower)

Loan Principal $500,000.00
Accrued Interest Receivable

(5 days @ 3-5/8% from 2+19-65
‘through 2-23-65) 218,29

$500,248.29
== ———

I SSUING OFFICE

RECEIVING OFFICE
POSTINGS TO. GENERAL LEDGER

POSTINGS TO GENERAL LEDGER

OR. A/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
331,51 500,248.29

111,11 500,000.00

121,11 248.29

(See Transactiion No. 6, Sectfion T=17-13)

SIGNATURE SIGRATURE
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Administrative Practice Handbook—Field Service 7-17-6
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 6

INTEREST

Interest receivable on loans shall be computed in accordance with
Section 7-1-4.

Interest on loan disbursements shall be accrued at the end of each
quarterly period (March 31, June 30, September 30 and December 31)
on a 365 day basis at the rate specified in the Loan Agreement. A
Journal Voucher, S.F. 1017G-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 posted in the General Ledger (see Transaction
No. 3, Section 7-17-13) and in the Subsidiary Loan Records (see Sec-
tion 7-17-9). As of the close of each fiscal year, an Inter Office Transfer
Voucher shall be prepared in accordance with Exhibit B of this
Section, transferring the amount of current fiscal year interest earned
on loans to the Central Office.

Interest normally shall be accrued quarterly, however, it may be
necessary to accrue interest on an individual loan account prior to
transfer of the loan to the Central Office (see Section 7-17-5), or in
the event that a borrower desires to repay the amount of a loan
disbursement.

The initial acerual of interest receivable on a loan disbursement
shall begin on the effective date of the disbursement, i.e., the date of the
check issued therefor and such interest shall be accrued through the
day prior to the date on which a fully disbursed loan is transferred to
the Central Office. The effective dates of disbursements and collee-
tions are deseribed in detail under the heading Subsidiary Loan Record,
Section 7-17-9).
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Interest

EXHIBIT A

7-17-6

Standard Form No. 1017G
9 GAO 1030
1017-803

JOURNAL VOUCHER

Date

LI '8 S S ——

REFERENCE EXPLANATION DEBIT CREDIT

ELDERLY HOUSING LOAN PROGRAM
86xk115

GMAL@

121,11 | Accrued Interest Receivable - Loans $ xox
411,11 | Interest Earned - Loans $ oox

SUBSIDIARY LOAN RECORD

Project No. Principsl Days Rate Accrual

$ xx
xxXx
xx
2000

(List individual accounts)

O

(To record the accrued interest receivable
and interest earned during the quarter
lended » 19__, on loan disburse-
ments made in comnection with projects
under the above program.

ToTAL,

Prepared by Approved by

(Signsture) (Signature)

(Title) (Title)

U5 GOVERNNENT PRINTING OFFICE . 1958 0=475484
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7-17-6

EXHIBIT B

Interest

W-219 (3-51)

TRANS. YOUCHER NO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR

DATE ISSVED

INTER OFFICE TRANSFER VOUCHER

1SSUING OFFICE

(Location of Reglonsl Office)

NORTN RECORDED

RECEIVING OFFICE

Washington, D.C.

MORTN RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

ELDERLY HOUSING LOAN PROGRAM
86xh115

Amount of interest earned on losns during the fiscal
year ended June 30, 19__ transferred to the Central
Office,

1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO_GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
311,11 331.51 $ xooxx
(see Transact:

fon No. 10, Section 7-1'{-13P

SINATURE

SIGRATURE
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Administrative Practice Handbook—Field Service 7-17-7
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 7
BILLINGS AND COLLECTIONS

Interest accrued on loan disbursements shall be billed on Form
H-216, Invoice, fifteen calendar days prior to the due date for pay-
ment thereof as specified in the contract (loan agreement). For ex-
ample, accrued interest to be collected for the period ending Decem-
ber 31 shal be billed on December 16. If a loan disbursement is made
after a billing has been rendered, but prior to the due date for the
collection of interest, an amended billing including the additional
amount due shall be prepared and forwarded to the borrower.

Invoices shall be prepared in an original and 4 copies which shall
be distributed as follows:

(1) The original and duplicate shall be mailed to the borrower.

(2) The triplicate shall be placed in the appropriate Fiscal Project

File.

(3) The quadruplicate shall be furnished the Regional Director
of Community Facilities Activities.

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

Collections

All amounts collected by each Regional Office shall be deposited in
the nearest Federal Reserve Bank or Branch for credit 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
Certificates of Deposit, reference should be made to Section 7-1-2.

Collections which represent accrued interest receivable on loans
shall be recorded in the General Ledger in accordance with Transac-
tion No. 4, Section 7-17-13, and collections, if any, which represent
repayments of loan principal, shall be recorded in accordance with
Transaction No. 5. Such amounts of collections shall also be recorded
in the appropriate Subsidiary Loan Record as provided in Section
7-17-9 under that heading.

All such amounts collected shall be transferred promptly to the
Clentral Office as prescribed in Section 7-17-3.

If the Borrower fails to remit funds on due date to cover billing,
the Regional Director of Community Facilities Activities should be
notified promptly.
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Administrative Practice Handbook—Field Service 7-17-8
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 8

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Account
101.12, Cash, by removing therefrom those transactions which have
not been accomplished. All such adjustments shall be recorded on the
basis of journal entries as follows:

(1) Adjustments for the amount of collections in transit shall be
recorded in the General Ledger in accordance with Transaction
No. 8, Section 7-17-13, and such entries shall be reversed at the
beginning of the following month in accordance with Transac-
tion No. 9.

(2) Adjustments for the amounts of unaccomplished disbursements
shall be recorded in the General Ledger and, when applicable,
in the related Subsidiary Loan Record(s), by reversing the
original entries made in the accounts on the basis of the cer-
tified disbursement documents. At the beginning of the follow-
ing month, adjustments shall be made restoring the original
entries.

11/13/61 Page 1



Administrative Practice Handbook—Field Service 7-17-9
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 9

BOOKS AND RECORDS

A General Ledger and individual Subsidiary Loan Records shall be
established and maintained by each Regional Office. The posting media
for General Ledger entries are identified in Section 7-17-13 and for
Subsidiary Loan 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 executed Loan Agree-
ments and amendments thereto, the posting notation shall be made on
a small slip of paper stapled to the face sheet or the first page of the
document. Such notation shall show the posting date and shall be
initialed by the employee who posted the transaction.

General Ledger

S.F. 1014-Revised shall be used for the General Ledger. General
Ledger accounts shall be established and maintained in accordance with
the Chart and Description of General Ledger Accounts contained in
Sections 7-17-11 and 7-17-12, respectively. Reference should be made
to Section 7-17-13 for the accounting documents which support entries
in the General Ledger.

Subsidiary Loan Record

Form H-213, Subsidiary Loan Record, (Exhibit A of this Section),
shall be maintained for each project. Promptly following receipt of a
Project Summary (loan approval) in the Administrative Branch, Form
11-213 shall be established for the project. The loan commitment or
authorization shall be recorded upon receipt of a fully executed Loan
Agreement for the project.

Subsidiary Loan Records shall be posted currently from Vouchers
and Schedules of Payments, Certificates of Deposit, Inter Office Trans-
fer Vouchers, Journal Vouchers, project summaries, ete.

Each loan disbursement shall be recorded in the appropriate Sub-
sidiary Loan Record on the date the Voucher and Schedule of Pay-
ments is certified and submitted to the Treasury Regional Office for
payment. The effective date of a disbursement shall be the date on
which the check is drawn by the Treasury Regional Office as shown
on the accomplished Voucher and Schedule of Payments returned to
the Regional Office. If the effective date is different than the date of
entry, the effective date of disbursement shall also be entered in the
applicable Subsidiary Loan Record.
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7-17-9 Books and Records

Each collection shall be recorded in the appropriate Subsidiary Loan
Record on the date the Certificate of Deposit is forwarded to the Fed-
eral Reserve Bank or Branch with the remittance. The effective date
of a collection shall be the date on which a remittance is mailed in
payment of an account, as evidenced by the postmark on the envelope
in which the remittance was mailed to the Regional Office, without re-
gard 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. 1f the effective date of collection is
different than the date of entry, the effective date shall also be entered
in the applicable Subsidiary Loan Record.

Extreme care should be exercised that effective dates are always re-
corded as indicated above to insure that interest accruals and collee-
tions are correct.

The information to be recorded on Subsidiary Loan Record cards
shall be in accordance with the following instructions which correspond
to the parenthetical numbers shown on Exhibit A :

(1) Show the project number in the upper right-hand corner of the
form.

(2) Show the location and number of the Regional Office.

(3) Enter the number assigned to the loan agreement.

(4) Show the name and address of the borrower.

(5) Enter the effective date of the loan agreement.

(6) Enter the date of the final mortgage installment payment.

(7) Enter the amount of approved loan as shown by the Project
Summary. In case the amount of approved loan is subsequently
revised, the revised amount shall be entered and the prior
amount lined out. Include a brief description of disbursement
and repayment provisions as contained in the loan agreement.

(8) Enter the amount of loan specified in the loan agreement and
inereases thereof as shown by amendments thereto. The Divi-
sion of Finance and Accounts shall be promptly notified if a
loan agreement is executed in a different amount than that
preseribed in the Project Summary.

(9) Enter amounts cancelled as shown by signed documents which
decrease the amount of the loan agreement.

(10) Enter each amount disbursed for a particular loan as shown
by Vouchers and Schedules of Payments.

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

(12) Show the interest rate specified on the loan agreement.

(13) Show the 365 day basis for the computation of interest on
loan disbursements.

(14) Show entry date.

(15) Show effective date if different from entry date.

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

(17) Enter amount of each individual loan disbursement.

(18) Enter the amounts of principal repayments, if any, collected.

Page 2 11/13/61



Books and Records 7-17-9

(19)

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

(24)

11/13/61

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

Show the number of days for which interest is acerued.

Enter the accruals of interest on loan disbursements.

Enter the amount of accrued interest collected.

Entries in column (21) increase the previous balance in this
column and entries in column (22) decrease the previous
balance.

After the final loan disbursement has been made and 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.
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EXHIBIT A

Books and Records
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Administrative Practice Handbook—Field Service 7-17-10
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 10

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.

STATEMENT OF GENERAL LEDGER BALANCES

As of the close of each month, after all entries for the month have
been posted to the General Ledger, the balances in columns (19) and
(28) of the Subsidiary Loan Records shall be totalled separately and
each such total shall be reconciled with the balance in the applicable
General Ledger Control Account. A trial balance of General Ledger
accounts shall then be taken and reported on Form H-200.60, Statement
of General Ledger Balances. In addition to the regular monthly report
as of June 30 each year, a post closing trial balance shall be submitted
promptly after fiscal year-end closing entries are made.

NET LOAN COMMITMENTS, LOAN DISBURSEMENTS, AND UNDISBURSED COMMITMENTS

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

(1) Loans to Educational Institutions, as printed on the form, shall
be lined out and Elderly Housing Lioan Program typed in.

(2) The title of the form shall be changed to Net Loan Commitments,
Loan Disbursements, and Undisbursed Commitments.

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

(4) The heading Bond Purchases in column (8) shall be changed to
Loan Disbursements.

Only those projects with respect to which fully executed 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 be shown on Form H-245 shall be in accordance
with the following instructions which correspond to the parenthetical
letters and numbers in Exhibit A. Except for items (a) and (b) the

11/15/63 Page 1



7-17-10

Reports

required information shall be obtained from Form H-213, Subsidiary

Loan Record.

Item (a) Enter month-end date as of which the report is prepared.

Item

(b)

Enter Regional number and location of Regional Office.

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

Ttem

Ttem

Ttem

Item

Item

Item

Page 2

(e)

(d)

(e)

(£)

(h)

Enter in column (4) of this line the total number of
completed projects as of the previous month-end. Enter
in column (6) of this line the total of net loan commit-
ments (commitments less cancellations) for all projects
reported completed as of the previous month-end. Enter
in column (8) of this line the total loan disbursements
for all projects reported completed as of the previous
month-end.

List under this heading information with respect to each
project completed during the month, as indicated below:
Enter in column (1) state in which borrowing agency is
located.

Enter in column (2) town or city in which borrowing
agency is located.

Enter in column (3) name of borrower.

Enter in column (5) projeet number.

Enter in column (6) net loan commitment (commitment
less cancellations).

Enter in column (8) the total amount of loan disburse-
ments for the project.

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

List under this heading information with respect to each
project not completed as indicated below :

Enter in columns (1) through (6) and column (8) the
information and amounts as indicated above under Item
(d). Enter in column (9) the difference between the
amount in column (6) and the amount in column (8).

Count the number of projects not completed (Ttem (f))
and enter such sum as subtotal in column (4).

Enter as subtotals in columns (6) and (8) the totals of
such columns for projects not completed (Item (f)).

Enter as cumulative totals of columns (4), (6), and (8)
the sums of the subtotals of such columns. Enter as a
cumulative total in column (9) the total of such column.
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EXHIBIT A

7-17-10

=288
(9-5u)

HOUSING AND BOME FINANCE AGENCY
OFPICE OF TNE ADMINISTRATOR

() Period ended 18,
o
AND UNDISBURSED COMMITMENTS ®) Region Locatien
(1) (0 ) @ [0 [ [0} [}
BER OF NET LOAN o088 UNDISBUR
STATE LOCALITY FOODOOTOREX 18STITUTION 'FROJECTS | PROJECT NUMBER COMMITHENTS CoNM i THERTS

(c) Completed projects previously reported (from Item (¢) of
report for preceding month)

(d) Projects completed during month (List):

(e) Sub-totals for projects cospleted at end of month

(f) Projects not completed (List):

(g) Sub-totals for projects not cospleted

(h) Cumulative totals

WEPA-NLES, Washiagren, D. C.
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Administrative Practice Handbook—Field Service

7-17-11

Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Category

101
Cash:

111

Loans and
Advances
Receivable :

121
Acerued

Receivables :

331

Real and
Nominal
Accounts:

411
Interest :

11/13/61

Section 11

CHART OF GENERAL LEDGER ACCOUNTS

Account
Number

101.11
101.12

11111

12111

331.51

41111

Title

ASSETS

Cash in Transit
Cash

Loans

Accrued Interest Receivable—Loans

INTEROFFICE CONTROL ACCOUNTS

Regional Office Books—Account with Central
Office

INCOME

Interest Earned—Loans

Page 1



Administrative Practice Handbook—Field Service 7-17-12
Part 7. Accounting and Fiscal Procedures
Chapter 17. Senior Citizens Housing Loan Program

Section 12

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

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

Debit this account with: Credit this account with:
8. Amounts of cash collections 9. Amounts of month-end adjust-
in transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.12 Cash

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

Debit this account with: Credit this account with:
1. Amounts transferred from 2. Amounts disbursed represent-
the Central Office cash ac- ing loans.
count. 7. Amounts of cash balance in ex-
4. Amounts collected repre- cess of actual disbursements
senting interest accrued on and amounts of collections rep-
loans. resenting repayments of loans
5. Amounts collected repre- and/or accrued interest thereon
senting repayments of loan transferred to the Central Office.
principal. 8. Amounts of cash collections in
9. Amounts of month-end ad- transit at the end of each month.

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

111.11 loans

This is a debit balance (asset) account maintained to show the prin-
cipal amount of loans disbursed and subsequently transferred to the
Central Office.

11/13/61 ‘ Page 1



7-17-12 Description of General Ledger Accounts

111.11  Loans (cont'd)

Debit this account with: Credit this account with:
2. Amounts disbursed repre- 5. Amounts collected represent-
senting loans. ing repayments of loan prin-
cipal.

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

121.11  Accrued Interest Receivable—Lloans

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

Debit this account with: Credit this account with:
3. Amounts of interest ac- 4. Amounts collected represent-
crued on loans. ing interest accrued on loans.

6. Accrued interest receivable on
loans transferred to the Central
Office.

331.51 Regional Office Books—Account with Central Office

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

Debit this account with: Credit this account with:

6. Principal value of loans and 1. Amounts transferred from the
accrued interest receivable Central Office cash account.
thereon transferred to the 10. Amount of interest earned on
Central Office. loans transferred to the Cen-

7. Amounts of cash balance in tral Office as of the close of each
excess of actual disburse- fiscal year.

ments and amounts of col-
lections representing re-
payments of loans and/or
accrued interest thereon
transferred to the Central
Office.

411.11 Interest Earned—Loans

This is a credit balance (income) account maintained to show the
amount of interest earned on loans made to borrowers in the Region.

Debit this account with: Credit this account with:
10. Amount of interest earned 3. Amounts of interest acerued on
on loans transferred to the loans.

Central Office as of the
close of each fiscal year.
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Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

Chapter 17. Senior Citizens Housing Loan Program

Section 13

7-17-13

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr.
1. Amounts transferred 101.12

from the Central Office

cash account. Posting
media:  Inter  Office
Transfer Vouchers.

Amounts disbursed rep- 111.11
resenting loans. Posting
media: Vouchers and
Schedules of Payments.

Amounts of interest ac- 121.11
crued on loans. Posting
media: Journal Vouch-

ers.

Amounts collected rep- 101.12
resenting interest ac-
crued on loans. Posting
media: Certificates of
Deposit.

Amounts collected rep-
resenting repayments of
loan principal. Posting
media: Certificates of
Deposit.

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

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

101.12

331.51

331.51

11/13/61

331.51

101.12

411.11

121.11

111.11

111.11
121.11

101.12

Title

Cash.
Regional Office Books—
Account with Central
Office.

Loans.
Cash.

Accrued Interest Re-
ceivable—Loans.
Interest Earned—ILoans.

Cash.
Accrued Interest
ceivable—Loans.

Re-

Cash.
Loans.

Regional Office Books—
Account with Central
Office.
Loans.
Accrued Interest
ceivable—Loans.

Re-

Regional Office Books—
Account with Central
Office.
Cash.
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7-17-13 Typical Transactions with Appropriate Entries

Trans-
action
Number Description Dr. Cr. Title

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

8. Amounts of cash collee- 101.11 Cash in Transit.
tions in transit at the 101.12 Cash.
end of each month. Post-
ing media: Journal
Vouchers.

9. Amounts of month-end 101.12 Cash.
adjustments for cash col- 101.11 Cash in Transit.

lections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-

ers.

10. Amount of interest 411.11 Interest Earned—DLoans.
earned on loans trans- 331.51 Regional Office Books—
ferred to the Central Of- Account with Central
fice as of the close of each Office.

fiscal  year. Posting
media:  Inter Office
Transfer Vouchers.
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Administrative Practice Handbook—Field Service 7-18-1
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 1
INTRODUCTION

This procedure prescribes the fiscal and accounting requirements
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 and
to employ the facilities of other Government departments and agencies
as necessary to carry out the program. Appropriated funds for the
program are included under the Supplemental Appropriation Act, 1962,
Public Law 87-332, approved September 30, 1961. Sections 7 and 8 of
the Area Redevelopment Act, cited above, authorize finanecial assistance
in the form of loans and grants to States, their political subdivisions,
Indian 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 Loans Program, for which procedure is provided in
Chapter 13.

Generally accepted commercial principles of accounting have been
employed in the system which provides for decentralized accounts on
the branch office principle. Control accounts with each Regional Office
are maintained in the 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 in connection with approved projects
which involve construction advances, loans, grants, and the purchase
of accrued interest on bonds acquired in connection with loans. The
General Ledger accounts, subsidiary Loan Records and Grant Records
shall be established and maintained in accordance with the detailed
instructions contained in Section 7-18-9. Cash receipts and disburse-
ments journals have not been provided, since it appears that the number
of transactions to be handled monthly by each Regional Office will not
warrant the use of such books of original entry.

The Regional Office will disburse funds for construction advances,
loans 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 and
maintain a subsidiary Loan Record and/or a Grant Record, as appro-
priate, upon receipt of a memorandum from the Community Facilities
Commissioner advising that a loan, or a grant, or a combination loan
and grant, has been approved. The date of such memorandum shall be
considered the effective date of approval.
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Administrative Practice Handbook—Field Service 7-18-2
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported by a Form H-219, Inter Office
Transfer Voucher which shall be prepared in duplicate by the originat-
ing 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 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 Transfer Vouchers prepared by Regional
Offices shall be forwarded to the Division of Finance and Accounts;
Regional Offices located west of the Mississippi River shall forward the
documents by airmail.
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Administrative Practice Handbook—Field Service 7-18-3
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 3
DISBURSING AUTHORITY

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 Title

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

86-13 2000 Area Redevelopment Loans, 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 loans
as well 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 Regional Office shall prepare
an Inter Office Transfer Voucher in duplicate and complete the Trans-
fer Voucher No. and Date Issued blocks on the form. (Exhibit A illus-
trates the type of Inter Office Transfer Voucher to be prepared when
funds are requested for advances or grants, and Exhibits B and C
illustrate the types of Inter Office Transfer Vouchers to be prepared
when 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 Issued block of the voucher. The Regional Office
shall post the transfer in its accounts on the basis of the retained
original, which shall be considered as accomplished. Such Inter Office
Transfer Vouchers when received in the Division of Finance and Aec-
counts will serve both as requests for disbursing authority and as the
actual documents by which required transfers are effected. Should an
emergency arise, funds can be made available promptly upon receipt of
a teletype request.

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

EXHIBIT A

7-18-3

#-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

TRANS. YOUCAER WO.

*

BATE ISSU

INTER OFFICE TRANSFER VOUCHER

0

*

1SSUIRG OFFICE MNONTR RECORDED
Washington, D. C. (Prepared by Regional Office)

RECEIVING OFFICE MONTH RECORDED
(Location of Regional Office)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMEHTS

AREA REDEVELOPMENT

(Appropriation Symbol)

To transfer funds for project disbursements as follows:

Project No. Purpose** Amount
$

These funds are scheduled for disbursement on » 19__

* To be assigned by the Regional Office.

*% Show whether funds are to be disbursed for advance or grant
(first appropriation projects only).

ISSUING OFFICE REICEIVING OFFICE

By

3

B

POSTINGS TO GENERAL LEDGE POSTINGS TO GENERAL LEDG!
DR. A/C i CR. A/C AMOUNT DR. A/C CR. A/C

AMOUNT

(See Transaction No. 1,
Sections| 7-18-16 and 7

18-19)

SIGRATURE SIGNATURE

Fi

ILBB-Washington, D. C.
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7-18-3 Disbursing Authority

EXHIBIT B

W-219 (3-51)
TRAKS. VOUCHER XO.

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ADMINISTRATOR *
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
*
ISSUING OFFICE MORTH RECORDED
Washington, D. C. (Prepared by Regional Office)
| recetvine oFFiIcE NOKTH RECORDED
(Location of Regional Office)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

AREA REDEVELOPMENT
86-13 2000

To transfer funds for disbursement. Project No. )

Name . Scheduled for disbursement

on » 19_.'

Bond purchase as detailed below:

Principal value $175,000.00
Accrued interest purchased on bonds 320.83

Cash requirement gllgigzo.ag

Outstanding advance of $ 4%4,000.00 will be collected by exchange of

checks.

%* To be assigned by the Regional Office.

I1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR._A/C AMOUNT OR. A/C cR. A/C AMOUNT

(See Trarsaction No. 1,
Sectiond 7-18-13 and 7418-16)

SIGRATURE SIGNATURE

PHLBD- Washington, D. €
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Disbursing Authority

EXHIBIT C

7-18-3

W-219 (3-51

HOUSING AND HOME FINANCE AGENCY
OFPFICE OF TEE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. YOUCNER NO.

*

DATE 1SSUED

*

OFFICE
MWashington, D. C. (Prepared hy Regional Office)

MONTN RECORDED

6 OFFICE

(Location of Regional Office)

MONTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

AREA REDEVELOPMENT
86~13 2000

To transfer funds for disbursement. Project No.

Name . heduled

on > 19 .

Bond purchase as detailed below:

>

for disbursement

Principal value $175,000.00
Accrued interest purchased on bonds 320.83 $175,320.83

Outstanding advance collected by setoff

Cash requirement

Y

Disbursement to applicant $130,763.90
Accrued interest on advance
to be setoff for credit to

86-131/54405 556.93
) ’_;21;1? go.gg

* To be completed by Regional Office

44,000.00

i. 131! ;20.8;'}/

1SSUING OFFICE RE

CEIVING OFFICE

POSTINGS TO GENERAL LEDGE

=

POSTINGS TO GENERAL LEDGE

B

OR, A/C CR., A/IC AMOUNT DR. A/C CR. A/C AMOUNT
(see Transaction No. 1,
Sections| 7-18-13 and 7-18-16)

SIGRATURE

SIGNATURE

DL Wt i
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7-18-3 Disbursing Authority

EXHIBIT D

H-219 (3-51]
TRANS. YOUCHER nO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMIKIBTRATOR

DATE 1SSUED

INTER OFFICE TRANSFER VOUCHER

1SSUING OFFICE WONTH RECORDED
(Location of Regicnal Office)
RECEIViNG OFFICE MONTH RECORDED
Washington, D. C.

DETAIL OF TRAKSFER OR LISTING OF ATTACHED DOCUMENTS
AREA REDEVELOPMENT

(Appropriation Symbol)

To transfer to the Division of Finance and Accounts the

amount of funds transferred in excess of actual disburse=-

ment(s) as follows:

Project No. Purpose* Amount
$

* Show whether funds were requested for loan or grant
(first appropriation projects only).

ISSUING OFFICE RECZIVING OFFICE
POSTINGS TO GENERAL LEOGER POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOURT DR. A/C CR. A/C AMOUNT
(see Trgnsaction No. 2
Sectiogs 7-18-13, 7-18-16,
and 7-18-19)
STGNATURE siematune
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Administrative Practice Handbook—Field Service 7-18-4
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 4

DISBURSEMENTS—ADVANCES, LOANS AND GRANTS

Each disbursement representing a construction advance, a purchase
of bonds and accrued 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
disbursements are summarized as follows:

(1) The original and memorandum copy of each completed basic
document (Form CFA-1030, Requisttion and Voucher for Loan,
Advance and/or Grant Payment) signed by the borrower as
payee, signed by the authorized Regional Office personnel, and
approved by the Regional Director, CFA, or his designee, to-
gether with all required supporting attachments, will be received
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 determined (a) that all required recommenda-
tions and approvals by authorized 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 (¢) that the transaction
is proper and correct in all other respects.

(3) After determining that the proposed disbursement is in order,
a Voucher and Schedule of Payments, S.F. 1166, shall be pre-
pared, certified, and submitted to the Treasury Regional Office
requesting that a check be drawn and delivered in accordance
with the instructions thereon. The instructions in Section 7-1-5
relative to the processing, numbering and filing of disbursement
documents (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 Ledger in accordance with Transaction No. 3, Section 7-18-13
or 7-18-16, and disbursements for the purchase of bonds and acecrued
interest thereon, shall be recorded in accordance with Transaction No. 5
or 6, Sections 7-18-13 and 7-18-16, as appropriate. 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 Page 1



7-18-4 Disbursements—Advances, Loans and Grants

In the case illustrated by Exhibits A and 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 Aeccount,
Symbol 86-131/54405 and shall be recorded in the General Ledger main-
tained for that account symbol. The total of the two amounts,
$131,320.83, is chargeable to the transfer appropriation account and
shall be shown in the Appropriation Summary block of the certified
S.F.1166. Such amount is the amount of the credit entry to be recorded
in the cash account required by Transaction No. 5, Section 7-18-13 or
7-18-16. If funds for a project are to be disbursed from more than one
appropriation, the aceount symbols and the amount of the disbursement
related thereto shall be shown in the Appropriation Summary block of
the S.F. 1166.

For the postings to be made in the subsidiary Loan Record covering
a construction advance or a bond purchase transaction, and for the
posting of a grant transaction in the applicable Grant Record, refer to
the instructions in Section 7-18-9 under those headings and to Ex-
hibits A and B of that section.
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Disb ts—Adv , Loans and Grants 7-18-4

EXHIBIT A

ien
HOUSING AND KOME FINAHCE AGENCY Project No.
& A 4 L34V % V.
AR.EA REBM:mmNT Related Requisitiod e
Neo.
CALCULATION OF NET AMOUNT DUE

FOR BOND PURCHASE Doted

Calculation of amownt due to
(Neae of burrooer as it appears on tie Loen Agrecacnt)
Priccipal asount of bonds being purchased 4 175,000.00
Add: Accrued interest being purchased,
from Aug. 1, 19 :oﬂ!ﬂz_ﬁiu_l.z_
at 2.7 ’6 (260 doy basisy (2l days) 320,83
Gross awount duo borrower JM
Deduct amount due Governzent by borrower
for loan advances made pursuant to
Loan Agreement:
Principal amount of loan ocdvances ._U*;EMO___
Md Accrued intxrut te%: pibd on
utLle 1365 doy basie) . 556.,93% _
Total amount due Government by borrower
on loan odvances Lk, 556.93
Net amount due borrower by Governeent s 130’763'90
# Interest on $lLL,000,00 f
March 10, 19__ to August 25, 19 (168 days)
(Signetars of Asiherised Reprasentative
of berrever)
(Dete) (Titla)
*0 WITHI
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7-18-4

ts—Adv

EXHIBIT B

, Loans and Grants

Standard Form No. 1166
70A0 5000
1166-105

VOUCHER AND SCHEDULE OF PAYMENTS

HOUSING AND HOME FINANCE AGENCY Schedule No.
(GEPARTMENT OR ESTABLISHMENT)
BUREAU OR OFFICE
Office of the Administrator Sheet 1 of
LOCATION OF TRANSMITTING OFFICE AGENCY STATION NO.
(Location of Regional Office) (a)
APPROURIATION SUMMARY: (SYMBCL AND ANOUNT) PAID BY
85-13 2000 - $131,320.83
vaucren o PAVEE, A0 MECEESARY DS, IVOLCE O ot 0.k No,
0 @ () @
Name of Applicant $130,763.90
Address
Project No.
Contract No.
86-131/54405 Area Redevelopment Fund, Area 556.93

Redevelopment Administration

(Transfer to Housing and Home

Finance Agency) 1961-1965
(Setoff - accrued interest on edvance)

(a) Insert appropriate Field Fiscal Station
code (see Section T-1-2).

Pursuant to authority vestsd in me, I certify that the
itama listed herein are correct and proper for payment
from the appropriation(s) dosignated. GRAND TOTAL

| $131,320.83 |

(Authorlsed certifylng officer)

¥ US. GOVERNMENT PRINTING OFFICE 1960 —0-550308
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Administrative Practice Handbook—Field Service 7-18-5
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 5

BONDS EVIDENCING LOANS

Transfer of Bond Accounts

Promptly after bonds and accrued interest thereon have been pur-
chased and the transaction has been recorded in the accounts of the
Regional Office, an Inter Office Transfer Voucher shall be prepared in
accordance with Exhibit A 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 and B, such Inter Office Transfer Voucher shall show the
amount of construction advance, if any, and accrued interest thereon
deducted at final settlement for the purchase of bonds, or collected in
those cases where settlement is required to be made by exchange of
checks. If the bond purchase transaction involves more than one fiseal
year appropriation a separate Inter Office Transfer Voucher shall be
prepared for each appropriation.

Delivery of Bonds

Bonds shall be placed promptly after purchase with the local Federal
Reserve Bank or Branch, with a letter of transmittal giving a descrip-
tion of the bonds. One copy of this letter, properly acknowledged by
the Federal Reserve Bank or Branch, shall be placed in the appropriate
Fiscal Project File (see Section 7-1-3) maintained in the Administra-
tive Division. A facsimile copy of such letter shall be forwarded to the
Community Facilities Commissioner.
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Bonds Evidencing Loans

EXHIBIT A

7-18-5

219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF TEE ABUINISTRATOR

TRANS. VOUCHER mO.

INTER OFFICE TRANSFER VOUCHER

DATE 135U£D

August 28, 19

ISSUING OFFICE

RECEIVING OFFICE

(Location of Regional Office)

Waghington, D. C.

MOKTH RECORDED
Augnst

HONTH RECORDED

Project No.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

AREA REDEVELOPK
86-l§ 2000

o

To transfer the principal valve of bonds and the emount of accrued interest

purchased to the Division of Finance and Accounts as detailed below.

{lleme and location of borrower)

Principal value $175,0C0.00

Accrued interest purchased on bonds

(24 days at 2-3/4% on a 360 day
basis from 8/1 through 8/2k/ ) 320.83 $175,320.83
Collected by setoff:
Outstanding advances $ Lk,000.00
Accrued interest on advances
(168 days at 2-3/4% on a 365 day
basis from 3/10 through 8/24/ ) 556,93 44 ,556.93
Net amount disbursed

§1§o'16;.20

ISSUING OFFICE

RECEIVING OFFICE

(See Transactlfion No. 8, Sectiion 7-18-13
and Transactirn No. T, Sectifon 7-18-16)

POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT CR. AlC CR. A’C AMOUNT
331.51 (b175,320.83
13:3;,¥]. 75,000.00
121,18 320.83

SIGNATUKE

SIGAATURE

FHLOEWashington, O. €

5/8/64




7-18-5 Bonds Evidencing Loans

EXHIBIT B

H-219 (3-51]
TRANS. VOUCHER R0.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

DATE ISSUED

INTER OFFICE TRANSFER VOUCHER

August 28, 19

ISSUING OFFICE MOMTH RECORDED
(Location of Regional Office) August

RECEIVING OFFICE MONTH RECOROED
Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

AREA REDEVELOPMENT
86-13_20C0

To transfer the principal value of bonds and the amount of accrued interest
purchased to the Division of Finance and Accounts as detailed below.

Project No. {Name and location of borrower)

Principal value $175,000.00

Accrued interest purchased on bonds
(24 days at 2-3/4% on a 360 day

basis from 8/1 through 8/2k/ ) 320.83 $175,320.83
Outstanding advances collected $ L44,000.00

Accrued interest on advances
(168 days at 2-3/4% on a 365 day

basis from 3/10 through 8/24/ ) 556.93
Total collected by exchange of checks 4,556,
(c/p No. )
Amount disbursed 1 20.8;
1SSUI%G OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT DR. A/C CR._A/C AMOUNT
331.51 175,320.83
111.11 175,000.00
121.18 320.83

(see Transactjon No. 8, Sectfion 7-18-13
and Transactipn No. 7, Sectipn 7-18-16)

SIGHATURE SIGRATURE

FUURWashingaon,
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Administrative Practice Handbook—Field Service 7-18-6
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 6

INTEREST

Interest receivable shall be computed in accordance with Section 7-1-4.

Interest on construction advances shall be acerued at the end of each
quarterly period (March 31, June 30, September 30 and December 31)
on a 365 day basis at the rate specified in the contract or agreement.
A Journal Voucher, S.F. 1017G-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 Records (see Section 7-18-9). As of the
close of each fiscal year, an Inter Office Transfer Voucher shall be pre-
pared in accordance with Exhibit B, transferring the amount of current
fiscal year interest earned on advances to the Division of Finance and
Accounts.

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

Interest to be purchased in connection with a purchase of bonds shall
be computed on a 360 day basis, with each full month considered as
one-twelfth of a full year, or 30 days. When a bond purchase settlement
is made, the amount of interest purchased shall be recorded in the
General Ledger as indicated 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 construction advance from the effective
date of the advance, i.e., the date of the check, through the day preced-
ing the date of settlement in the case of bonds purchased by the Govern-
ment, or the day preceding the date on which a check in payment of
an account is mailed by the borrower. Purchased interest on bonds shall
be computed from the beginning date of the current semi-annual interest
period through the day preceding the date of settlement. The effective
dates of disbursements and collections are described in detail under
the heading Subsidiary Loan Record in Section 7-18-9.
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Interest

EXHIBIT A

7-18-6

Stock Form No. 1017G
GAO 1030
1017-805

JOURNAL YOUCHER

P ( —
Date
REFERENCE EXPLANATION DEBIT CREDIT
AREA REDEVELOPMENT
86-131/54405
GENERAL TEDGER/
12141 Accrued Interest Receivable - Advances $ xoox
41141 Interest Carned - Advances $ oo
SUBSIDIARY LOAN RECORD
Project No. Principal Déxs Rate Acerual
$ o
b
xx
XXX
(List individual accounts)
Total § XXHK
To record the accrued interest receivable
and interest earned during the quarter
ended » 19, on advances
made in connection with Area Redevelop=-
ment projects.
ToTAL,
A N
Prepared by PP by (Siguatore)

(Signature)

(Title)

b3 U.5.Coveraarat Frinting Office: 6 -

779 -1

(Titke)
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7-18-6

EXHIBIT B

Interest

¥-219 (3-51

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADKINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. VOUCHER NO.

DATE 1SSUED

18SUING OFFICE

(Location of Regional Office)

NONTH RECCRDED

RECEIVING OFFICE

Washington, D. C.

HOATH RECORDED

DETAIL OF TRAMSFER OR LISTING OF ATTACHED DOCUMENTS

ARFA REDEVELOPMENT

_86-131/5kh05

Amount of interest earned on construction advances

during the fiscal year ended June 30, 19___ trens=-

ferred to the Division of Finance and Accounts.

I1SSUING OFFICE

RECEIViMG OFFICE

AMOUNT

POSTINGS TO GENERAL LEDGER POSTINGS YO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR. A/C 1
L11.k1 331.51 $ xoox

(See Transaction No. 5, Sectjon 7-18-22)

SIGRATURE

SIGRATURE

FHLEB-Washington, D. C
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Administrative Practice Handbook—Field Service 7-18-7
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 7

COLLECTIONS

All 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 deposit-
ing collections and for the preparation and distribution of related
Certificates of Deposit, reference should be made to Section 7-1-2.

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

All collections shall be placed under accounting control as of the
month in which they are received in the Administrative Division, in-
cluding collections received during the closing business hours of the
month.

Collections of acerued interest receivable on advances shall be recorded
in the General Ledger maintained for the revolving fund account in
accordance with Transaction No. 2, Section 7-18-22, and collections rep-
resenting repayments of advance principal shall be recorded in the
General Ledgers maintained for the transfer appropriation accounts in
accordance 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. All
collections shall be recorded on the applicable subsidiary Loan Record
as provided in the instructions in Section 7-18-9.

As of the close of each fiscal year, an Inter Office Transfer Voucher
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 fiscal year. (See Transaction
No. 6, Section 7-18-22.)
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Collections 7-18-7

EXHIBIT A

H-219 (3-51)
TRANS. VOUCHER WO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
ISSUING OFFICE MOXTH RECORDED
(Location of Regional Office)
RECEIVING OFFICE MONTH RECORDED
Washington, D. C.
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
AREA REDEVELOPMENT
86-131{ 5U+0§
Amount of accrued interest receivable on advances collected during
the fiscal year ended June 30, 19__ transferred to the Division of
Finance and Accounts.
ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GEKERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AKOUNT OR. A/C CR., A/C AMOUNT
331.51 101,12 $ wxxx
(See Trancaction No. |6,
Section 7-18~22)
SIENATURE SIGRATURE
FHLS-Washington, 0. €
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Administrative Practice Handbook—Field Service 7-18-8

Part 7.

Accounting and Fiscal Procedures

Chapter 18. Area Redevelopment Program

Section 8

IN TRANSIT ITEMS

At the end of each month, each Regional Office shall adjust Accounts
101.12 Cash and 101.16 Cash-Loans and Grants-ARA, by removing
therefrom those transactions which have not been accomplished. All
such adjustments shall be recorded on the basis of journal entries as
follows:

(1)

(2)

(3)

5/8/64

Adjustments for the amount of collections in transit shall be
recorded in the General Ledger in accordance with Transaction
No. 11, Section 7-18-13; Transaction No. 8, Section 7-18-16;
Transaction No. 6, Section 7-18-19; and/or Transaction No. 7,
Section 7-18-22. 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, Section 7-18-22.
Adjustments for unaccomplished disbursements for advances and
loans shall be recorded in the General Ledger 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.

Adjustments for unaccomplished disbursements for grants shall
be recorded in the General Ledger in accordance with Trans-
action No. 13, Section 7-18-13 and/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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Administrative Practice Handbook—Field Service 7-18-9
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 9
BOOKS AND RECCRDS

General Ledgers and individual Loan Records and Grant Records
shall be established and maintained by each Regional Office. The posting
media for General Ledger entries are identified in Sections 7-18-13,
7-18-16, 7-18-19, and 7-18-22; and instructions for the maintenance of
Loan Records and Grant Records are in this section. After each docu-
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. In 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.

GENERAL LEDGER

S.F. 1014-Revised shall be used for the General Ledgers. General
Ledger accounts shall be established and maintained for loans and
grants under the first appropriation (Symbol 86-1322000) in accordance
with 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 accordance with
Sections Nos. 7-18-14, 7-18-15, 7-18-17, and 7-18-18. General ledger
accounts shall also be established and maintained for the revolving fund
account (Symbol 86-131/54405), for recording the accrual of interest
on advances and the collection thereof, in accordance with Sections
7-18-20 and 7-18-21, Chart and Description of General Ledger Accounts.

SUBSIDIARY LOAN RECORD

Form H-213, Loan Reccord (Exhibit A) shall be maintained for each
project involving an approved loan. Promptly 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 H-213 upon receipt of a fully executed contract or loan agreement
for the project.

Each Loan Record 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 and Records

the blank space to the left of item (2) on the Loan Record in accordance
with the following instructions:

(1) If an original loan contract and an amendatory contract for an
increase 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 loan contract and an amendatory contract for an
increase are executed under different fiscal year appropriations,
a separate Loan Record shall be established for each appropria-
tion involved. The Loan Record established for the fiscal year
appropriation under which the original contract is executed shall
be identified with the symbol assigned 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 Records involved.

Loan Records shall be posted currently from Requisitions and
Vouchers for Loan, Advance, and/or Grant Payment, Forms CFA-1030,
Certificates of Deposit, Inter Office Transfer Vouchers, Journal
Vouchers, Notices of Collection, project summaries and other similar
documents.

Each disbursement for a construction advance or for the purchase of
bonds shall be recorded on the appropriate Loan Record on the date
the Voucher and Schedule of Payments is certified and submitted to the
Treasury Regional Office for payment. The effective date of the dis-
bursement shall be the date on which the check is drawn by the Treasury
Regional Office as shown on the accomplished Voucher and Schedule of
Payments 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 Record
on the date of the Certificate of Deposit. The effective date of a collec-
tion is the date on which a remittance is mailed in payment of an
account as evidenced by the postmark on the envelope in which the
remittance was mailed to the Regional Office, without regard to the
date on which the check was received in the Regional Office. Such
envelopes shall be retained and attached to the posting copies of the
related Certificates of Deposit. In the case of a repayment of advances
and accerued interest thereon collected by setoff at the time of settlement
for the purchase of bonds, 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 Record.

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

The information to be recorded on Loan Record cards shall be in
accordance with the following instructions which correspond to the
parenthetical numbers shown on Exhibit A :

(1)
2)
(3)
(4)
(5)
(6)
(7)

(8)

(9)
(10)

(11)

(12)
(13)
(14)
(15)

(16)
(17)

5/8/64

Show the project number in the upper right-hand corner of
the form.

Show the location and number of the Regional Office.

Enter the number assigned to the contract or loan agreement.
Show the name and address of the borrower.

Enter the effective date of the contract or loan agreement.
Enter the date on which the last issue of bonds matures.

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 Action column in parentheses
and will correspondingly decrease the Balance.

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 underrun in final project costs, as shown by Notices of
Collection received from the Division of Finance and Accounts.
Enter amounts canceled as shown by signed documents which
decrease the amount of the contract or loan agreement.
Enter amounts of loan advances from Forms CFA-1030 and 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, Calculation of Net Amount Due for Bond
Purchase.

Enter in brackets the amounts of refunds received because
of an underrun in final project costs, as shown by Notices of
Collection received from the Division of Finance and Accounts.
Entries in column (8) increase the previous balance in this
column and 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.

Show the interest rate specified in the contract or loan agree-
ment.

Show both bases on which interest is computed. Interest on
advances is computed on a 365 day basis and on bonds pur-
chased on a 360 day basis.

Show current date of entry.
Show effective date if different from entry date.
Cite posting document or brief description of the transaction.

Enter amounts of advances and the principal amounts of bonds
purchased, as shown by Forms CFA-1030 and CFA-301.

Page 3



7-18-9

(18)

(19)

(20)
(21)

(22)

(23)

(24)

Books and Records

Enter the total of advances collected by setoff or by exchange
of checks at the time of settlement for the purchase of bonds,
as shown by Forms CFA-301 and amounts of cash collections
which represent repayments of advances from Certificates of
Depostt.

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

Show the number of days for which interest is acerued.

Enter the accruals of interest on advances from Journal
Vouchers and for bond interest purchased as shown by Forms
CFA-301.

Enter the amount of acerued interest on advances collected by
setoff 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, which represent payments
of acerued interest on advances from Certificates of Deposit.
Entries in column (21) increase the previous balance in this
column and entries in column (22) decrease the previous
balance.

Record the balances transferred to the Division of Finance and
Accounts in parentheses in columns (19) and (23) as shown
by Inter Office Transfer Vouchers and include the notation as
illustrated on Exhibit A.

GRANT RECORD

Form H-200.54, Grant Record (Exhibit B) shall be maintained for
each applicable project. Promptly upon receipt in the Administrative
Division of a memorandum from the Community Facilities Commis-

sioner

advising that a grant has been approved, Form H-200.54 shall

be established and maintained for the project.

Each Grant Record established shall be identified with the appropria-
tion symbol applicable to the project. The symbol shall be placed to the
right of the words Grant Record in accordance with the following
instructions:

(1)

(2)

Page 4

If an original grant contract and an amendatory contract for an
increase are executed under the same fiscal year appropriation,
the Grant Record shall be identified with the appropriation
symbol assigned for that fiscal year.

If an original grant contract and an amendatory contract for an
increase are executed under different fiscal year appropriations,
a separate Grant Record shall be established for each appropria-
tion involved. The Grant Record established for the fiscal year
appropriation under which the original contract is executed shall
be identified with the symbol assigned for that fiscal year. The
Grant Record established for the fiscal year appropriation under
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Books and Records 7-18-9

The
ance w

which the amendatory contract is executed shall be identified with
the symbol assigned for that fiscal year. Grant Records 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 the Grant Records involved.

information to be recorded on Grant Records shall be in accord-
ith the following instructions which correspond to the parentheti-

cal numbers shown on Exhibit B:

(1)
(2)
(3)
(4)
(5)
(6)
(7)

(8)

(9)
(10)

(11)

(12)

(13)
(14)

Show the project number.

Show the name of the applicant.

Show the address of the applicant.

Show date of entry.

Enter the effective date of approval, contract, contract amend-
ments, disbursements, ete., if different than date of entry.

Cite posting document or give brief description of the trans-
action.

Enter the original amount of grant approved for the project
and increases thereof, from notices of approval.

Enter amounts as shown by documents which decrease previous
approvals, including Journal Vouchers canceling the undis-
bursed commitment.

Entries in column (7) increase the previous balance in this
column and entries in column (8) decrease the previous balance.
Enter the amount of grant specified in the executed contract
or agreement and increases thereof as shown by contract
amendments.

Enter amounts as shown by documents which decrease the
amount of the contract or agreement, including Journal
Vouchers canceling the undisbursed commitment.

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

Enter amounts of grant disbursements as shown by Forms
CFA-1030.

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

Project Completion

After final grant disbursement has been made and upon receipt of
an approved Project Completion Report, Form CFA-150-ARA, a Jour-
nal Voucher shall be prepared, supported by Form CFA-150-ARA, to

reduce

the undisbursed commitment (column 14, Form 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
control record.

7/24/64
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7-18-9

Books and Records

EXHIBIT A
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Books and Records

7-18-9

EXHIBIT B
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Books and Records 7-18-9

EXHIBIT C

Stock Form No. 1017G
9 GAO 1030
1017-

JOURNAL VOUCHER

Date

BEFERENCE EXPLANATION DEBIT CREDIT

AREA REDEVELOPMENT
(show_aAppropriation Symbol)

Project No.

Contract No.

Postings to Subsidiary Grant Record
(Form H-200.54)

Column (8) $ oo
Column (11) x00¢

(A decrease of $ xoxx in column (14)
will result from the above posting.)

To cancel the undisbursed contract com-
mitment after final grant disbursement
documented by S.F. 1166 No. %
Executed Form CFA-150-ARA, Project Com-
letion Report, has been received.

TorAyL,

Prepared by App d by

(Stgustare) (Signature)

(Title) (Titke)

o3 U.3.0crornmest Priating Offtes: 16 = 77574 - 1
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Administrative Practice Handbook—Field Service 7-18-10
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 10

REPORTS

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

Statement of General Ledger Balances

As of the end of each month, after all entries for the month have
been posted to the General Ledgers, the balances for Advances and
Accrued Interest Receivable—Advances as shown in columns (19) and
(23) of the Loan Records and the disbursements made for Grants as
shown in eolumn (13) of the Grant Records shall be totalled separately
and each such total shall be verified and reconciled with the balance
of the applicable General Ledger control account. A separate trial bal-
ance of accounts maintained for each General Ledger shall then be taken
and reported on Form H-200.60, Statement of General Ledger Balances,
properly identified as to the program and the related fund symbol. The
numbers and titles of General Ledger 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 June 30 each year, post closing trial
balances shall be submitted after fisecal year closing entries have been
made.

Project Loans and/or Grants

On the second business day following the close of each month a photo
copy of each Loan Record and each Grant Record shall be prepared and
submitted to the Division of Finance and Accounts.

5/8/64 Page 1



Administrative Practice Handbook—TField Service 7-18-11
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 11

CHART OF GENERAL LEDGER ACCOUNTS
APPROPRIATICN SYMBOL 86-1322000

Account
Category Number Title
ASSETS
101
Cash :
101.11 Cash in Transit
101.16 Cash—loans and Grants—ARA
111
Loans and
Advances
Receivable :
111.11 Loans
111.41 Advances
121
Accrued
Receivables:
121.18 Accrued Interest Receivable—Purchased In-
terest
LIABILITIES
201
Accounts
Payable:
201.11 Accounts Payable
CAPITAL
321
Unreserved
Surplus

(or Deficit) :
321.21 Cumulative Grants

INTEROFFICE CONTROL ACCOUNT

331
Real and
Nominal
Accounts:
331.51 Regional Office Books—Account with Central
Office

5/8/64 Page 1



7-18-11

Category

541
Grants:

Page 2

Account
Number

541.11

Title

EXPENSE

Grants

Chart of General Ledger Accounts

5/8/64



Administrative Practice Handbook—Field Service 7-18-12
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 12

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-1322000

101.11 Cash in Transit

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

Debit this account with: Credit this account with:

11. Amounts of cash collections 12. Amounts of month-end adjust-
in transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.16 Cash—Loans and Grants—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 : Credit this account with:

1. Amounts transferred from 2. Amounts of excess funds re-
the Division of Finance and turned to the Division of Fi-
Accounts cash account. nance and Accounts.

6. Principal amount of ad- 3. Amounts disbursed represent-
vances collected by ex- ing loan advances.

change of checks at time of 4. Amounts disbursed for grants.
settlement for purchase of 5. Amounts disbursed at time of

bonds. settlement representing the dif-
7. Amounts of cash collections ference between (a) the prinei-
which represent repayments pal value of bonds and related
of advances. interest purchased plus the
9. Amounts collected repre- accrued interest collection on
senting grant refunds re- advances and (b) amounts due
sulting from overpayments. the Government, if any, for
12. Amounts of month-end ad- construction advances and aec-
justments for cash collee- crued interest thereon.
tions in transit reversed 6. Amount disbursed for purchase
at the beginning of each of bonds and related interest,
month. at time of settlement by ex-

change of checks.
5/8/64 Page 1



7-18-12 Description of General Ledger Accounts

Debit this account with: Credit this account with:

13. Amounts of grant disburse- 11. Amounts of cash collections in
ments which have not been transit at the end of each month.
accomplished by the Treas- 14. Amounts of month-end adjust-
ury Regional Office at the ments  for  unaccomplished
end of each month. grant disbursements reversed at

the beginning of each month.
111.11  Loans

This is a debit balance (asset) account maintained to record the
principal amounts of bonds purchased under contracts or loan agree-
ments with borrowers and the subsequent transfer thereof to the Divi-
sion of Finance and Accounts.

Debit this account with: Credit this account with:

5. Principal value of bonds 8. Principal value of bonds trans-
purchased at time of settle- ferred to the Division of Fi-
ment. nance and Accounts upon com-

6. Principal value of bonds pletion of purchase settlement.

purchased at time of settle-
ment by exchange of checks.

111.41 Advances

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

Debit this account with : Credit this account with:
3. Amounts disbursed repre- 5. Amounts of advances repaid at
senting loan advances. 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 advances.

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

121.18 Accrued Interest Receivable—Purchased Interest

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

Debit this account with : Credit this account 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.

Page 2 5/8/64



Description of General Ledger Accounts 7-18-12

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

est on bonds purchased at

time of settlement by ex-

change of checks.

201.11  Accounts Payable

This is a eredit balance (liability) account maintained to record the
amount of cash disbursements which have not been accomplished by the
Treasury Regional Office at the end of each month.

Debit this account with: Credit this account with:
14. Amounts of month-end ad- 13. Amounts of grant disburse-

justments for unaccom-
plished grant disbursements
reversed at the beginning of
each month.

321.21 Cumulative Grants

ments which have not been ac-
complished by the Treasury Re-
gional Office at the end of each
month.

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

Debit 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.

Credit this acecount with:

331.51 Regional Office Books—Account with Central Office

This is a Regional interoffice control account maintained to record
all transfers between the Division of Finance and Accounts and the

Regional Office.
Debit this account with:

2. Amounts of excess funds re-
turned to the Division of
Finance and Accounts.

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

541.11 Granis

Credit this account with:
. Amounts transferred from the

Division of Finance and Aec-
counts cash account.

This is a debit balance (expense) account maintained to show the
amount of grants disbursed for projects during the current fiscal year.

Debit this account with:

4. Amounts disbursed for
grants.

5/8/64

Credit this account with:
9. Amounts collected representing

grant refunds resulting from
overpayments.

Page 3



7-18-12 Description of General Ledger Accounts

Debit this account with: Credit this account with:

10. Amount of balance in Account
541.11 Grants transferred to
Account 321.21 Cumulative
Grants as of June 30 each fiscal
year.

Page 4 5/8/64



Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 13

7-18-13

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYMBOL 86-1322000

Trans-
action
Number Description
1. Amounts transferred

from Division of Fi-
nance and Accounts cash
account. Posting media:
Inter Office Transfer
Vouchers.

Amounts of excess funds
returned to the Division
of Finance and Aec-
counts. Posting media:
Inter Office Transfer
Vouchers.

Amounts disbursed rep-
resenting loan advances.
Posting media: Vouch-
ers and Schedules of
Payments.

Amounts disbursed for
grants. Posting media:
Vouchers and Schedules
of Payments.

Purchase of bonds and
related interest and the
collection of advances
by setoff at time of final
settlement.? Posting
media: Vouchers and
Schedules of Payments
and related supporting
documents.

Dr.
101.16

331.51

111.41

54111

111.11
121.18

Cr.

331.51

101.16

101.16

101.16

101.16
11141

Title

Cash—Loans and Grants
—ARA.

Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.

Cash—Loans and Grants
—ARA.

Advances.
Cash—Loans and Grants
—ARA.

Grants.
Cash—Loans and Grants
—ARA.

Loans.

Accrued Interest Re-
ceivable—Purchased In-
terest.

Cash—Loans and Grants
—ARA.

Advances.

1The credit entry to Account 111.41 is not involved in cases where no advances were made

prior to the purchase of bonds. X X
Collection of accrued interest receivable on advances, if any, to be entered in the general

ledger maintained for the Area Redevelopment Fund, Symbol 86-131/54405.

tions Nos. 8 and 4, Section 7-18-22.
5/8/64

See Transac-

Page 1



7-18-13

Trans-

action

Number

Description

Typical Transactions with Appropriate Entries

Dr.

6. Purchase of bonds and 101.16

10.

11.

related interest, if any,
and collection of ad-
vances, at time of settle-
ment by exchange of
checks.! Posting media:
Vouchers and Schedules
of Payments, related
supporting documents,
and Certificates of De-
postt.

Amounts of cash collee-
tions, which represent
repayments of advances.
Posting media: Certifi-
cates of Deposit.
Principal value of bonds
and related amount of in-
terest purchased, trans-
ferred to the Division of
Finance and Accounts
upon completion of pur-
chase settlement. Post-
ing media: Inter Office
Transfer Vouchers.
Amounts collected rep-
resenting grant refunds
resulting from overpay-
ments. Posting media:
Certificates of Deposit.
Amount of balance in
Account 541.11 Grants,
transferred to Aeccount
321.21 Cumulative
Grants, as of June 30
each fiscal year. Posting
media: Journal Vouch-
ers.

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

1 See footnote 1, page 1.

Page 2

111.11
121.18

101.16

331.51

101.16

321.21

101.11

101.16
111.41

111.41

111.11
121.18

541.11

541.11

101.16

Title

Cash—Loans and Grants
—ARA

Loans

Accrued Interest Re-
ceivable—Purchased In-
terest.

Cash—Loans and Grants
—ARA.

Advances.

Cash—Loans and Grants
—ARA.
Advances.

Regional Office Books—
Account with Central
Office.
Loans.
Accrued Interest Re-
ceivable—Purchased In-
terest.

Cash-Loans and Grants
—ARA.
Grants.

Cumulative Grants.
Grants.

Cash in Transit.
Cash—Loans and Grants
—ARA.

5/8/64



Typical Transactions with Appropriate Entries

Trans-
action
Number Description Dr.

12. Amounts of month-end 101.16
adjustments for cash
collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

13. Amounts of grant dis- 101.16
bursements which have
not been accomplished
by the Treasury Re-
gional Office at the end
of each month. Posting
media: Jouwrnal Vouch-
ers.

14. Amounts of month-end 201.11
adjustments for wunac-
complished grant dis-
bursements reversed at
the beginning of each
month. Posting media:
Journal Vouchers.

5/8/64

101.11

201.11

101.16

7-18-13

Title

Cash—Loans and Grants
—ARA.
Cash in Transit.

Cash—Loans and Grants
—ARA.
Accounts Payable.

Accounts Payable.
Cash—1Loans and Grants
—ARA.

Page 3



Administrative Practice Handbook—Field Service 7-18-14
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 14

CHART OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-13 2000

Account
Category Number
101
Cash:
101.11
101.12
111
Loans and
Advances
Receivable :
111.11
11141
121
Accrued
Receivables :
121.18
331
Real and
Nominal
Accounts:
331.51
5/8/64

Title

ASSETS

Cash in Transit
Cash

Loans
Advances

Accrued Interest Receivable—Purchased Interest

INTEROFFICE CONTROL ACCOUNT

Regional Office Books—Account with Central
Office

Page 1



Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

Chapter 18. Area Redevelopment Program

7-18-15

Section 15

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-13 2000

101.11 Cash in Transit

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

Debit this account with:

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

101.12 Cash

Credit this account with:
9.

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

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.

Debit this account with :

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

4. Amounts of cash collections
which represent repayments
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 cash collee-
tions in transit reversed at
the beginning of each month.

5/8/64

Credit this account with:
2.

Amounts of excess funds re-
turned to the Division of Fi-
nance and Accounts.

Amounts disbursed represent-
ing loan advances.

Amounts disbursed at time of
settlement representing the dif-
ference between (a) the prinei-
pal value of bonds and related
interest purchased plus the ac-
crued interest collection on ad-
vances and (b) amounts due
the Government, if any, for con-
struction advances and acerued
interest thereon.

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

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

Page 1



7-18-15 Description of General Ledger A

111.11  loans

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

Debit this account with: Credit this account with:

5. Principal value of bonds 7. Principal value of bonds trans-
purchased at time of settle- ferred to the Division of Fi-
ment. nance and Accounts upon com-

6. Principal value of bonds pletion of purchase settlement.

purchased at time of settle-
ment by exchange of checks.

111.41 Advances

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

Debit this account with: Credit this account with:
3. Amounts disbursed repre- 4. Amounts of cash collections
senting loan advances. which represent repayments of
advances.

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 repayments of
advances.

121.18 Accrued Interest Receivable—Purchased Interest

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

Debit this account with: Credit this account with:

5. Amounts of acerued interest 7. Amounts of purchased interest
on bonds purchased at time transferred to the Division of
of settlement. Finance and Accounts upon

6. Amounts of accrued interest completion of settlement for
on bonds purchased at time purchase of bonds.
of settlement by exchange -
of checks.

Page 2 5/8/64



Description of General Ledger Accounts 7-18-15

331.51 Regional Office Books—Account with Central Office

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 transferred
to the Division of Finance
and Accounts.

5/8/64 Page 3



Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

Chapter 18.

Area Redevelopment Program

Section 16

7-18-16

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYMBOL 86-13 2000

Trans-

action
Numb

1.

er Description

Amounts transferred
from Division of Fi-

nance and Accounts
cash account. Posting
media:  Inter Office

Transfer Vouchers.
Amounts of excess funds
returned to the Division
of Finance and Ac-
counts. Posting media:
Inter Office Transfer
Vouchers.

Amounts disbursed rep-
resenting loan advances.
Posting media: Vouch-
ers and Schedules of
Payments.

Amounts of cash collec-
tions which represent
repayments of advances.
Posting media: Certifi-
cates of Deposit.
Purchase of bonds and
related interest and col-
lection of advances by
setoff at time of final set-
tlement.* Posting media:
Vouchers and Schedules
of Payments and related
supporting documents.

Dr.
101.12

331.51

11141

101.12

111.11
121.18

Cr.

331.51

101.12

101.12

111.41

101.12
111.41

Title

Cash.
Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.
Cash.

Advances.
Cash.

Cash.
Advances.

Loans.

Acerued Interest Receiv-
able—Purchased Inter-
est.

Cash.

Advances.

1The credit entry to Account 111.41 is not involved in cases where no advances were made

prior

to the purchase of bonds.

Collection of accrued interest receivable on advances, if any, to be entered in the general
ledger maintained for the Area Redevelopment Fund, Symbol 86-131/54405. See Transactions

Nos. 3 and 4, Section 7-18-22.
5/8/64
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7-18-16 Typical Transactions With Appropriate Entries

Trans-

action

Number Description Dr. Cr. Title

6. Purchase of bonds and 101.12 Cash.
related interest, if any, 111.11 Loans
and collection of ad- 121.18 Accrued Interest Receiv-
vances at time of settle- able—Purchased Inter-
ment by exchange of est.
checks.? Posting media: 101.12 Cash.
Vouchers and Schedules 111.41 Advances.

of Payments, related
supporting documents,
and Certificates of De-

0s1t.

7. 1Z;rincipa1 value of bonds 331.51 Regional Office Books—
and related amount of Account with Central
interest purchased, Office.
transferred to the Divi- 111.11 Loans.
sion of Finance and Ac- 121.18 Accrued Interest Receiv-
counts upon completion able—Purchased Inter-
of purchase settlement. est.

Posting media: Inter
Office Transfer Vouch-
ers.

8. Amounts of cash collee- 101.11 Cash in Transit.
tions in transit at the 101.12 Cash.
end of each month. Post-
ing media: Journal
Vouchers.

9. Amounts of month-end 101.12 Cash.
adjustments for cash 101.11 Cash in Transit.

collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

1The credit entry to Account 111.41 is not involved in cases where no advances were made
prior to the purchase of bonds.

Collection of accrued interest receivable on advances, if any, to be entered in the general
ledger maintained for the Area Redevelopment Fund, Symbol 86-131/54405. See Transactions
Nos. 3 and 4, Section 7-18-22,

Page 2 5/8/64



Administrative Practice Handbook—Field Service

7-18-17

Part 7. Accounting and Fiscal Procedures

Chapter 18. Area Redevelopment Program

Category

101
Cash:

201
Accounts
Payable :

321
Unreserved
Surplus

(or Deficit) :

331

Real and
Nominal
Accounts:

541
Grants:

5/8/64

Section 17

CHART OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-13 2002

Account
Number

101.11
101.12

201.11

321.21

331.51

541.11

Title

ASSETS

Cash in Transit
Cash

LIABILITIES

Accounts Payable

CAPITAL

Cumulative Grants

INTEROFFICE CONTROL ACCOUNT

Regional Office Books—Account with Central
Office

EXPENSE

Grants

Page 1



Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

Chapter 18. Area Redevelopment Program

7-18-18

Section 18

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-13 2002

101.11 Cash in Transit

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

Debit this account with :

6. Amounts of cash collections
in transit at the end of each
month.

101.12 Cash
This is a debit balance (asset)

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

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

account maintained to show the unex-

pended cash balance available to the Regional Office for the purpose of

making grants.
Debit this account with:

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 collee-
tions in transit reversed at
the beginning of each
month.

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

201.11 Accounts Payable

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

turned to the Division of Fi-
nance and Accounts.

. Amounts disbursed for grants.

Amounts of cash collections in
transit at the end of each month.
Amounts of month-end adjust-
ments for unaccomplished grant
disbursements reversed at the
beginning of each month.

This is a credit balance (liability) account maintained to record the
amount of cash disbursements which have not been accomplished by the
Treasury Regional Office at the end of each month.

Debit this account with:

9. Amounts of month-end ad-
justments for unaccom-
plished grant disbursements
reversed at the beginning of
each month.

5/8/64

Credit this account with :
8. Amounts of grant disburse-

ments which have not been ac-
complished by the Treasury Re-
gional Office at the end of each
month.

Page 1



7-18-18 Description of General Ledger Accounts

321.21 Cumulative Grants

This is a debit 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 fiscal year.

331.51 Regional Office Books—Account with Central Office

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 acecount 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 eash account.

541.11 Grants

This is a debit balance (expense) account maintained to show the
amount of grants disbursed for projects during the current fiscal year.

Debit this account with: Credit this account with :
3. Amounts disbursed for 4. Amounts collected representing
grants. grant refunds resulting from
overpayments.

5. Amount of balance in Account
541.11 Grants transferred to
Account 32121 Cumulative
Grants as of June 30 each fiscal
year.
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Administrative Practice Handbook—Field Service 7-18-19
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 19

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYMBOL 86-13 2002

Trans-

action

Number Description Dr. Cr. Title

1. Amounts transferred 101.12 Cash.
from Division of Fi- 331.51 Regional Office Books—
nance and Accounts Account with Central
cash account. Posting Office.

media: Inter Office
Transfer Vouchers.

2. Amounts of excess funds 331.51 Regional Office Books—
returned to the Division Account with Central
of Finance and Ac- Office.
counts. Posting media: 101.12 Cash.

Inter Office Transfer
Vouchers.

3. Amounts disbursed for 541.11 Grants.

grants. Posting media: 101.12 Cash.

Vouchers and Schedules
of Payments.

4. Amounts collected rep- 101.12 Cash.
resenting grant refunds 541.11 Grants.
resulting from overpay-
ments. Posting media:

Certificates of Deposit.

5. Amount of balance in 321.21 Cumulative Grants.
Account 541.11 Grants, 541.11 Grants.
transferred to Account
321.21 Cumulative

Grants, as of June 30
each fiscal year. Posting
media: Journal Vouch-
ers.
6. Amounts of cash collee- 101.11 Cash in Transit.
tions in transit at the 101.12 Cash.
end of each month. Post-
ing media: Journal
Vouchers.
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7-18-19 Typical Transactions With Appropriate Entries

Trans-

action

Number Description Dr. Cr. Title

7. Amounts of month-end 101.12 Cash.
adjustments for cash 101.11 Cash in Transit.

collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.

8. Amounts of grant dis- 101.12 Cash.
bursements which have 201.11 Accounts Payable.
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 Accounts Payable.
adjustments for wunac- 101.12 Cash.
complished grant dis-
bursements reversed at
the beginning of each
month. Posting media:

Journal Vouchers.
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Administrative Practice Handbook—Field Service 7-18-20
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Category

101
Cash:

121
Acecrued

Receivables:

331

Real and
Nominal
Accounts:

411
Interest:

5/8/64

Section 20

CHART OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-131/54405

Account
Number Title

ASSETS

101.11 Cash in Transit
101.12 Cash

121.41 Accrued Interest Receivable—Advances

INTEROFFICE CONTROL ACCOUNT

331.51 Regional Office Books——Account with Central
ffice

INCOME

411.41 Interest Earned—Advances

Page 1



Administrative Practice Handbook—TField Service 7-18-21
Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 21

DESCRIPTION OF GENERAL LEDGER ACCOUNTS
APPROPRIATION SYMBOL 86-131/54405

101.11 Cash in Transit

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

Debit this account with: Credit this account with:
7. Amounts of cash collections 8. Amounts of month-end adjust-
in transit at the end of each ments for cash collections in
month. transit reversed at the begin-

ning of each month.

101.12 Cash

This is a debit balance (asset) account maintained to show cash col-
lections of accrued interest receivable on advances.

Debit this acecount with : Credit this account with:

2. Amounts of cash collections 6. Amounts of cash collections of
representing payments of accrued interest receivable on
acerued interest receivable advances transferred to the Di-
on advances. vision of Finance and Accounts

3. Amounts of acerued interest as of the close of each fiscal
receivable on advances col- year.
lected by setoff at time of 7. Amounts of cash collections in
settlement of bond purchase. transit at the end of each month.

4. Amounts of accrued interest
receivable on advances col-
lected 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.

121.41 Accrued Interest Receivable—Advances

This is a debit balance (asset) account maintained to show the amount
of accrued interest receivable on outstanding advances. The debit
balance in this account represents the total accrued interest receivable
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7-18-21 Description of General Ledger Accounts

on advances due the Government in connection with projects in the
Region.

Debit this account with: Credit this account with:
1. Amounts of interest acerued 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 advances collected
by exchange of checks at time
of settlement for purchase of
bonds.

331.51 Regional Office Books—Account with Central Office

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

Debit this acecount with : Credit this account with:

6. Amounts of cash collections 5. Amounts of interest earned on
of accrued interest receiv- advances transferred to the Di-
able on advances trans- vision of Finance and Accounts
ferred to the Division of F'i- as of June 30 each fiscal year.

nance and Accounts.

411.41 Interest Earned—Advances

This is a credit balance (income) account maintained to record the
amount of interest earned on advances made for construection of projects
in the Region.

Debit this account with: Credit this account with :
5. Amounts of interest earned 1. Amounts of interest accrued
on advances transferred to on advances.

the Division of Finance and
Accounts as of June 30 each
fiscal year.
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Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures
Chapter 18. Area Redevelopment Program

Section 22

7-18-22

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES
APPROPRIATION SYMBOL 856-131/54405

Trans-

action

Number Description

1. Amounts of interest ac-

crued on advances. Post-
ing media: Journal
Vouchers.

Amounts of ecash col-
lections representing
payments of acerued in-
terest receivable on ad-
vances. Posting media:
Certificates of Deposit.
Amounts of accrued in-
terest receivable on ad-
vances collected by setoff
at time of settlement for
purchase of bonds.?
Posting media: Vouch-
ers and Schedules of
Payments and related
supporting documents.
Amounts of acerued in-
terest receivable on ad-
vances collected by ex-
change of checks at time
of settlement for pur-
chase of bonds.®! Post-
ing media: Vouchers
and Schedules of Pay-
ments, related support-
ing documents, and
Certificates of Deposit.

121.41

101.12

101.12

101.12

411.41

12141

121.41

121.41

Title

Accrued Interest Receiv-
able—Advances.

Interest Earned—
Advances.

Cash.

Accrued Interest Receiv-
able—Advances.

Cash.
Accrued Interest Receiv-
able—Advances.

Cash.
Accrued Interest Receiv-
able—Advances.

1 See Transactions Nos. 5 and 6, Sections 7-18-13 and 7-18-16 for the related bond purchase
entries.
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7-18-22 Typical Transactions With Appropriate Entries

Trans-

action

Number Description Dr. Cr. Title

5. Amounts of interest 411.41 Interest Earned—
earned on advances Advances.
transferred to the Divi- 331.51 Regional Office Books—
sion of Finance and Ac- Account with Central
counts as of the close of Office.

each fiscal year. Posting
media: Inter Office
Transfer Vouchers.

6. Amounts of collections 331.51 Regional Office Books—
of accrued interest re- Account with Central
ceivable on advances Office.
transferred to the Divi- 101.12 Cash.

sion of Finance and Ac-

counts as of the close of

each fiscal year. Posting

media: Inter Office

Transfer Vouchers.
7. Amounts of cash collec- 101.11 - Cash in Transit.
tions in transit at the 101.12 Cash.

end of each month. Post-
ing media: Journal
Vouchers.
8. Amounts of month-end 101.12 Cash.
adjustments for cash 101.11 Cash in Transit.

collections in transit re-
versed at the beginning
of each month. Posting
media: Journal Vouch-
ers.
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Administrative Practice Handbook—Field Service 7-19-1
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 1

INTRODUCTION

This procedure preseribes the fiscal and accounting requirements for
the Accelerated Public Works Program authorized by the Public Works
Acceleration Act, Public Law 87-658, approved September 14, 1962.
Under this program the Housing and Home Finance Administrator is
authorized to make grants to States and local governments as defined 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 Facility
Loans Program.

Generally accepted commercial principles of accounting have been
employed in the system which provides for decentralized accounts on the
branch office principle. Control accounts with each Regional Office are
maintained in the 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 Records and Cash Disbursements and Receipts Registers shall be
established and maintained in accordance with the detailed instruetions
contained in Section 7-19-8.
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Administrative Practice Handbook—Field Service 7-19-2
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 2

PROJECT RESERVATIONS, PROJECT SUMMARIES AND EXECUTED GRANT
AGREEMENTS

Applications for grants will be acknowledged by the Regional Di-
rectors of Community Facilities.

Upon the completion of technical reviews of an application, if it is
determined that approval can be recommended, the Regional Director
will transmit a request for fund reservation (Form CKFA-11, Fund
Reservation Order) and press release date to the Community Facilities
Commissioner. After CFA approval and the prevalidation of funds by
the Division of Finance and Accounts, the Division of Finance and Ac-
counts will transmit one copy of Form CFA-11 to the Administrative
Division of the Regional Office and one copy to the Regional Director
of CFA.

The Division of Finance and Accounts has established and maintains
overall control records of reservations. These records control the indi-
vidual reservation records maintained in the Regional Offices.

When a fund reservation decrease is indicated on project summaries
and revisions thereof, or where there is a decrease resulting from the
withdrawal or rejection of grant offers, or a deerecase is indicated on
an amendatory agreement, the Administrative Division shall prepare
Form H-200.59, Notice of Decrease of Fund Reservation, when such a
decrease becomes effective (see Exhibit A).

The effective date of such reservation decreases is the approval date
of a revised project summary when there is no existing grant agreement
or outstanding grant offer ; the acceptance date of an amendatory agree-
ment ; or the date of the letter returning the offer, rejecting the offer, or
notifying the applicant of a grant reduction due to an underrun of
project costs.

After final grant disbursement has been made for a project and upon
receipt of a Form CFA-150-APW, Project Completion Report, Form
H-200.59 shall be prepared to cancel the undisbursed commitment, if
any. The Form H-200.59 shall indicate a decrease in reservation,
project summary, and agreement amounts, followed by ‘‘based on CFA-
150-APW.”’

Form H-200.59 shall be prepared in an original and two copies. One
copy shall be attached to the document forming the basis for the
decrease and shall be posted immediately to the Form H-200.57, Project
Grant Record (see the instructions in Section 7-19-8 under the heading
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7-19-2 Project Reservations, Project Summaries
and Executed Grant Agreements

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-
ecuted grant agreement and amendment thereof to be forwarded to the
Division of Finance and Accounts.
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7-19-2

Project Reservations, Project Summaries and

Executed Grant Agreements

EXHIBIT A
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Administrative Practice Handbook—Field Service 7-19-3
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 3

PREVALIDATING GRANT OFFERS

Program procedures provide for the submission of all Forms CFA-
1121, Grant Offer, and amendments thereto, to the Administrative Divi-
sion for prevalidation prior to being signed by the Regional Director of
Community Facilities. The requirements for prevalidation of Grant
Offers are set forth below. For the prevalidation entries to be made on
the subsidiary records, refer to the instructions in Section 7-19-8 under
the heading Subsidiary Project Grant Records.

(1)

(2)

Upon receipt of an original Grant Offer, or an amendatory Grent
Offer representing a grant increase, verify the amount of the grant
as shown on the Grant Offer with the amount of the Form CFA-
1119, Project Summary, shown on the applicable Project Grant
Record (Column 9, Exhibit A, Section 7-19-8). If the amounts are
in agreement the word Prevalidated, followed by the date and
signature of the person authorized to prevalidate, shall be inserted
on the project file copy of the Grant Offer immediately below the
space provided for the signature of the Regional Director of Com-
munity Facilities. The original 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 on the
Project Summary are not in agreement, the Grant Offer shall be
returned without prevalidation and no entry shall be made on the
Project Grant Record.

Upon receipt of an amendatory Grant Offer representing a grant
decrease, verify the amount shown in the amendatory offer with the
amount of the grant shown on Form CFA-105, Revised Project
Summary, which will not have been recorded 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 prevalidated and the documents disposed
of as provided in item (1) above. If the amounts shown on the two
documents involved are not in agreement, the amendatory Grant
Offer shall be returned without prevalidation and no entry shall
be made on the Project Grant Record.
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Administrative Practice Handbook—Field Service 7-19-4
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 4

TRANSACTIONS BETWEEN OFFICES

All transactions between the Division of Finance and Accounts and
Regional Offices shall be supported in each instance by a Form H-219,
Inter Office Transfer Voucher, prepared in duplicate by the originating
office. The original only shall be forwarded to the receiving office for
posting purposes. The issuing office shall post in its accounts on the
basis of the retained copy. 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 end 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 Transfer Vouchers prepared by Regional
Offices shall be addressed to the Division of Finance and Accounts and
Regional Offices located west of the Mississippi River shall forward the
documents by airmail.
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Funds 7-19-4

EXHIBIT A

9 TRANS. YOUCHER wO.
e HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR *
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER %
I1SSUIRG OFFICE MONTH RECORDED
ashington, D. C. (Prepared by Regional Office)
RECEIVING OFFICE MONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
ACCELERATED PUBLIC WORKS PROGRAM
86-1130080
To transfer funds for project grant payments, as follows:
Project No. Amount
$
These funds are scheduled for disbursement on
19 .
—_——
# To be assigned by the Regional Office.
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
ne, a/c CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
(See Transaction No. 1, Section 7-19-11)
SIGRATURE SIGRATURE

0L, Berbiagtes, O, €.
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7-19-4

EXHIBIT B

Funds

wu. HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE APMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. VOUCHER NO.

DATE 1SSUED

13SVING OFFICE
(Location of Regiopal Office)

MONTH RECORDED

RECEIVING OFFICE

Washington, D. C.

MONTN RECORDED

86-1130080

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

ACCELERATED PUBLIC WORKS PROGRAM

follows:

Project No.

To transfer to the Central Office the amount of funds

transferred in excess of the actual disbursement(s) as

Amount

ISSUING OFFICE

RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
NR. A/ CR. A/C AMOUNT OR. AlC CR. AIC AMOUNT.

331.51 101.12 $ xoox

(See Transaction Fo. 8, Section 7-19-11)

SIGNATURE SIGRATURE

ANA-RHE, Weehington, 8. €.
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Administrative Practice Handbook—Field Service 7-19-5
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 5

FUNDS

The following symbol and title have been assigned by the Treasury
Department for use in connection with funds of the Accelerated Public
‘Works Program :

Symbol Title

86-11 0080 Public Works Acceleration, Executive (Transfer to
Housing and Home Finance Agency), Fiscal Year

Disbursing authority may be requested from time to time, as needed
for projects under contract, in an amount which when added to the
balance of disbursing authority then on hand will be sufficient to cover
all undisbursed contracts. When. funds are needed, the Regional Office
shall prepare an Inter Office Transfer Voucher, in duplicate, completing
the Transfer Voucher No. and Date Issued blocks on the form, and mail
a copy to the Division of Finance and Accounts. (See Exhibit A.) The
date shown in the Date Issued block shall be the date that the copy of
the voucher is mailed. The Regional Office shall post the transfer in its
accounts on the basis of the retained original, which shall be considered
as accomplished. Such Inter Office Transfer Vouchers, when received in
the Division of Finance and Accounts, will serve both as requests for
disbursing authority and as the actual documents by which required
transfers are effected. A separate Inter Office Transfer Voucher 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 undisbursed commitments, such excess
amount shall be returned promptly to the Division of Finance and
Accounts in accordance with Exhibit B.
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Funds 7-19-5

EXHIBIT A

W-219 (3-51
TRAKS. YOUCKER wO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THX APMINISTRATOR *
DATE IS3VED
INTER OFFICE TRANSFER VOUCHER "
138U1IN8 OFFICE KOMTK RECORDED
Washington, D. C. (Prepared by Regional Office)
RECEIVING OFFICE KONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
ACCELERATED PUBLIC WORKS PROGRAM
(Show_applicable appropriation symbol)
To transfer funds for the purpose of making grant dis-
bursements. The status of disbursing authority as of
(irsert date in Date Tssued block) 1is as follows:
Total undisbursed contracts $500,000.,00
Balance of disbursing authority 350,000.00
Amount to be transferred 2150!000.00
* To be assigned by the Regional Office
1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/C CR. A/C AMOUNT
101.12 331.51 $150,000.00
(Se¢ Transacticn No. 1,
Se¢tion 7-19-12)
SIGRATURE SIGNATURE
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7195 Funds

EXHIBIT B

H-219 (3-31)
TRAMS. YCWCNCR RO.
HOUSING AND HOME FINANCE AGENCY
OFFiCcE CF TEE ARMINISYRAYOR *
|oare ts3ues
INTER OFFICE TRAWSFER VOUCHER
*
133VIRE CFFICE MORTH RECORDED
(Location of Regioral Office) *
RECEIVING OFFICE HORTH RECORDED
Washington, D. C.
DETAIL OF TRAXSFER OR LISTING OF ATTACHED DCCUMERTS
ACCELERATED PUBLIC WORKS PROGRAM
(Show appliceble appropriation symbol)
To return to the Central Office grart funds in excees
of the total undisbursed contracts as follows:
Balance of diabursing authority $400,000.00
Total undisbursed contracts _350,000.00
Amount of funds returned 4 £0,000.00
* To be ersigned by the Regional Office
iS3UIRG OFFICE J BECEIVING DFFICE
POSTINGS TO GEWFRAL LZDRER POSTINGS TO CIKERAL LEDGER
oR. £'C CR. ALC ABCUNT . Alc ____CR. AlC AMCUNT
331.51 101.12 $50,000.00
{See Pransacticn Fo. 8,
Sectfon 7-19-12)
Sianaivae siasatone

FULRB-Wasiirgion, D, C
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Administrative Practice Handbook—Field Service 7-19-6
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 6

DISBURSEMENTS

A disbursement 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 Office 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
and the public accountant is on file in the Regional Office and unless
the Regional Director of Community Facilities indicates his acceptance
of the audit report on the basic document. The amount of the final
grant disbursement shall be withheld pending audit of the project and
when paid shall be reduced 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-1130, Requisition and Voucher for
Grant Payment, surnamed and signed by the authorized pro-
gram and legal personnel and signed by the Regional Director
of Community Facilities, or certified Invoice or S.F. 1034, Public
Voucher for Purchases and Services 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 Record,
is not less than the proposed disbursement; (b) that the grant
agreement’s provisions relating to the disbursement of funds on
a percentage basis are being met; (¢) 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; and (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 Disbursements

(3) After determining that the proposed disbursecment is in order,
S.F. 1166, Voucher and Schedule of Payments, shall be prepared
and submitted to the Treasury Regional Office requesting that
a check be drawn and delivered in aceordance with the instruc-
tions thereon. (See Exhibit A.) The instructions in Section 7-1-5
relative to processing, numbering and filing of disbursement
documents (basic documents and Vouchers and Schedules of
Payments) 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 7-19-12 for the General Ledger entry. For
the postings to be made to the Project Grant Record refer to the
instructions in Section 7-19-8 under the heading Subsidiary Project
Grant Records.
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Disbursements

EXHIBIT A

7-19-6

Standard Form No. 1168

s
VOUCHER AND SCHEDULE OF PAYMENTS
... HQUSING AND_H . Schedule No.
(DEPARTMENT

BUREAU OR OFFICE

Qffice of the Administrator Sheet 1 of
LOCATION OF TRANSMITTING OFFICE AGENCY STATION NO.

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

(v)
VOUCHER NO. B A A ADDRES, INVOICE MO AMOUNT D.0. CHECK NO.

m @ ® @

Name of Applicant or Public Accountant
Address
Project No.

(a) Insert appropriate Field Fiscal Station
Code (agency accounting station number),
see Section T-1-2.

(b) Insert applicable appropriation symbol(s)
and related amount shown in Accounting
Classification Section of Form CFA-1130
or on other basic document.

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

(Dwke) (Autberised eurtifying officer)
Fr U.S. GOVERNMENT PRINTING OFFICE 1984 —O-550308
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Administrative Practice Handbook—TField Service 7-19-7
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 7

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Account
101.12 Cash for those transactions which have not been accomplished,
including collections received during the closing hours of the accounting
period (month). All such adjustments shall be recorded on the basis of
journal entries as follows:

(1) Adjustments for the amount of collections in transit shall be
recorded in the General Ledger in accordance with Transaction
No. 5, Section 7-19-12. At the beginning of the following month,
such entries shall be reversed in accordance with Transaction
No. 6.

(2) Adjustments for the amount of unacecomplished disbursements
shall be recorded in the General Ledger in accordance with
Transaction No. 3, Section 7-19-12. At the beginning of the
following month, the adjustments shall be reversed in accord-
ance with Transaction No. 4.
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Administrative Practice Handbook—Field Service 7-19-8
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 8

BOOKS AND RECORDS

A General Ledger and individual subsidiary project grant records
shall be established and maintained by each Regional Office. The
posting media for General Ledger entries are identified in Section
7-19-12 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 waivers, the notation in each case shall
be made on a small slip of paper which shall be stapled to the face
sheet or the first page of the document. Such notation shall show the
posting date and be initialed by the employee who posted the trans-
action. '

GENERAL LEDGER

Separate General Ledger accounts shall be established and maintained
for each appropriation on S.F. 1014-Revised, General Ledger, in accord-
ance with the Chart and Description of General Ledger Accounts pre-
seribed in Sections 7-19-10 and 7-19-11. Refer to Section 7-19-12 for
the Typical Transactions with Appropriate Entries and for the docu-
ments which support such entries in the accounts.

SUBSIDIARY PROJECT GRANT RECORDS

A separate Form H-200.57, Project Grant Record, shall be established
upon receipt in the Administrative Division of a Form CFA-11, Fund
Reservation Order. Each individual Project Grant Record established
shall be identified to the appropriation against which the fund reserva-
tion is charged. Such appropriation will be indicated on the related
Form CFA-11 prevalidated by the Division of Finance and Accounts,
and the appropriation symbol shall be stamped on the record card to
the right of the words 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 applicable
to the appropriation against which that portion of the funds is reserved.

Each Project 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
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7-19-8 Books and Records

the inclusion of any additional information or references that may be
deemed appropriate.

Project grant records shall be posted currently from Forms CEFA-
1130, Requasilions and Vouchers for Grant Payments, which support
S.F. 1166, Vouchers and Schedules of Payments; S.F. 219, Certificates
of Deposit; Fund Reservation Orders; project summaries, grant agree-
ments and amendments thereto ; Forms H-200.59, Notices of Decrease of
Fund Reservation ; ete.

The effective date of the disbursement shall be the date on which the
check is drawn by the Treasury Regional Office as shown on the accom-
plished copy of the Voucher and Schedule of Payments returned to the
Regional Office.

The information to be recorded on each Project Grant Record shall
be in accordance with the following instructions which 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 shown in Section 5
of Form CFA-11, the dates of approval of original and revised
project summaries and the effective dates of the grant agree-
ment, grant agreement amendments, disbursements, ete.

(3) Cite posting document or brief description 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 Completion
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 amount of project grant as shown by Form
H-200.59 supported by revised project summaries and Forms
CFA-150-APW .2

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

(10) Enter the amount of the project grant and increases thereof
shown by the executed agreement and executed amendments
thereto.

1 Decreases in project summaries will be entered only when there is no existing grant
agreement; otherwise the decreases will be entered when the agreement has been amended
to reflect the decrease.
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Books and Records 7-19-8

(11) Enter decreases in the amount of the project grant as shown by
Form H-200.59 supported by executed agreement amendments
and Forms CFA-150-APW.

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

(13) Enter amount of project grant funds disbursed as shown by
Form CFA-1130, Requisition and Voucher for Grant Payment,
and by S.F. 1166 for cost of project audits.

(14) Enter amounts of refunds as shown by Certificates of Deposit.

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

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

(17) Enter the prevalidation date of the original grant offer and
amendatory grant offer. Upon receipt of the fully executed
original grant agreement or amendatory grant agreement, or
upon receipt of evidence of the rejection or withdrawal of a
grant offer, entries previously made in this column shall be
lined out.

(18) Enter the amount of the grant shown in the original grant offer;
enter without parentheses the difference between the amount of
the amendatory grant offer representing a grant increase and
the amount shown in column (12); enter with parentheses the
difference between the amount of the amendatory grant offer
representing a grant deercase and the amount shown in ecolumn
(12). Upon receipt of a fully executed original grant agreement
or amendatory grant agreement or upon receipt of evidence of
the rejection or withdrawal of a grant offer line out the entries
made in this column.

RECORD OF COMPLETED PROJECTS

A Record of Completed Projects shall be established and maintained
for cach state, by appropriation, in accordance with Exhibit B. Upon
completion of a project (undisbursed commitment reduced to a zero
balance) the project number and net amount of the grant shall be
recorded in the Record of Completed Projects and the Project Grant
Record stamped ¢“Completed.”” The date of the entry in the Record of
Completed Projects shall be indicated on the Project Grant Record
below the word Completed.

FILING CANCELED AND COMPLETED PROJECT GRANT RECORDS

After the final reports of canceled projects have been prepared and
submitted to the Division of Finance and Accounts (see Section 7-19-9),
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7-19-8 Books and Records

the related Project Grant Records shall be transferred to a separate
section of the file reserved for canceled projects. The canceled section,
appropriately identified, shall be maintained according to state and
appropriation with the records filed numerically by project number.

After completed projects have been recorded in the Record of Com-
pleted Projects and reported to the Division of Finance and Accounts
(see Seetion 7-19-9), the related Project Grant Records shall be trans-
ferred to a separate scction of the file reserved for completed projects.
The completed section, appropriately identified, shall be maintained
according to state and appropriation with the records filed numerically
by project number.

MONTHLY CASH DISBURSEMENTS AND RECEIPTS REGISTER

A monthly Cash Disbursements and Receipts Register shall be estab-
lished for each appropriation at the beginning of each month, which
will serve as a book of original entry. The information to be recorded
in the Cash Disbursements and Receipts Register shall be in accordance
with the following instructions which have been numbered to correspond
to the parenthetical numbers on Exhibit C:

(1) Enter the appropriation symbol.
(2) Enter the month and year.

(3) Enter the certification date of Vouchers and Schedules of Pay-
ments and the preparation date of Certificates of Deposit.

(4) This column shall be used only when additional identification is
necessary.

(5) Enter the document number.
(6) Enter the amounts of Vouchers and Schedules of Payments.
(7) Enter the amounts of Certificates of Deposit.

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. The total obtained from column (6) shall be
recorded in the General Ledger, on the basis of the register, in accord-
ance with Transaction No. 2, Section 7-19-12, and the total of column
(7) shall be recorded in accordance with Transaction No. 7.
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EXHIBIT A

Books and Records
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7-19-8 Books and Records

EXHIBIT B

HOUSING AND HOME FINANCE AGENCY
Ooffice of the Administrator
ACCELERATED PUBLIC WORKS PROGRAM

RECORD OF COMPLETED PROJECTS

State
Region No.
Appx"opriation Symbol Sheet No.
(use rubber stamp)
Project Number Net Amount of Grant Project Number Net Amount of Grant
$ $

Foot column at end of each month and carry total

Each entry in this column will be in the same amount as the balance
shown in columns (6), (9), (12) and (15) of the completed Project
Also show page totals forwarded.

Grant Record.

forward.,

7/24/64



Books and Records 7-19-8

EXHIBIT C

CASH DISBURSEMENTS AND RECEIPTS RECISTER
ACCELERATED PUBLIC WORKS PROGRAM

Appropriation 1 Month of 2) 519
Document
Date Description Reference Disbursements Receipts
31 (O] Gl (&) (7]
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Administrative Practice Handbook—Field Service 7-19-9
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 9

REPORTS

The reports referred to in this section shall be forwarded to the
Division of Finance and Accounts as provided below.

STATEMENT OF GENERAL LEDGER BALANCES

As of the end of each month after all entries for the month have been
posted, the balances shown in column (15) of each Form H-200.57,
Project Grant Record, shall be totaled and such total shall be recon-
ciled with the balance of the related General Ledger control accounts—
total of Accounts 541.11 and 321.21.

A separate trial balance of the General Ledger accounts maintained
for each appropriation shall then be taken and reported on Form
H-200.60, Statement of General Ledger Balances, properly identified
as to the program and the related fund symbol. Such reports shall be
transmitted in accordance with Section 7-1-8. In addition to the regu-
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.

PROJECT GRANT REPORTS

A photocopy of each Project Grant Record shall be prepared and
submitted to the Division of Finance and Accounts as follows:

1. Open appropriation projects

(a) Reports of active projects shall be submitted on the first
business day following the close of each month.

(b) Reports of canceled and completed projects shall be sub-
mitted on the first business day following the close of the
month in which ecancellation or completion is effective.
Further reporting is not required after the final report is
submitted.

2. Expired appropriation projects
(a) Reports of active projects shall be submitted on the first
business day following 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 which cancellation or completion is effective.
Further reporting is not required after the final report is
submitted.
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7-19-9 Reports

A photocopy of each Record of Completed Projects (see Exhibit B,
Section 7-19-8) shall be submitted on the first business day following
the close of each month. When the Record of Completed Projects
involves the use of more than one page, only the page(s) on which
entries have been recorded since the previous reporting period shall be
reproduced.
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Category

101
Cash:

201
Accounts
Payable:

321
Unreserved
Surplus (or
Deficit) :

331

Real and
Nominal
Accounts:

541
Grants:

7/24/64

CHART

Account
Number

101.11

101.12

201.11

321.21

331.51

541.11

OF GENERAL LEDGER ACCOUNTS

Section 10

ASSETS

Cash in Transit

Cash

LIABILITIES

Accounts Payable

Cumulative Grants

INTEROFFICE CONTROL ACCOUNTS

CAPITAL

Title

7-19-10

Regional Office Books—Account with Central

Office

Grants

EXPENSE

Page 1



Administrative Practice Handbook—Field Service 7-19-11
Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 11

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11  Cash in Transit

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

Debit this account with: Credit this account with:

5. Amount of cash collections in 6. Amount of month-end adjust-
transit at the end of each ment for cash collections in
month. transit reversed as of the begin-

ning of the following month.

101.12 Cash

This is a debit balance (asset) account maintained to show the un-
expended cash balance available to the Regional Office for making proj-
ect grants.

Debit this account with: Credit this account with:

1. Amounts of funds transferred 2. Amounts of vouchers scheduled
from the Division of Finance for payment of project grants
and Accounts for project and project audit costs.
grants. 4. Amount of month-end adjust-

3. Amounts of project grant dis- ment for unaccomplished proj-
bursements which have not ect grant disbursements reversed
been accomplished by the as of the beginning of the fol-
Treasury Regional Office at the lowing month.
end of each month. 5. Amount of cash collections in

6. Amount of month-end adjust- transit at the end of each month.
ment for cash ecollections in 8 Amounts of excess project grant
transit reversed as of the begin- funds returned to the Division
ning of the fOHOWng month. of Finance and Accounts.

7. Amounts collected represent-
ing refunds of project grant
funds.

7/24/64 Page 1



7-19-11 Description of General Ledger Accounts

201.11  Accounts Payable

This is a credit balance (liability) account maintained to record the
amount of cash disbursements which have not been cleared through the
Treasury Regional Office at the end of each month.

Credit this account with:
3. Amounts of project grant dis-

Debit this account with:
4. Amount of month-end adjust-

ment for unaccomplished proj-
ect grant disbursements re-
versed as of the beginning of
the following month.

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

321.21 Cumulative Grants

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

Debit this account with: Credit this account with:

9. Amount of project grants dis-
bursed each fiscal year trans-
ferred from Account 541.11 as
of June 30 of each year.

331.51 Regional Office Books—Account With Central Office

This is a Regional interoffice control account maintained to record
all transfer transactions between the Division of Finance and Accounts
and the Regional Office.

Debit this account with: Credit this account with:

8. Amounts of excess project 1. Amounts of funds transferred
grant funds returned to the from the Division of Finance
Division of Finance and Aec- and Accounts for project grants.
counts.

541.11 Grants

This is a debit balance (expense) account maintained to record the
net amount of project grant funds disbursed during each fiscal year.

Debit this account with:
2. Amounts of vouchers scheduled

for payment of project grants
and project audit costs.

Credit this account with:

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
June 30 of each year.
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Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures
Chapter 19. Accelerated Public Works Program

Section 12

7-19-12

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description
1. Amounts of funds transferred

from the Division of Finance
and Accounts for project grants.
Posting media: Inter Office
Transfer Vouchers.

Amounts of vouchers scheduled
for payment of project grants
and project audit costs. Posting
media: Monthly Cash Disburse-
ments and Receipts Register.

Amounts of project grant dis-
bursements which have not been
accomplished by the Treasury
Regional Office at the end of
each month. Posting media:
Journal Vouchers.

Amount of month-end adjust-
ment for unaccomplished proj-
ect grant disbursements reversed
as of the beginning of the fol-
lowing month. Posting media:
Journal Vouchers.

Amount of cash collections in
transit at the end of each month.
Posting media: Journal Vouch-
ers.

Amount of month-end adjust-
ment for cash collections in
transit reversed as of the be-
ginning of the following month.
Posting media: Journal Vouch-
ers.

7/24/64

Dr.
101.12

541.11

101.12

201.11

101.11

101.12

Cr.

331.51

101.12

201.11

101.12

101.12

101.11

Title
Cash.
Regional Office
Books—Ac-

count with
Central Office.

Grants.
Cash.

Cash.
Accounts Pay-
able.

Accounts Pay-
able.
Cash.

Cash in
Transit.
Cash

Cash.
Cash in
Transit.

Page 1



Typical Transactions With Appropriate Entries

7-19-12
Trans-
action
Number Description
7. Amounts collected representing

Page 2

refunds of project grant funds.
Posting media: Monthly Cash
Disbursements and Receipts
Register.

Amounts of excess project grant
funds returned to the Division
of Finance and Accounts. Post-
ing media: Inter Office Trans-
fer Vouchers.

Amount of project grants dis-
bursed each fisecal year trans-
ferred to Account 321.21 as of
June 30 of each fiscal year. Post-
ing media: Journal Vouchers.

Dr. Cr.
101.12
541.11
331.51
101.12
321.21
541.11

Title

Cash.
Grants.

Regional Office
Books—Ac-
count with
Central Office.
Cash.

Cumulative
Grants.
Grants.

7/24/64



S3SN3dX3
anv savwvs 021







o w v w w @

L 3

Administrative Practice Handbook—Field Service 7-20-1
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 1

INTRODUCTION

This procedure prescribes the fisecal and 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 Liedger and supporting
Distribution by Object Class Accounts, shall be established and main-
tained in accordance with the detailed instructions contained in Sec-
tion 7-20-16. The accounting system provides for decentralized accounts
on the branch office principle. Control accounts with each Regional
Office are maintained in the Central Office Division of Finance and
Accounts and contracontrolling accounts are maintained on the Re-
gional Office books.

R
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Administrative Practice Handbook—Field Service 7-20-2
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 2

TRANSACTIONS BETWEEN OFFICES

All transactions except Adwvices of Allotments, Forms H-158, be-
tween the Central Office and Regional Offices shall be supported in each
instance by a Form H-219, Inter Office Transfer Voucher, prepared in
duplicate by the originating office. The original only shall be forwarded
to the receiving office for posting purposes. The issuing office shall
post in its accounts on the basis of the retained copy. Unless the
Division of Finance and Accounts issues specific instructions to keep
the books open beyond the end of an accounting period, Inter Office
Transfer Vouchers shall be prepared and forwarded in sufficient time
to permit entry in the accounts of the receiving office on or before the
end of the month in which transactions occur. Such documents pre-
pared by Regional Offices shall be addressed to the Division of Finance
and Accounts. Regional Offices located west of the Mississippi River
shall forward the documents by airmail.
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Administrative Practice Handbook—TField Service 7-20-3
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 3

ALLOTMENTS

All allotments and revisions thereof will be issued on Advice of
Allotment, over the signature of the Director, Division of Budget and
Management, or his designee. Original allotment advices are forwarded
to Regional Offices through the Division of Finance and Accounts for
recording in the Allotment Ledger. Such allotments represent au-
thorization to create obligations during a specific period and to expend
funds in payment thereof. Obligations may not be incurred until an
Advice of Allotment covering authorization for such period has been
received by the Regional Office in an amount sufficient to cover the
obligation.

In cases where annual appropriation action has not been concluded
at the beginning of the fiscal year, or the operating budget has not
been administratively determined, interim allotments (see Exhibits A
and B) will be issued. Subsequent allotment inecreases will include the
amounts of previous interim allotments and allotments issued upon
determination of the operating budget will specify the total amount
which may not be exceeded through the end of each quarterly period
(see Exhibit C).

Upon receipt of an Advice of Allotment 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 succeeding quarters shall not be recorded
earlier than the first business day of the applicable quarter.

The current month total of allotments as shown in the Monthly Sum-
mary of Allotment Liedger Totals (see instructions in Section 7-20-16
under that Reading) shall be recorded in the General Ledger at the
close of each month (see Transaction No. 15, Section 7-20-20).
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Allotments 7-20-3

EXHIBIT A

ftoett HOUSING AND HOME FINANCE AGENCY
OFFICE OF TAE ADMIKISTRATOR

ADVICE OF ALLOTMENT

ATLOTNLNT 10 (Neae end Location) ADYICE NUMBER

M. L. Crawford

Regional Administrator paTE
Region X July 6, 19
{Address: Street No., City and State) PERIOD covERED

Fiscal Year 19

CURRENT CHANGE nEw
oEsCRIRIION ALLOTHENT AUTHOR I ZED ALLOTNENT

86 0100 salaries and Expenses, Office
of the Administrator, Housing
and Home Finance Agency, 19 $140,000 $140,000

REMARKS:

The above is an interim allotment to be
supplemented when budget ‘is determined.

ATFROVED B¢

(Signature) (Title)

TR-SUS, Weehiegten, B ¢
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7-20-3 Allotments

EXHIBIT B

MH-158

it HOUSING AND HOME FINANCE AGENCY
OFFICE OF T3E ADMINISTRATOR
ADVICE OF ALLOTMENT
ALLOTHERT T0 (Name and Location) ADYICE WUMBER
M. L. Crawford iTE
g:gig:a; Administrator August 3, 19
(Address: Street No., City and State) Ferioo corerto
Fiscal Year 19
&
DESCRIPTLON ALLOTRENT auEnoR £60 ALLOTNENT
86 0100 Salaries and Expenses, Office
of the Administrator, Housing
and Home Finance Agency, 19_ $140,000 $100,000 $240,000

REMARES:

The above is an interim allotment increase for the first quarter.

APPROYED BY:

(Signetare) (Title)

sora3L08, Mehlgten, 8. €
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Allotments 7-20-3

EXHIBIT C

e HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ABMINISTRATOR
ADVICE OF ALLOTMENT
ALLOTMENT TO (Name and Location) ADYICE NUMBER
M. L. Crawford TTE
Regional Administrator
Region F September 9, 19
(Address: Street No., City and State) RERYODLCOVERED
Fiscal Year 19
k
DESCRIRTION ALLOTAENT AUTHORT S0 ALL‘SE:EH
86 0100 Salaries and Expenses, Office
of the Administrator, Housing
and Home Finance Agency, 19__
First quarter allotment $21,0,000 $ 5,000 $2u5,000
Second quarter allotment -0 - 240,000 240,000
Third quarter allotment -0 - 2L2,700 242,700
Fourth quarter allotment -0 - 245,000 245,000
Cumulative:
irst quarter allotment 245,000
Second quarter allotment L85,000
Third quarter allotment 727,700
Fourth quarter allotment 972,700
Limited travel as defined below 40,000 L0,000

REWARKS:

Limitation on use of above funds for travel in following programs:

General Agency Supervision

Urban Renewal Coordination
Consolidated Compliance Activities
Urban Renewal - Administrative
Voluntary Home Mortgage Credit
Public Works Planning Advances
Liquidating Programs

College Housing - Administrative
Civil Defense Planning

APPROYED BY:

(Signature) (Title)

WNLNUS, Wehingtes, D, €.
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Administrative Practice Handbook—Field Service 7-20-4
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 4

FUNDING ALLOTMENTS

Upon receipt of an Advice of Allotment for a Regional Office, the
Division of Finance and Accounts will prepare an Inter Office Transfer
Voucher, 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 Advice 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 will
furnish an explanation to the Regional Office on the Inter Office Trans-
fer 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 Advice of Allotment
headed New Allotment. Such transfers shall be recorded in accordance
with Transaction No. 1, Section 7-20-20.
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Funding Allotments 7-20-4

EXHIBIT A

W-219 (3-51)
TRANS. YOUCHER nO.
HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR
DATE ISSUED
INTER OFFICE TRANSFER VOUCHER
July 7, 19
ISSUING OFFICE MONTH RECORDED
Washington, D. C. July
RECEIVING OFFICE" MONTH RECORDED
(Location of Regional Office)
DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
Salaries and Expenses
86 0100
To transfer cash balance in the amount of $1L0,000 in order
to fund the Allotment dated July 6, 19__, Advice Number _ .
I1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT DR. AIC CR._A/C AMOUNT
331l.-- 101.12 $1L0,000 101.12 331.51 $140,000
(See Transactign No. 1, Sectign 7-20-20)
SIGNATUSE SIGNATURE
FHLBB-Washingion, 0, Co
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Administrative Practice Handbook—Field Service 7-20-5
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 5

OBLIGATIONS INCURRED

Obligations shall not be incurred unless properly authorized by law
and unless the unobligated balance of the allotment 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.

Should it be discovered prior to the receipt of materials or services
that an obligation has been recorded in an amount which 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.
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Administrative Practice Handbook—Field Service 7-20-6
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 6

OBLIGATIONS LIQUIDATED

Obligations liquidated represent partial or complete settlement of
obligations previously recorded. A liquidation entry is usually made
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 an 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 discovered 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
discovered at the time of recording full payment, the amount previously
obligated shall be liquidated.

‘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 made 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 balance thereof, as applicable.

At the time of recording the last full 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 unliquidated balance of obligation
which is less (or greater) than the amount obtained by multiplying
the number of workdays and holidays remaining in the month by one-
tenth of the last payroll, the amount to be recorded as a liquidation
entry shall be the difference between 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 Ledger and Distribu-
tion by Object Class Accounts.
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Administrative Practice Handbook—Field Service 7-20-7

Part 7.
Chapter

Accounting and Fiscal Procedures
20. Salaries and Expenses

Section 7

DISBURSEMENTS

All obligations shall be recorded when incurred and thus funds are
reserved for the payment thereof. In addition, the balance in Account

101.12

Cash must at least equal the amount to be disbursed. The

requirements for disbursements are summarized as follows:

(1)

(2)

(3)

7/12/62

The original and memorandum copy of each basic document
(voucher, invoice, bill, ete.) for personnel compensation, per-
sonnel benefits, travel, transportation, communications, printing,
supplies, equipment, and other administrative expenses shall be
processed in the Administrative Branch.

Basic documents and attachments thereto shall be reviewed and
analyzed in detail in the Administrative Branch against the
related contraects, requisitions, purchase orders, receiving re-
ports, or other supporting material, to ascertain 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.
(e) 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 liability of the Office 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.
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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7-20-7 Disbursements

(b) If payment is to be made by transfer of funds, S.F. 1081,
Voucher and Schedule of Withdrawals and Credits, or
GSA Form 789, Statement, Voucher and Schedule of With-
drawals and Credits, shall be processed, 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 accordance with Transaction No. 3, Section 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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Administrative Practice Handbook—Field Service 7-20-8
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 8
BILLINGS

Reimbursements

Reimbursements are earnings or collections for services or materials
furnished to other Government agencies, including constituent agencies,
which generally result from contracts or agreements entered into by
this agency and the agency receiving the services or materials. A billing
shall be rendered for each such reimbursement due. Where reimburse-
ment is to be accomplished by a transfer of funds rather than through
the issuance of a check, S.F. 1081-Revised, Voucher and Schedule of
Withdrawals and Credits, shall be used as the billing document. Where
the office (agency) billed is required to issue a check in payment of such
billing, S.F. 1080-Revised, Voucher for Transfers Between Appropria-
tions and/or Funds, shall be used. Billings for reimbursements shall
be processed in accordance with 7 GAO 4030 or 4040, and shall be
recorded in the General Ledger in accordance with Transaction No. 4,
Section 7-20-20.

Amounts of jury service fees received by employees and turned over
to the Agency (see 7 GAO 3535.20), for which billings will not be
required, 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 Section 2-7-4, Volume V) are also classed as reimbursements. Such
reimbursements, for which billings are not required, shall be recorded
in the General Ledger in accordance with Transaction No. 32, Section
7-20-20. A statement showing the amount of the repayment shall be
furnished to the employee for income tax purposes.

Refunds

Refunds include amounts representing recoveries of erroneous pay-
ments and overpayments previously made. If and when required,
S.F. 1114, Buill for Collection, or other similar forms, shall be used for
billing outside of the Government. Vouchers and Schedules of With-
drawals and Credits or Vouchers for Transfers Between Appropria-
tions and/or Funds shall be used for billing within the Government,

1 This and similar citations refer to the General Accounting Office Policy and Procedures
Manual for Guidance of Federal Agencies.
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7-20-8 Billings

as explained under Reimbursements, above. 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 in 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 Pald 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 Receivable or 131.13 Accounts Receivable—
Reimbursements Billed.
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Administrative Practice Handbook—Field Service 7-20-9
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 9

COLLECTIONS

All remittances received, whether billed or unbilled, shall be de-
posited in the nearest Federal Reserve Bank or Branch, for credit to
the applicable fiscal year appropriation 86 0100, Salaries and Expenses,
Office of the Administrator, Housing and Home Finance Agency, 19—.

For the procedure to be followed in depositing collections and for
the preparation and distribution of related Certificates of Deposit,
reference should be made to Section 7-1-2.

Collections shall be recorded in the General Ledger in accordance
with Transactions Nos. 5, 8, 9, 13 or 32, Section 7-20-20, as appropriate.
Those collections which represent refunds (Transactions Nos. 8 and 9)
shall also be recorded in the Allotment Ledger and the related Distribu-
tion by Object Class Accounts, in accordance with the detailed instruec-
tions in Section 7-20-16 under those headings.

At the close of each month, the amount of funds in Account 101.12
Cash, which represents reimbursements collected (see Transactions
Nos. 5 and 32), shall be transferred to the Central Office in accordance
with Exhibit A. The entries thereon shall be recorded in accordance
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 which the advance was made, shall be recorded
in accordance with Transactions Nos. 11 or 12, as appropriate. Such
recoveries do not involve the use of Certificates of Deposit.
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Collections

EXHIBIT A

7-20-9

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY

OFFICE OF TEE ABMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. VOUCNER WO.

OATE 1SSUED

1SSUInG OFFICE
(Location of Regional Office)

MONTN RECORDED

RECEIVING OFFICE

Washington, D. C.

MONTH RECORDED

Salaries and Expenses
86 0100

ments collected during the month ended

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

To transfer the amount of funds in Account 101,12 Cash

to the Central Office, which amount represents reimburse-

s 19 .

I1SSUING OFFICE

RECEIVING OFFICE

POSTINGS TO-GENERAL LEDGER

POSTINGS TO GENERAL LEDGER

DR. A/C CR. A/C AMOUNT DR. A/C

CR. A/C

AMOUNT.

331.51 101.12 $ oox

(See Transaction No. 6, Sectijon 7-20-20)

SIenaTURE SIGNATURE
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Administrative Practice Handbook—Field Service 7-20-10
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 10
DEBIT VOUCHERS—UNCOLLECTIBLE CHECKS

In the event that a check drawn on a commercial bank has been
received in payment of an account and deposited to the applicable
appropriation, but is subsequently returned unpaid (uncollectible) by
the bank on which drawn, the Federal Reserve Bank or Branch may
(a) return the check to the depositing HHF A Regional Office with a
completed or partially prepared Debit Voucher (Form 5504, Treasury
Department) ; (b) return the check requesting the HHF A Regional
Office to prepare a Debit Voucher; or (¢) hold the check in suspense
pending determination, through the HHFA Regional Office, as to
whether the uncollectible check may be reprocessed for collection or
replaced by a new check without the necessity of executing a Debit
Voucher.

Under the circumstances outlined in (a) and (b) above, the Regional
Office shall complete or prepare the Debit Voucher in accordance with
the sample shown as Attachment No. 5 to Treasury Department
Circular No. 945-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) assigned 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 Debit
Voucher (original, duplicate, triplicate and quadruplicate) shall be
forwarded to the Federal Reserve Bank or Branch for accomplishment.
(Tt should be particularly noted that the triplicate (white) copy pro-
vides for the signature of an authorized employee of the Regional
Office, on the reverse thereof, acknowledging receipt of the uncollectible
item.)

The Federal Reserve Bank will (a) forward the original to the
Treasury Department, Division of Central Accounts, Washington,
D. C., (b) retain the acknowledged triplicate, and (¢) sign and return
the duplicate and quadruplicate to the HHFA Regional Office. The
duplicate shall be used to support the monthly Statement of Trans-
actions and the quadruplicate used as the accomplished copy supporting
the accounting records.

The accounting copies (quadruplicates) of such Debit Vouchers,
when accomplished by the Federal Reserve Bank, shall be used as the
posting media for recording the amounts thereon in exaect reverse to
the entries required by Transactions Nos. 5, 8, 9, 13 or 32, Section
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7-20-10 Debit Vouchers-Uncollectible 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 amount of the Debit Voucher shall also be
recorded in the Allotment Ledger and the related Distribution by
Object Class Account (see instruections in Section 7-20-16 under those
headings).
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Administrative Practice Handbook—Field Service 7-20-11
Part. 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 11

CANCELLED CHECKS AND ADJUSTMENTS TO CORRECT ERRORS

CANCELLED CHECKS

Checks drawn on the Treasurer of the United States which are proper
for cancellation shall be processed in accordance 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 Account by reversing the previous entries
related thereto.

ADJUSTMENTS TO 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 recorded
in the General Ledger and when applicable in the Allotment Ledger
and Distribution by Object Class Account by reversing the previous
entries related thereto.
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Administrative Practice Handbook—Field Service 7-20-12
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 12

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust Account
101.12 Cash by removing therefrom those disbursement and schedule-
type collection transactions which have not been accomplished by the
Treasury Regional Office and deposits which have not been confirmed
by the Federal Reserve Bank or Branch. Such adjustments shall be
made on the basis of an S.F. 1017G-Revised, Journal Voucher, prepared
in accordance with Exhibit A. Also see Transactions Nos. 19 through
22, Section 7-20-20.

At the beginning of the following month, the adjustments shall be
reversed on the basis of a Journal Voucher, prepared in accordance
with Exhibit B. Also see Transactions Nos. 23 through 26.
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In Transit ltems

EXHIBIT A

7-20-12

8tan
Form proscribed by Comp. Qen.,
October 4, 1H3

dard Form No. 1017 G—Ravised
{Ocorral Regulations No. o0) "

JOURNAL VOUCHER

T Vo NOw e cesemcotpans

Date ... ARX31.30, 19 ...

REFERENCE

EXPLANATION

DEBIT creDIT

DISBURSEMENTS:

Salaries and Expenses

To ad just Account 101.12 Cash by the
amount of disbursements and collections
which have not been accomplished as of

April 30, 19_.

Adminisgrative Expenses

101.12 [Cash

201.11 |Accounts Payable

311,16 |Expended Appropriations
501.11 |Current Costs - Administrative

Travel Advances

101.12 |cash

201.11 |Accounts Payable

COLLECTIONS:

Refunds

101.11 |cash in Transit

101.12 [Cash

501.11 [Current Costs - Administrative
311.16 |Expended Appropriations

Reimburgements and Travel Advance Repayments

0100

101.11 [Cash in Transit

101,12 [cash

$ 00t
$ oo

Totar,

Prepared by

(Blgnsture)

Approved by

(Bignatare)

(Titie)

0.5 covmanont rumsd omics  10—-87800-1

(Titke)
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7-20-12

EXHIBIT B

In Transit ltems

1404 Form No. 1041 G Raveed
Pors e by Comp, G 0.8 J.V. No. . ————r
JOURNAL YOUCHER
Date May 1, 1Y
REVERENCE EIPLANATION DEmIT CmxDeT
Salaries and Expenses
To reverse the adjustments made by
Journal Voucher No. for cash
disbursements and collections in
transit as of _ April 30 , 19__ .
DISBURS! H
Administrative Expenses
201.11 Accounts Payable $ xox
101.12 cash $ xooxx
501.11 Current Costs - Administrative 00X
311.16 Expended Appropriations Y000
Travel Advances
201.11 Accounts Payable 2000
101.12 Cash 0000
COLLECTIOfS:
Refunds
101.12 Cash 0000
101.11 Cash in Transit 3000
311.16 Expended Appropriations 000
501.11 Current Costs - Administrative 200
Reimburpements and Travel Advance Repayments
101.12 Cash 0000
101.11 Cash in Transit X0
Toray,
Prepared b; Approved b,
pared X (Bignatar) pronedy (igmatar)
The) (2
® 8 ervEmaser FeeTies wTies  M— 0TRSO
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Administrative Practice Handbook—Field Service 7-20-13
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 13

FISCAL YEAR-END CLOSING AND ADJUSTING ENTRIES

Inter Office Transfer Vouchers shall be prepared as of the close of
each fiscal year in accordance with Exhibits A and B, indicating the
required fiscal year-end eclosing and adjusting entries. Such Inter
Office Transfer Vouchers shall show June 30, 19— in the Date Issued
block and shall be assigned numbers from the series established for the
fiscal year applicable to the transactions. The Regional Office shall
record the entries thereon in accordance with Transactions Nos. 27
through 31, Section 7-20-20, as applicable.

As soon as possible after June 30 each year, the total amount of
travel advances which will remain outstanding shall be transferred
by Voucher and Schedule of Withdrawals and Credits, charging the
new fiscal year appropriation symbol and crediting the expiring fiscal
year appropriation symbol. Increases in existing travel advances and
new travel advances shall not be included in the amount so transferred
but shall be processed as individual transactions chargeable to the new
appropriation symbol. (See 7 GAO 5320.70.)
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Fiscal Year-End Closing and Adjusting Entries

EXHIBIT A

7-20-13

W-219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRARS. YOUCKER NO.

DATE 13SUED

June 30, 19

I1SSUING OFFICE
(Location of Regional Office)

MORTN RECORDED
June

RECEIYING OFFICE
Washington, D. C,

MONTH RECORDED

DETAIL OF TRANSFER OR LISTING OF ATTACH

Salaries and Expenses
66 0100

Closing entries as of June 30, 19

(1) To transfer the amount of balance in

ED DOCUMENTS

Account 401.11

Operating Reimbursable Earnings to the Central Office.

(2) To transfer the amount of balance in

Account 501.11

Current Costs - Administrative to Account 301.21

Invested and Donated Capital.

(3) To transfer the amount of balance in

Account 311.16

Expended Appropriations to Account 301,21 Invested

and Donated Capital.

(L) To adjust interoffice control account
of current costs for the fiscal year.

S in the amount

ISSUING OFFICE

RECEIVING OFFICE

POSTINGS TO-GENERAL LEDGER POSTINGS TO GEN»EHA\. LEOGER
on. arc ca. arc AuounT oR. arc R, asC AuounT
(1) Lo1.11 331.51 $ 1,500,00
(2) 301.21 501.11 130,000,00
(3) 311.16 301.21 145,000,00
(L) 331.51 3L1.51 130,000,00

(3ee Transactibns Nos. 27 thrpugh 30,
Section 7-20-20)

SIGRATURE SIGRATURE
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7-20-13 Fiscal Year-End Closing and Adjusting Entries

EXHIBIT B

H-219 (3-51)
TRANS. VOUCNER mO.

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADNINISTRATOR

OATE ISSVED

INTER OFFICE TRANSFER VOUCHER

ISSYING OFFICE MONTH RECORDED

RECEIVING OFFICE MONTH RECOROED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

Closing entries as of June 30, 19 :

To transfer the recorded value of administrative property and equipment
purchased during the Fiscal Year 19 _ and the related amount of invested

and donated capital, from the appropriation ledger to the property ledger.

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEOGE POSTINGS TO GENERAL LEDGER
DR. A/C CR. A/C AMOUNT oR._AlC

By

CR. AlC AMOUNT

Apprgpriation 86 0100

301.21 341,51 $15,000,00
331.51 11,11 15,000.00

(See Transactign No. 31, Section 7-20-20)

Administragive Property and Equipment

141,11 331.51 $15,000.00
3L1.51 301.21 15,000.00
(See Transdction No. ki, Chapter 21)

SIQNATURE

SIGRATURE
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Administrative Practice Handbook—Field Service 7-20-14
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 14

RESCISSION OF UNOBLIGATED 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 liquidation 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 record as of June 30 in the Allotment ledgers 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 Transfer Voucher 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-
corded ; minus adjustments for obligations that were legally incurred
but which were not recorded as of June 30. In such adjustments do not
include increases or decreases resulting from liquidations in connection
with payments subsequent to June 30. (See Transaction No. 2, Sec-
tion 7-20-20, 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 Advices of Allotments rescinding unobligated balances
in the same amounts as the cash transfers, as of the expiration date and
at the close of the subsequent fiscal year, if required. Such Advices of
Allotments will be forwarded to the Regional Office for posting as of
June 30 in the applicable Allotment Ledger(s). (See Transaction
No. 15 for the General Ledger entries.)

‘Whenever all obligations under an expired appropriation account
have been fully liquidated prior to the lapsing date of such appropria-
tion, the Regional Office shall prepare an Inter Office Transfer Voucher
in the amount of the Unobligated Balance of Allotment in order to
transfer that amount of cash balance to the Central Office in accordance
with Exhibit B. (Also see Transaction No. 2.) When the allotment
rescission issued as a result of the cash transfer is received and posted
by the Regional Office, the Unobligated Balance of Allotment will be
reduced to zero, thus closing the Regional Office Allotment Ledger.
(See Transaction No. 15 for the General Ledger entries.)
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Rescission of Unobligated Balances 7-20-14

EXHIBIT A

H-219 (3-51)
TRANS. YOUCKHER NO.

HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ADMINISTRATOR

OATE ISSUED

INTER OFFICE TRANSFER VOUCHER July 31, 19
(as of 6-30-—)
ISSUING OFFICE MONTH RECORDED
(Location of Regional Office) June

RECEIVIRG OFFICE MONTH RECORDED
Washington, D, C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

Salaries and Expenses
0100

To transfer to the Centrsl Office the amount of excess cash
balance which is equal to the adjusted June 30 Unobligated
Balance of Allotment., Such Unobligated Balance of Allotment

should be rescinded,

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A’C CR. AlC AMOUNT OR. A/C CR. ArC AMOUNT

331.51 101.12 $ xoxx

(See Transactjon No. 2, Section 7-20-20)

SIGRATUSE SIGNATURE

FHLBE-Wasningion, D C.
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7-20-14

EXHIBIT B

Rescission of Unobligated Balances

#-219 (3-31)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THE ADMINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TRANS. VOUCNER WO.

DATE ISSVED

November 16, 19

ISSUING OFFICE

(Location of Regional Office)

NORTN RECORDED

November

RECEIVING OFFICE

Washington, D. C.

MORTN RECORDED

To transfer to the Central Office the amount of excess cash

balance which is equal to the Unobligated Balance of Allot-

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

Salaries and Expenses
86 0100

ment under the above appropriation account.

Since 21l known obligations have been liquidated, this

amount of unobligated balance may be rescinded.

SSUING OFFICE

RECEIVING OFFICE

POSTINGS TO GENERAL LEDI

POSTINGS TO GENERAL LEDGER

DR. A/C CR. A/C ABOUNT OR, A/C CR. A/C AMOUNT
331.51 101.12 $ xox
(See Transactipn No. 2, SectiLn 7-20-20)

StenaTuRE

SIGRATURE
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Administrative Practice Handbook—Field Service 7-20-15
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 15

CLOSING LAPSED APPROPRIATION ACCOUNTS

If any obligated balances (see 7 GAO 2080 and related instructions
referred to therein) remain under an appropriation account as of the
lapsing date, such balances shall be transferred to the successor merged
appropriation account 86M0100 which is mantained by the Division
of Finance and Accounts for the payment of subsequent claims.

‘When this oceurs, the entire amount of cash balance shall be trans-
ferred to the Division of Finance and Accounts by Inter Office Transfer
Voucher. A listing identifying each unliquidated obligation by num-
ber, date, purpose and amount shall accompany the Inter Office Trans-
fer Voucher. Since a revised Advice of Allotment will not be forth-
coming on a lapsed appropriation, the Inter Office Transfer Voucher
will serve as the posting media for removing the obligations from the
Allotment Ledger by a liquidation entry and reducing the allotment
in an amount that will result in an unobligated balance of zero. In
the Description column opposite these entries, show Transferred 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 and 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.

12/5/61 Page 1




Administrative Practice Handbook—Field Service 7-20-16
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 16

BOOKS AND RECORDS

A General Ledger, an Allotment Ledger and Subsidiary Records
(Distribution by Object Class Accounts) shall be established and
maintained by each Regional Office. Posting media for the General
Ledger entries are identified in Section 7-20-20 and for the Allotment
Ledger 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 Vouchers must also be
recorded in detail in the applicable Distribution by Object Class
Accounts. After each document has been posted, a notation to that
effect shall be made thereon. Such notation shall show the posting
date and shall be initialed by the employee who posted the transaction.

GENERAL LEDGER

S.F. 1014-Revised shall be used for the General Ledger. General
Ledger accounts shall be established and maintained in accordance
with the Chart and Description of General Ledger Accounts, Sections
7-20-18 and 7-20-19. Refer to Typical Transactions with Appropriate
Entries, Section 7-20-20, for the accounting documents which support
entries in the General Ledger.

Imprest Fund Control Accounts

Regional Offices which operate an imprest fund shall maintain an
asset and a liability control account over the funds advanced to desig-
nated cashiers by the Treasury Department. Such accounts shall not
be identified aceording to fiscal year appropriation ; however, the ledger
sheets established for the imprest fund shall be maintained with the
General Ledger 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 accounts 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 Voucher, S.F.
1017G, shall be prepared for the amount of the funds advanced and
shall be recorded to the imprest fund accounts in accordance with Trans-
action No. 33, Section 7-20-20. All increases or decreases in the amount
of the initial advance shall be recorded to the imprest fund accounts in
accordance with Transaction No. 34 or 35, as appropriate. Entries will
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7-20-16 Books and Records

not be made to these accounts for expenditure and reimbursement
transactions.

Transactions in the imprest fund accounts shall be included in the
applicable monthly Statement of General Ledger Balances—=Salaries
and Ezxpenses Appropriation, Form H-240 (see Section 7-20-17).

ALLOTMENT LEDGER

An Allotment Ledger shall be maintained on S.F. 1015-Revised, for
the current recording of transactions applicable to the allotment re-
ceived for a particular fiscal year. In this ledger there shall be recorded
all allotments, obligations, adjustments and liquidations of obligations,
disbursements and collections which represent refunds to the appro-
priation. Travel advances and recoveries thereof and collections of
reimbursements shall not be recorded in the Allotment Ledger.

Each sheet comprising the Allotment Ledger 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. Information to be recorded
in the various columns of the Allotment Ledger shall be in accordance
with the following instructions which are numbered to correspond with
the parenthetical numbers shown on the exhibit:

(1) Enter the calendar year in the column heading immediately
below the caption Date of Entry on the first and all suceeeding
sheets. Enter the current date of posting (month and day)
opposite each entry.

(2) Show office file number of the document posted, such as the
number assigned to a contract, requisition, purchase order, basie
voucher supporting a Voucher and Schedule of Payments, Cer-
tificate 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 all disbursements except travel advances
as shown on basic vouchers supporting Vouchers and Schedules
of Payments; amounts shown in the Withdraw From block of
Vouchers and Schedules of Withdrawals and Credits covering
reimbursements to other Agencies; amounts shown in the With-
draw From block of Vouchers and Schedules to Effect Correction
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
Schedule of Withdrawals and Credits; amounts of Debit
Vouchers representing uncollectible checks related to collections
previously deposited which are classed as refunds; and reversals
of erroneous postings.*

1 An erroneous posting shall be corrected by reversing in the same column the previously
recorded amount and by entering the correct amount in the proper column.
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Books and Records 7-20-16

Enter in brackets the amounts of Certificates of Depos@t
representing collections classed as refunds; amounts shown in
the Pay To block of accomplished Vouchers and Schedules of
Withdrawals and Credits 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
affects an amount previously recorded in the Allotment Ledger;
amounts of Schedules of Canceled Checks where such cancella-
tion affects a disbursement previously recorded in the Allotment
Ledger; 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.

Enters in brackets reversals of erroneous postings.

(6) Enter the amounts of obligations incurred and increases 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 Advices of Allotments and reversals of erroneous postings.!
Enter in brackets the amounts of allotment decreases (rescis-
sions) as shown by Adwvices of Allotments and reversals of
erroneous postings.

(8) Entries made in columns (4) through (7) of the Allotment
Ledger have the effect of increasing or decreasing the Unobli-
gated Balance of Allotment as explained below :

Positive entries in columns (5) and (7) and bracketed entries
in columns (4) and (6) result in increases of the Unobligated
Balance of Allotment.

Positive entries in columns (4) and (6) and bracketed entries
in columns (5) and (7) result in decreases of the Unobligated
Balance of Allotment.

At the end of each month, columns (4) through (7) shall be added
to arrive 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 adding these columns bracketed entries shall be treated
as subtract items. If all entries and computations are correct, the
cumulative totals of Obligations Liquidated and Allotments, minus
the cumulative totals of Net Disbursement Vouchers and Obligations
Incurred, will equal the Unobligated Balance of Allotment at the end
of the month.

MONTHLY SUMMARY OF ALLOTMENT LEDGER TOTALS

Immediately after the close 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 deseribed below:

1 An erroneous posting shall be corrected by reversing in the same column the previously
recorded amount and by entering the correct amount in the proper column.
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7-20-16 Books and Records

Cumulative Totals to Date shall be transcribed to the respective
columns exactly as they appear on the Allotment Ledger. Below 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 media for recording Current Month Totals in the budgetary
accounts of the General Ledger (see Transactions Nos. 15, 16, 17 and
18, Section 7-20-20) and for the monthly 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 account for Object Class 31.1
and the Monthly Summary of Allotment Ledger Totals. The difference
between the current and prior month-end cumulative totals for Object
Class 31.1 is the amount applicable to administrative property and
equipment. This amount subtracted from total expenditures for the
month will result in the amount applicable to current administrative
costs.

Distribution by Object Class Accounts

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 each Regional Office:

11 Personnel Compensation

12 Personnel Benefits

21.1 Personnel Travel

21.2 Motor Pool, ete.

22 Transportation of Things

23.1 Rental of Real Estate Including Warehouse Space
23.2 Telephone—ILocal

23.3 Telephone—Long Distance

23.4 Other rents, communications, and utilities
24 Printing and Reproduction

25.1 Payments to Other Agencies

25.2 Other Services

26 Supplies and Materials

31.1 Capital Equipment

31.2 Non-Capital Equipment

Each sheet shall be headed Distribution by Object Class Account
and shall be identified as to the object class and fiscal year appropria-
tion to which it pertains. The Allotments column shall not be used
and the column caption Unobligated Balance of Allotment shall be
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Books and Records 7-20-16

changed to Total Obligations. Information to be recorded in the vari-
ous columns of the appropriate Distribution by Object Class Accounts
shall be in accordance with the following instructions which are num-

bered

to correspond with the parenthetical numbers shown on the

exhibit :

(1)

(2)

(3)

(4)

(%)

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 day)
opposite each entry.

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 docmment.

Show form number or description of the document posted, or
other information to identify the source of posting data, or
authority for the entry.

Enter the amount of each disbursement or portion thereof
chargeable to the object class, as shown on basic documents
supporting Vouchers and Schedules of Payments; amounts
shown in the Withdraw From block of Vouchers and Schedules
of Withdrawals and Credits covering reimbursements to other
agencies; amounts shown in the Withdraw From block of
Vouchers and Schedules to Effect Correction of Errors 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
Schedule of Withdrawals and Credits; amounts of Debit
Vouchers representing uncollectible checks related to collec-
tions previously deposited which are classed as refunds; and
reversals of erroneous postings.!

Enter in brackets the amounts of Certificates of Deposit repre-
senting collections classed as refunds; amounts shown in the
Pay To block of accomplished Vouchers and Schedules of
Withdrawals and Credits 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 cor-
rection affects an amount previously recorded in the appropriate
object class account; amounts of Schedules of Canceled Checks
when such cancellation affects a disbursement previously re-
corded in the appropriate object class account; and reversals
of erroneous postings.

Enter the amounts of obligations liquidated in full or in part;
amounts of obligations cancelled ; and reductions or adjustments
of obligations.

Enter in brackets reversals of erroneous postings.

1 An erroneous posting shall be corrected by reversing in the same column the previously
recorded amount and by entering the correct amount in the proper column.
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7-20-16 : Books and Records

(6) Enter the amounts of obligations incurred and increases thereof.
Enter in brackets reversals of erroneous postings.

(7) Entries made in columns (4), (5) and (6) have the effect of
increasing or decreasing the Total Obligations column as ex-
plained below:

Positive entries in columns (4) and (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) and (6) result in decreases of Total Obligations.

At the end of each month, columns (4), (5) and (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 such 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 Vouchers plus Obligations Incurred less Obligations
Liquidated. The combined totals shall be agreed and reconciled with
the corresponding columnar totals as shown in the Allotment Ledger.
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Books and Records

EXHIBIT A
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7-20-16

EXHIBIT B
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EXHIBIT C
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Administrative Practice Handbook—Field Service 7-20-17
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 17

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.

Statement of General Ledger Balances

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—=Salaries and
Ezxpenses Appropriations. 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 which are not
printed on Form H-240 should be typed on the blank lines of the form,
arranged according to category.

Monthly Report of Obligations

Form H-223, Monthly Report of Obligations by Program and Object
Classifications, 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 under 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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Administrative Practice Handbook—Field Service

7-20-18

Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 18

CHART OF GENERAL LEDGER ACCOUNTS

Category

101
Cash:

131
Accounts and Notes
Receivable :

141
Administrative
Property and
Equipment:

201

Accounts Payable:

301
Capital and Paid
in Surplus:

311

Budgetary
Accounts:

8/22/63

Accounts
Numbers

101.11
101.12
101.24

131.11
131.13

131.14

14111

201.11
201.12

301.21

311.14
311.15
311.16

Title
ASSETS

Cash in Transit
Cash
Imprest Fund Advance

Accounts Receivable

Accounts Receivable—Reimbursements
Billed

Accounts Receivable—Travel Advances

Administrative Property and Equip-
ment

LIABILITIES

Accounts Payable
Liability for Imprest Fund Advance

CAPITAL

Invested and Donated Capital

Unobligated Allotments
Unliquidated Obligations
Expended Appropriations

Page 1



7-20-18

Category

331
Real and Nominal
Accounts:

341

Budgetary
Accounts (Allot-
ments, ete.) :

401
Reimbursable
Earnings:

501
Current Costs:

551
Other Expense:

Page 2

Accounts
Numbers

Chart of General Ledger Accounts

Title

INTER OFFICE CONTROL ACCOUNTS

331.51 Regional Office Books—Account with

341.51

401.11

501.11

551.12

Central Office

Regional Office Books—Account with
Central Office
INCOME

Operating Reimbursable Earnings

EXPENSE

Current Costs—Administrative

Undistributed Administrative Expenses
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Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

Chapter 20. Salaries and Expenses

101.11

7-20-19

Section 19

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

Cash in Transit

This is a debit balance (asset) account maintained to record the

amount of cash collections in transit at the end of each month.
Debit this account with:

21.

Amounts of cash collections
representing  refunds in
transit at the end of each
month.

Amounts of cash collections
representing reimbursements
and travel advance repay-
ments in transit at the end
of each month.

101.12 Cash

Credit this account with:

25.

Amounts of month-end adjust-
ments for cash collections rep-
resenting refunds in transit
reversed as of the beginning
of the following month.
Amounts of month-end adjust-
ments for cash collections rep-
resenting reimbursements and
travel advance repayments in
transit reversed as of the be-
gaining of the following
month.

This is a debit balance (asset) account maintained to show the
amount of unexpected cash balance available for payment of adminis-
trative salaries and other operating expenses of the Regional Office.

Debit this account with:

1.

13.

Amounts transferred from
Central Office Cash Account.

Amounts of previously billed
reimbursements collected.

Amounts of previously billed
refunds collected.

Amounts collected represent-
ing refunds not previously
billed.

Amounts of full or partial
recoveries of travel advances
by cash collections or by set-
off from travel vouchers

8/22/63

Credit this account with:

2.

10.
12.

Amounts of excess cash bal-
ance returned to the Central
Office.

Amounts of vouchers and
schedules certified for pay-
ment.

Amounts of funds represent-
ing reimbursements collected,
transferred to the Central Of-
fice as of the close of each
month.

Amounts of advances made to
employees for official travel.
Net amounts paid to travelers
in those instances where

Page 1



7-20-19

Debit this account with:

19.

20.

32.

chargeable to other appro-
priation(s).

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.
Amounts of cash disburse-
ments for travel advances
which have not been accom-
plished by the Treasury Re-
gional Office at the end of
each month.

Amounts of month-end ad-
justments for cash collee-
tions representing refunds
in transit reversed as of the
beginning of the following
month.

Amounts of month-end 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.

Amounts collected represent-
ing reimbursements not pre-
viously  billed, including
amounts of jury service fees
and annual leave lump sum
repayments turned over to
the Agency by employees.

101.24 Imprest Fund Advance

Description of General Ledger Accounts

Credit this account with:

21.

22.

23.

24.

recoveries in full of travel ad-
vances are made by deductions
from travel vouchers and
where the amounts of approved
vouchers exceed the amounts
of advances.

Amounts of cash collections
representing refunds in transit
at the end of each month.
Amounts of cash collections
representing reimbursements
and travel advance repayments
in transit at the end of each
month.

Amounts of month-end adjust-
ments for unaccomplished ad-
ministrative expense disburse-
ments reversed as of the
beginning of the following
month.

Amounts of month-end adjust-
ments for unaccomplished
travel advance disbursements
reversed as of the beginning
of the following month.

This is a debit balance (asset) account maintained to record the

amounts of imprest fund advances, and increases and decreases therein,
received by cashiers from Treasury Regional Offices.

Debit this account with:

33.

34.

Amount of initial imprest
fund advance received from
Treasury Regional Office.
Increases in the amount of
imprest fund advance.

Page 2

Credit this account with :

35.

Decreases in the amount of
imprest fund advance.
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Description of General Ledger A t 7-20-19

131.11 Accounts Receivable

This is a debit balance (asset) account maintained to show the out-
standing amount of refunds due because of overpayments or erroneous
payments previously made. The debit balance of this account repre-
sents the total of bills rendered for which refund collections have not
been received.

Debit this account with: Credit this account with :

7. Amounts of bills rendered to 8. Amounts of previously billed
effect collections of refunds refunds collected.
due.

131.13 Accounts Receivable—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 collected, but for which bill-
ings have been rendered.

Debit this account with: Credit this account with:
4. Amounts of bills rendered to 5. Amounts of previously billed
effect collections of reim- reimbursements collected.
bursements.

131.14 Accounts Receivable—Travel Advances

This is a debit balance (asset) control account maintained to record
transactions in connection with cash advances made to employees for
official travel. The debit balance of this account represents the total
outstanding amount due for travel advances made by the Regional
Office.

Debit this account with: Credit this account with:
10. Amounts of advances madeto 11. Amounts of partial recoveries
employees for official travel. of travel advances by deduec-

tions from travel vouchers,
where the amounts of advances
exceed the amounts of ap-
proved vouchers.

12. Amounts of recoveries in full
of travel advances by dedue-
tions from travel vouchers
where the amounts of ap-
proved vouchers exceed the
amounts of advances.

13. Amounts of full or partial re-
coveries of travel advances by
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7-20-19 Description of General Ledger Accounts

Credit this account with:

cash collections or by setoff
from travel vouchers charge-
able to other appropriation(s).

141.11 Administrative Property and Equipment

This is a debit balance (asset) account maintained to record disburse-
ments during the current fiscal year in connection with the acquisition
of administrative property and equipment.

Debit this account with: Credit this account with:

14. Amounts applicable to equip- 31. Recorded value of administra-
ment purchases, as deter- tive property and equipment
mined from monthly distri- and related amount of in-
bution of net expenditures. vested and donated ecapital,

transferred to the property
ledger as of the close of each
fiscal year.

201.11 Accounts Payable

This is a credit balance (liability) account maintained to record the
amounts of cash disbursements which have not been accomplished by
the Treasury Regional Office at the end of each month.

Debit this account with: Credit this account with:

23. Amounts of month-end ad- 19. Amounts of cash disburse-
justments for unaccomplished ments for administrative ex-
administrative expense dis- penses which have not been
bursements reversed as of the accomplished by the Treasury
beginning of the following Regional Office at the end of
month. each month.

24. Amounts of month-end ad- 20. Amounts of cash disburse-
justments for unacecomplished ments for travel advances
travel advance disbursements which have not been accom-
reversed as of the beginning plished by the Treasury Re-
of the following month. gional Office at the end of each

month.

201.12 Liability for Imprest Fund Advance

This is a credit balance (liability) account maintained to record the
liability for imprest fund advances to cashiers.

Debit this account with: Credit this account with:

35. Decreases in the amount of 33. Amount of initial imprest fund
imprest fund advance. advance received from Treas-
ury Regional Office.
34. Increases in the amount of
imprest fund advance.
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Description of G al Ledger A t 7-20-19

301.21 Invested and Donated Capital

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 fiscal year-end
closing entries.

Debit this account with: Credit this account with:
28. Amount of balance in Ae- 29. Amount of balance in Account

count 501.11 transferred to
Account 301.21 as of the
close of each fiscal year.

311.16 transferred to Account
301.21 as of the close of each
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
fiscal year.

311.14 Unobligated Allotments

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 Ledger.

Debit this account with: Credit this account with:

16. Current month total of obli- 15. Current month total of allot-
gations incurred. ments. (See Transaction No.
18. Current month total of net 15, Section 7-20-20, for note
disbursement vouchers. concerning a decrease of al-
lotment.)
17. Current month total of obli-
gations liquidated.

311.15 Unliquidated Obligations

This is a credit balance (budgetary) account maintained to show the
total amount of unliquidated obligations chargeable to the allotment,
the details of which are shown in the Allotment Ledger.

Credit this account with:

16. Current month total of obli-
gations incurred.

Debit this acecount with:

17. Current month total of obli-
gations liquidated.

311.16 Expended Appropriations

This is a credit balance (budgetary) account maintained to show the
total net amount of disbursements certified or approved for payment
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7-20-19 Description of General Ledger Accounts

from the allotment, the details of which are shown in the Allotment
Ledger.

Debit this account with: Credit this account with:

19. Amounts of cash disburse- 18. Current month total of net
ments for administrative ex- disbursement vouchers.
penses which have not been 21. Amounts of cash collections
accomplished by the Treas- representing refunds in transit
ury Regional Office at the at the end of each month.
end of each month. 23. Amounts of month-end ad-

25. Amounts of month-end ad- justments for unaccomplished
justments for ecash collec- administrative expense dis-
tions representing refunds in bursements reversed as of the
transit reversed as of the be- beginning of the following
ginning of the following month.
month.

29. Amount of balance in Aec-
count 311.16 transferred to
Account 301.21 as of the
close of each fiscal year.

331.51 Regional Office Books—Account with Central Office

This is a Regional interoffice control account maintained to show all
transfers, except budgetary transactions, between the Central Office
and the Regional Office.

Debit this account with: Credit this account with:

2. Amounts of excess cash bal- 1. Amounts transferred from
ance returned to the Central Central Office Cash Account.
Office.

6. Amounts of funds represent- 27. Amount of balance in Account
ing reimbursements collected, 401.11 transferred to the Cen-
transferred to the Central tral Office as of the close of
Office as of the close of each each fiscal year.
month.

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. 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
fiscal year.

Page 6 8/22/63



Description of G I Ledger A ts

7-20-19

341.51 Regional Office Books—Account with Central Office

This is a Regional interoffice control account maintained to show all
budgetary transfers in connection with allotments made to the Regional

Office.
Debit this account with :

15. Current month total of allot-
ments. (See Transaction No.
15, Section 7-20-20, for note
concerning a decrease of al-
lotment.)

401.11 Operating Reimbursable Earnings

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. Recorded 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.

This is a credit balance (income) account maintained to show the

accumulated amounts of reimbursements for services rendered, ma-
terials and supplies furnished, ete., during the fiscal year, the original
costs of which were charged to the appropriation subject to such re-

imbursement.
Debit this account with :

27. Amount of balance in Aec-
count 401.11 transferred to
the Central Office as of the
close of each fiscal year.

501.11 Current Costs—Administrative

Credit this acecount with:

4. Amounts of bills rendered to
effect collections of reimburse-
ments.

32. Amounts collected 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.

This is a debit balance (expense) account maintained to show the
total amount of operating costs charged to the appropriation during

each fiscal year.

Debit this account with:

14. Amounts applicable to cur-
rent costs as determined
from monthly distribution of
net expenditures.

8/22/63

This account will control the subsidiary records
maintained in connection therewith.

Credit this acecount with:

19. Amounts of ecash disburse-
ments for administrative ex-
penses which have not been
accomplished by the Treasury
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7-20-19

21.

23.

551.12 Undistributed Administrative Expenses

Amounts of cash collections
representing  refunds in
transit at the end of each
month.

Amounts of month-end ad-
justments  for  unaccom-
plished administrative ex-
pense dishbursements reversed
as of the beginning of the
following month.

25.

28.

Description of General Ledger Accounts

Regional Office at the end of
each month.

Amounts of month-end adjust-
ments for cash collections rep-
resenting refunds in transit
reversed as of the beginning of
the following month.

Amount of balance in Account
501.11 transferred to Account
301.21 as of the close of each
fiscal year.

This account is maintained as a clearing 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 :

3.

11.

12.

Amounts of vouchers and
schedules certified for pay-
ment.

Gross amounts of approved
travel vouchers applied in
partial repayments of travel
advances where the amounts
of advances exceed the
amounts of approved vouch-
ers.

Gross amounts of approved
travel vouchers applied in
full repayments of travel ad-
vaneces, where the amounts of
such vouchers exceed the
amounts of advances.

Credit this account with:

7.

9.

Amounts of bills rendered to
effect collections of refunds
due.
Amounts collected represent-
ing refunds not previously
billed.

14. Amounts of net expenditures

distributed as of the close of
each month,

8/22/63



Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures
Chapter 20. Salaries and Expenses

Section 20

7-20-20

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number

Description

1. Amounts transferred from

n

. Amounts

. Amounts

(‘entral Office Cash Ac-
count. Posting media:
Inter Office Transfer
Vouchers.

Amounts of excess cash
balance returned to the
Central Office. Posting
media: Inter Office Trans-
fer Vouchers.

of vouchers
and schedules certified for
payment. Posting media:
Vouchers and Schedules of
Payments; Vouchers and
Schedules of Withdrawals
and Credits; and Form
GSA 789, Statements,
Vouchers and Schedules
of Withdrawals and Cred-
its; as appropriate.

. Amounts of bills rendered

to effect collections of re-
imbursements. Posting me-
dia: Vouchers and Sched-
ules of Withdrawals and
Credits (or Vouchers for
Transfers Between Appro-
priations and/or Funds in
those cases where the of-
fice billed is required to
issue a check).

of previously
billed reimbursements col-
lected. Posting media: ac-
complished Vouchers and

12/5/61

Dr.
101.12

331.51

551.12

131.13

101.12

Cr.

331.01

101.12

101.12

401.11

131.13

Title of Account

Cash.
Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.

Cash.

Undistributed Admin-
istrative Expenses.

Cash.

Accounts Receivable—
Reimbursements Billed.

Operating Reimburs-
able Earnings.

(Cash.

Accounts Receivable—
Reimbursements Billed.
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7-20-20

Trans-
action

Number

10.

11.

. Amounts

Description

Schedules of Withdrawals
and Credits (or Certifi-
cates of Deposit when re-
mittances received are de-
posited).

. Amounts of funds repre-

senting reimbursements
collected, transferred to
the Central Office as of the
close of each month. Post-
ing media: Inter Office
Transfer Vouchers.

. Amounts of bills rendered

to effect collections of re-
funds due. Posting media:
Bills for Collection, Vouch-
ers for Transfers Between
Appropriations and/or
Funds and Vouchers and
Schedules of Withdrawals
and Credits.

of previously
billed refunds collected.
Posting media: Certifi-
cates of Deposit or ac-
complished Vouchers and
Schedules of Withdrawals
and Credits.

. Amounts collected repre-

senting refunds not pre-
viously billed. Posting me-

dia: Certificates of De-
posit.
Amounts of advances

made to employees for of-
ficial travel. Posting me-
dia: Vouchers and Sched-
ules of Payments.

Amounts of partial recov-
eries of travel advances
by deductions from travel
vouchers, where the
amounts of advances ex-
ceed the amounts of

Page 2

Typical Transactions with Appropriate Entries

Dr.

331.51

131.11

101.12

101.12

131.14

551.12

Cr.

101.12

551.12

131.11

551.12

101.12

131.14

Title of Account

Regional Office Books—
Account with Central
Office.

Cash.

Accounts Receivable.

Undistributed Adminis-
trative Expenses.

Cash.

Accounts Receivable.

Cash.

Undistributed Adminis-
trative Expenses.

Accounts Receivable—
Travel Advances.

Cash.

Undistributed Adminis-
trative Expenses.

Accounts Receivable—
Travel Advances.
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Typical Transactions with Appropriate

Trans-

action

Number

13.

14.

16.

Description
approved vouchers. Post-
ing media: Vouchers and
Schedules of Payments.

. Amounts of recoveries in

full of travel advances by
deductions from travel
vouchers, where the
amounts of approved
vouchers exceed the
amounts of advances. Post-
ing media: Vouchers and
Schedules of Payments.

Amounts of full or par-
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 Deposit or Sched-
ules of Voucher Deduc-
tions.

Amounts of net expendi-
tures distributed as of the
close of each month. Post-
ing media: Monthly Sum-
maries of Allotment
Ledger Totals—Net Dis-
bursement Vouchers col-
umn.

5. Current month total of al-

lotments. (NOTE: Where
the current month total is
a decrease, Account 311.14
shall be debited and Aec-
count 341.51 credited.)
Posting media: Monthly
Summaries of Allotment
Ledger Totals — Allot-
ments column.

Current month total of ob-
ligations incurred. Post-
ing media: Monthly Sum-
maries of  Allotment
Ledger  Totals—Obliga-
tions Incurred column.

12/5/61

Entries

551.12

101.12

141.11
501.11

341.51

311.14

Cr.

101.12
131.14

131.14

551.12

311.14

311.15

7-20-20

Title of Account

Undistributed Adminis-
trative Expenses.
Cash.

Accounts Receivable—
Travel Advances.

Cash.

Accounts Receivable—
Travel Advances.

Administrative  Prop-
erty and Equipment.
Current Costs—Admin-
istrative.

Undistributed Admin-
istrative Expenses.

Regional Office Books—
Account with Central
Office.

Unobligated Allotments.

Unobligated Allotments.

Unliquidated Obliga-
tions.
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7-20-20

Trans-

action

Number Description

17. Current month total of ob-

18.

19.

21.

ligations liquidated. Post-
ing media: Monthly Sum-
maries of  Allotment
Ledger  Totals—Obliga-
tions Liquidated column.

Current month total of
net disbursement vouchers.
Posting media: Monthly
Summaries of Allotment
Ledger Totals—Net Dis-
bursement Vouchers col-
umn.

Amounts of cash disburse-
ments for administrative
expenses which have not
been accomplished by the
Treasury Regional Office
at the end of each month.
Posting media: Journal
Vouchers.

. 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 : Journal Vouch-
ers.

Amounts of cash collee-
tions representing refunds
in transit at the end of
each month. Posting me-
dia: Journal Vouchers.

. Amounts of cash collee-

tions representing reim-
bursements and travel ad-
vance repayments in
transit at the end of each
month. Posting media:
Journal Vouchers.

Page 4

Typical Transactions with Appropriate Entries

Dr.
311.15

311.14

101.12
311.16

101.12

101.11
501.11

101.11

Cr.

311.14

311.16

201.11
501.11

201.11

101.12
311.16

101.12

Title of Account

Unliquidated Obliga-
tions.

Unobligated Allotments.

Unobligated Allotments.

Expended Appropria-
tions.

Cash.

Expended Appropria-
tions.

Accounts Payable.

Current Costs—Admin-
istrative.

Cash.

Accounts Payable.

Cash in Transit.

Current Costs—Admin-
istrative.

Cash.

Expended Appropria-
tions.

Cash in Transit.

(Cash.
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Typical Transactions with Appropriate Entries

Trans-

action

Number Description

23. Amounts of month-end

24.

26.

27.

adjustments for unaccom-
plished administrative ex-
pense disbursements re-
versed as of the beginning
of the following month.

Posting media: Journal
Vouchers.
Amounts of month-end

adjustments for unaccom-
plished travel advance dis-
bursements reversed as of
the beginning of the fol-
lowing month. Posting me-
dia: Journal Vouchers.

. Amounts of month-end ad-

justments for cash collec-
tions representing refunds
in transit reversed as of
the beginning of the fol-
lowing month. Posting me-
dia: Journal Vouchers.

Amounts of month-end ad-
justments for cash col-
lections representing re-
imbursements and travel
advance repayments in
transit reversed as of the
beginning of the following
month. Posting media:
Journal Vouchers.

Amount of balance in Ac-
count 401.11 transferred
to the Central Office as of
the close of each fiscal
year. Posting media: In-
ter Office Transfer Vouch-
ers.

8/22/63

Dr.

201.11
501.11

201.11

101.12
311.16

101.12

401.11

Cr.

101.12
311.16

101.12

101.11
501.11

101.11

331.51

7-20-20

Title of Account

Accounts Payable.

Current Costs—Admin-
istrative.

Cash.

Expended Appropria-
tions.

Accounts Payable.
Cash.

Cash.

Expended Appropria-
tions.
Cash in Transit.

Current Costs—Admin-
istrative.

Cash.

Cash in Transit.

Operating  Reimburs-
able Earnings.

Regional Office Books—

Account with Central
Office.
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7-20-20

Trans-

action

Number

Description

Typical Transactions with Appropriate Entries

Dr.

28. Amount of balance in Ac- 301.21

29.

30.

31.

32.

count 501.11 transferred
to Account 301.21 as of
the close of each fiscal
year. Posting media: In-
ter Office Transfer Vouch-
ers.

Amount of balance in Ac-
count 311.16 transferred
to Account 301.21 as of
the close of each fiscal
year. Posting media: In-
ter Office Transfer Vouch-
ers.

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 media. Inter
Office Transfer Vouchers.

Recorded value of admin-
istrative  property and
equipment and related
amount of invested and
donated ecapital, trans-
ferred to the property
ledger as of the close of
each fiscal year. Posting
media: Inter Office Trans-
fer Vouchers.

Amounts collected 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.

Page 6

311.16

331.51

301.21

331.51

101.12

Cr.

501.11

301.21

341.51

141.11

341.51

401.11

Title of Account

Invested and Donated
Capital.

Current Costs—Admin-
istrative.

Expended Appropria-
tions.

Invested and Donated
Capital.

Regional Office Books—
Account with Central
Office.

Regional Office Books—
Account with Central
Office.

Invested and Donated
Capital.

Regional Office Books—
Account with Central
Office.

Administrative  Prop-
erty and Equipment.

Regional Office Books—
Account with Central
Office. .

Cash.

Operating  Reimburs-
able Earnings.
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Typical Transactions with Appropriate Entries

Trans-
action
Number Description Dr.

33. Amount of initial imprest 101.24
fund advance received
from Treasury Regional
Office.  Posting media:
Journal Vouchers.

34. Increases in the amount of 101.24
imprest fund advance.
Posting media: Journal
Vouchers.

35. Decreases in the amount 201.12
of imprest fund advance.
Posting media: Journal
Vouchers or Vouchers and
Schedules of Payments.

8/22/63

7-20-20

Cr. Title of Account

Imprest Fund Advance.

201.12 Liability for TImprest
Fund Advance.

Imprest Fund Advance.

201.12 Liability for Imprest
Fund Advance.
Liability for Imprest
Fund Advance.

101.24 Imprest Fund Advance.
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Administrative Practice Handbook—Field Service 7-21-1
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 1

INTRODUCTION

This procedure prescribes the fiscal 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
should be made to the instructions in Part 6, Volume V.

The accounting system provides for decentralized 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 Office books.
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Administrative Practice Handbook—Field Service 7-21-2
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 2

TRANSACTIONS BETWEEN OFFICES

Transactions resulting in increases and decreases in administrative
property and equipment accounts maintained in Regional Office prop-
erty ledgers shall be documented in each case by an Inter Office Transfer
Voucher, Form H-219. Exhibit A illustrates the form of Inter Office
Transfer Voucher which 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 and Accounts is the re-
ceiving office. Exhibit B illustrates the form of Inter Office Transfer
Voucher which will be prepared by the Division of Finance and Aec-
counts as issuing office for Transactions Nos. 1 and 2. For these trans-
actions the Regional Office is the receiving office.

It will be noted that in the case of transfers of property between
Regional Offices, the accounting for such transfers requires the prepara-
tion of two Inter Office Transfer Vouchers; the first by the Regional
Office releasing the property and the seecond by the Division of Finance
and Accounts.

Inter Office Transfer Vouchers shall be prepared in duplicate by the
originating office and insofar as possible shall 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 oceur. 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 prepared by Regional Offices shall be
addressed to the Division of Finance and Accounts. Regional Offices
located west of the Mississippi River shall forward the documents by
airmail.
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Transactions Between Offices

EXHIBIT A

7-21-2

N-219
G-51)

HOUSING AND HOME FINANCE AGENCY

OFFICE OF THE ABMINISTRATOR

TRANS. VOUCNER WO.

NTER OFFICE TRANSFER VOUCHER

DATE ISSUED

1SSUING OFFICE

RECEIVING OFFICE

(Location of Regional Office)

Washington, D. C.

MONTH RECORDED

HONTH RECORNED

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
ADMINISTRATIVE PROPERTY AND EQUIPMENT

See description given in Transactions Nos. 3 through
12, Section 7-21-9. Add references to supporting
correspondence, reports, forms, etc., authorizing or

approving the transactions.

ISSUING OFFICE RECEIVIKG OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
NR, A/IC CR. A/C AMOUNT OR. _Aic__ CR. A_/E,‘____.__ AMOUNT
TRANSACI'IONS NOS. 6b 7, 8, 9, 10 apd 12
331.51 141,11 000X
301.21 341.51 XK * * $ 00
TRANSACTIONS NOS. 3) 4 and 11
141,11 331.51 5 xoxx
341.51 301.21 XXXK * * $ xoexx
TRANSACTION NO. 5
331.51 141,11 XK 2115 G * $ xoxx
301.21 341.51 poeed * 301.21 prected
* Appyopriate control account nupber under categories 331 or 3tl.
SIGUATURE SIGNATURE

e, v e
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7-21-2

Transactions Between Offices

EXHIBIT B

W-219 (3-51)
TRARS. YOUCHER WO.

HOUSING AND HCME FINANCE AGENCY
OFFICE OF THE ABMINIBTAATOR

DATE 1SSUED

INTER OFFICE TRANSFER VOUCHER

ISSUIRG OFFICE
Washington, D. C.
RECEIVING OFFICE
(Location of Regional Office)

DETAIL OF TRANSFER OR LISTING OF ATTACHED DGCUMENTS

MONTH RECORDED

MORTH RECORDED

ADMINISTRATIVE PROPERTY AND EQUIPMENT

See description given in Transactions Nos. 1 and
2, Sectien 7-21-9. Add references to supporting
correspondence, reports, forms, etc., authorizing

or approving the trensactions.

ISSUING OFFICE RECEIVING OFFICE
POSTINGS TO.GENERAL LEDGER POSTINGS TO GENERAL LEDGER
DR. &/C CR. A/C AMOUNT DR. A/C CR. A/C AMOUNT
TRANSACTION NO. 1
* 141.11 XXXX 141.11 331.51 $ xxxx
301.21 * XXXX 341,51 301.21 XXX
TRANSACTION NO. 2
* * $oox | 1Bl 331.51 $ xooxx
341.51 301.21 X
* Approprigte control acequnt number ynder categories 331 or 3hl.

SISRRTURE SIGHATURE
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Administrative Practice Handbook—Field Service 7-21-3
Part 7. Accounting and Fiscal Procedures

Chapter 21. Administrative Property and Equipment

Section 3

ACQUISITION BY PURCHASE

The acquisition of administrative property and equipment by pur-
chase from funds available therefor in an open appropriation (one
which has not lapsed) shall be recorded in the Allotment and General
Ledgers maintained for the appropriation in the manner preseribed in
Section 7-20-16. The value of administrative property and equipment
received and paid for during each fiscal 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
7-21-9 and Exhibit A, Section 7-21-2.

If an item of administrative property and equipment is traded in on
another item and the balance of the purchase price is disbursed from
funds in an open appropriation, the amount disbursed shall be recorded
in the appropriation records. The book value of the item traded 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 7-21-2. Under this procedure, the accounts in the
property ledger, as of the close of the fiscal year in which such transac-
tion takes place, will show the full cost of acquisition by the Government
(total purchase price, which includes the trade-in allowance) of the
newly acquired item.
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Administrative Practice Handbook—Field Service 7-21-4
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

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 an Inter Office Transfer Voucher, Form
H-219, in accordance with Transaction No. 6, Section 7-21-9, and Ex-
hibit A, Section 7-21-2, and forward the original to the Division of
Finance and Accounts. The Division of Finance and Accounts will then
prepare an Inter Office Transfer Voucher in accordance 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 Transfer Voucher in accordance with Transaction No. 5
and Exhibit A, Section 7-21-2.

‘When administrative property and equipment is transferred from the
Central Office to a Regional Office, the Division of Finance and Accounts
will prepare an Inter Office Transfer 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 ageney or to a constituent agency
and a receipt therefor has been received from the transferee, the Re-
gional Office shall prepare an Inter Office Transfer 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 from another Government agency or from a constituent
agency, the Regional Office shall prepare an Inter Office Transfer
Voucher in accordance with Transaction No. 3 and Exhibit A, Section
7-21-2.

In the case of administrative property and equipment which 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. 122, Transfer Order, Excess Personal Prop-
erty, or other similar forms relieving the Regional Office of accounta-
bility, an Inter Office Transfer Voucher, with 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 records.
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Administrative Practice Handbook—Field Service 7-21-5
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 5

DISPOSITION OTHER THAN BY TRANSFER OR TRADE-IN
AND ADJUSTMENTS

An Inter Office Transfer Voucher, 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 Survey, Form H-27, in accordance with Transaction No. 8,
Section 7-21-9 and Exhibit A, Section 7-21-2. 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 and 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 Transfer Voucher in accordance with Transaction
No. 9 and Exhibit A. The sales proceeds shall be processed in accordance
with 7 GAO 3520. The purchase of the new item will be made from
funds in an open appropriation as discussed in Section 7-21-3.

An Inter Office Transfer Voucher shall be prepared by the Regional
Office for adjustments to be made in the recorded value of property and
equipment in acecordance with an approved reconciled physical inven-
tory. See Transaction No. 11 for increases in the recorded value and
Transaction No. 12 for decreases in the recorded value. Also see
Exhibit A, Section 7-21-2.
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Administrative Practice Handbook—Field Service 7-21-6
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 6

GENERAL LEDGER

S. F. 1014-Revised shall be used for the General Ledger. General
Ledger accounts shall be established and maintained in accordance with
the Chart and Description of General Ledger Accounts, 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 all
administrative property and equipment received and paid for and
acquired without exchange of funds.
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Administrative Practice Handbook—Field Service 7-21-7
Part 7. Accounting and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 7

CHART OF GENERAL LEDGER ACCOUNTS

Account
Category Number Title

ASSETS
141
Administrative
Property and
Equipment:

141.11 Administrative Property and Equip-
ment

CAPITAL
301
Capital and
Paid In
Surplus:
301.21 Invested and Donated Capital

INTER OFFICE CONTROL ACCOUNTS

331
Real and
Nominal
Accounts:
331.51 Regional Office Books—Account with
Central Office
341
Budgetary
Accounts
(Allotments,
ete.)
341.51 Regional Office Books—Account with
Central Office
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Administrative Practice Handbook—Field Service

Part 7. Accounting and Fiscal Procedures

7-21-8

Chapter 21. Administrative Property and Equipment

Section 8

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

141.11

Administrative Property and Equipment

This is a debit balance (asset) account maintained to record the
cost or the established fair value of administrative property and
equipment on hand aequired 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 :

1. Value of property and equip-
ment transferred from Cen-
tral Office.

. Value of property and equip-
ment transferred from an-
other Regional Office.

3. Value of property and equip-
ment transferred without
exchange of funds from a
constituent agency or from
another Government agency.

Do

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 accordance with an
approved reconciled physical
inventory.

3/25/64

Credit this account with :

5.

10.

Value of property and equipment
transferred to the Central Of-
fice.

. Value of property and equipment

transferred to another Regional
Office.

. Value of property and equipment

transferred without exchange of
funds to a constituent agency or
to another Government agency.

. Value of property and equipment

disposed of on the basis of an ap-
proved Report of Survey where
there is recovery in whole or in
part or where there is no recov-
ery.

. 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.

Book value less trade-in allow-
ance of equipment traded in on
the purchase of new equipment.

. Decreases in the recorded value

of property and equipment in
accordance with an approved
reconciled physical inventory.
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7-21-8 Description of General Ledger Accounts

301.21 Invested and Donated Capital

This is a credit balance (capital) account maintained to show 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 trade-in
allowances on purchases during the current fiscal year.

Debit this aceount with : Credit this account with :

5. Value of property and equip- 1. Value of property and equipment
ment transferred 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 another 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 Report of tion ledgers as of the close of
Survey where there is recov- each fiscal year.

ery in whole or in part or
where there is no recovery.

9. Value of property and equip- 11. Increases in the recorded value

ment disposed of by sale of property and equipment in
when the proceeds of such accordance with an approved
sale are authorized for use reconciled physical inventory.

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 new
equipment.

12. Decreases in the recorded
value of property and equip-
ment in accordance with an
approved reconciled physical
inventory.
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Administrative Property and Equipment

331.51

7-21-8

Regional Office Books—Account with Central Office

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 acecount with:

5. Value of property and equip-
ment transferred 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 without ex-
change of funds to a constit-
uent agency or to another
Government agency.

8. Value of property and equip-
ment disposed of on the basis
of an approved Report of
Survey where there is recov-
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 wuse in the
purchase of similar adminis-
trative property and equip-
ment.

10. Book value less trade-in al-
lowance of equipment traded
in on the purchase of new

equipment.

.Decreases in the recorded
value of property and equip-
ment in accordance with an
approved reconciled physical
inventory.

5/4/64

Credit this account with:

1

11.

Value of property and equipment
transferred from the Central
Office.

. Value of property and equipment

transferred from another Re-
gional Office.

. Value of property and equipment

transferred without exchange of
funds from a constituent agency
or from another Government
agency.

. Value of property and equipment

transferred from appropriation
ledgers as of the close of each
fiscal year.

Increases in the recorded value
of property and equipment in
accordance with an approved
reconciled physical inventory.
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7-21-8

341.51

Administrative Property and Equipment

Regional Office Books—Account with Central Office

This is a debit balance Regional Office control account maintained
to record invested and donated capital transactions between the Central

Office and the Regional Office.

Debit this account with:

1. Value of property and equip-
ment transferred from the
Central Office.

2. Value of property and equip-
ment transferred from an-
other Regional Office.

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 fiscal year.

11. Increases in the recorded
value of property and equip-
ment in aceordance with an
approved reconciled physical

inventory.

Page 4

Credit this account with :

5.

10.

12.

Value of property and equipment
transferred to the Central Office.

. Value of property and equipment

transferred to another Regional
Office.

. Value of property and equipment

transferred without exchange of
funds to a constituent agency or
to another Government agency.

. Value of property and equipment

disposed of on the basis of an ap-
proved Report of Survey where
there is recovery in whole or in
part or where there is no re-
covery.

. 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.

Book value less trade-in allow-
ance of equipment traded in on
the purchase of new equipment.

Decreases in the recorded value
of property and equipment in
accordance with an approved
reconciled physical inventory.
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Administrative Practice Handbook—Field Service

Part 7. Accouniing and Fiscal Procedures
Chapter 21. Administrative Property and Equipment

Section 9

7-21-9

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr. Cr. Title

1. Value of property and 141.11 Administrative Property
equipment transferred and Equipment.
from the Central Office.

331.51 Regional Office Books—

2. Value of property and Account with Central
equipment transferred Office.
from another Regional
Office.

341.51 Regional Office Books—

3. Value of property and Account with Central
equipment transferred Office.
without exchange of
funds from a constituent
agency or from another 301.21 Invested and Donated
Government agency. Capital.

4. 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-
ciled physical inventory.

5. Value of property and 331.51 Regional Office Books—
equipment transferred to Account with Central
the Central Office. Office.

6. Value of property and 141.11 Administrative Property
equipment transferred to and Equipment.
another Regional Office.

301.21 Invested and Donated
Capital.
3/25/64 Page 1



7-21-9

Trans-

action

Number Description
7.Value of property and

10.

12.

equipment transferred
without exchange of
funds to a constituent
agenecy or to another
Government agency, and
value of excess property
disposed of on the basis
of an approved Transfer
Order, Excess Personal
Property or other similar
form.

. Value of property and

equipment disposed of on
the basis of an approved
Report of Survey where
there is recovery in whole
or in part or where there
is no recovery.

. 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.

Book value less trade-in
allowance of equipment
traded in on the purchase
of new equipment.

Decreases in the recorded
value of property and
equipment in accordance
with an approved recon-
ciled physical inventory.

Page 2

Typical Transactions with Appropriate Entries

Title

341.51 Regional Office Books—

Account with Central
Office

3/25/64
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Administrative Practice Handbook—Field Service 7-22-1
Part 7. Accounting and Fiscal Procedures
Chapter 22. Federal Employees’ Group Life Insurance

Section 1

INTRODUCTION

This Section prescribes the fiscal and accounting requirements for
the Federal Employees’ Group Life Insurance 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 Manual issued by the United States
Civil Service Commission.

Under the Federal Employees’ Group Life Insurance Program there
is withheld from the salary of each insured employee, an amount not
to exceed the rate of 25¢ 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 from which his salary is paid, a sum not to exceed one-half
of the amount withheld from the employee.
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Administrative Practice Handbook—Field Service 7-22-2
Part 7. Accounting and Fiscal Procedures
Chapter 22. Federal Employees’ Group Llife Insurance

Section 2

SALARY DEDUCTIONS AND AGENCY CONTRIBUTIONS

The amounts deducted and withheld from the salary of each insured
employee and the contributions of this Agency applicable to each pay-
roll 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 Group Life Insurance, Retirement, and Health
Benefits.

S.F. 1166, Voucher and Schedule of Payments, which is used for
the purpose of certifying payrolls to the Treasury Regional Offices,
shall be processed in accordance with Section 7-1-5. On each Voucher
and Schedule of Payments 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 involved.

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-
counts) maintained under the Salaries and Expenses appropriation
(see Section 7-20-16).

Deductions from employees’ compensation for life insurance, and
adjustments thereof, shall be recorded on S.F. 1127-Revised, Individual
Pay Card, in the column provided for this purpose.
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Administrative Practice Handbook—Field Service 7-22-3
Part 7. Accounting and Fiscal Procedures
Chapter 22. Federal Employees’ Group Life Insurance

Section 3

ADJUSTING ERRORS

‘Where amounts 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 correct the excess
Agency contribution involved.

‘Where an incorrect computation results in an error in withholdings,
adjustment shall likewise be made on a subsequent payroll on which
the employee’s name appears.

Where an adjustment in withholdings is necessary in the case of a
separated employee, it shall be made in the final salary payment to
the individual, or to his beneficiary or estate if he is deceased. Adjust-
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 identified with specific individuals has been
made as a result of scheduling or otherwise, correction shall be effected
in the manner outlined in the preceding paragraph.
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Administrative Practice Handbook—Field Service 7-22-4
Part 7. Accounting and Fiscal Procedures
Chapter 22. Federal Employees’ Group Life Insurance

Section 4

REPORTS

The original S.F. 2812, Report 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 accordance with instructions set forth in the Life Insur-
ance Manual.

The retained copies of S.F. 2812 shall be placed in a numerical file
which will serve as a record of employee withholdings and Agency
contributions for Group Life Insurance during each calendar year.
For verification 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 Individual Pay Cards, 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
Schedules of Payments, S.F. 1166.
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Administrative Practice Handbook—Field Service 7-23-1
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 1

INTRODUCTION

This procedure preseribes the fiscal and accounting requirements with
respect to deductions from employees’ compensation and 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 amount equal to such deductions.

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
R-5-114), as modified herein, shall be followed.
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Administrative Practice Handbook—Field Service 7-23-2
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 2

SALARY DEDUCTIONS AND AGENCY CONTRIBUTIONS

The amounts withheld from the salary of each employee and the cor-
responding amounts 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 Serviece Commission in the total amount of deductions and
contributions for Retirement, Group Life Insurance, and Health
Benefits.

On each Voucher and Schedule of Payments, S.F. 1166, scheduling a
payroll there shall be shown as one amount the aggregate deductions
from employees’ salaries for Retirement, Group Life Insurance, and
Health Benefits and the amounts of the Agency 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 Agenecy for Retirement are payable
from the appropriation from which the related salaries are paid and
shall be recorded, together with Agency contributions for Life Insur-
ance, Health Benefits, and FICA, as shown on the Voucher and Schedule
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 7-20-16).

The aggregate of retirement deduections as shown on the Voucher and
Schedule of Payments shall be recorded in the Retirement General
Ledger in accordance with Transaction No. 1, Section 7-23-8.
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Administrative Practice Handbook—TField Service 7-23-3
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 3

EMPLOYEE TRANSFERS AND SEPARATIONS

INTEROFFICE 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 and Transfers.

All interoffice transfers of employees shall be documented by an
Inter Office Transfer Voucher, Form H-219, which shall be prepared in
duplicate by the office releasing the employee (transferor office). Such
Inter Office Transfer Vouchers shall be prepared by Regional Offices
in accordance with Exhibit A, where an employee is transferred to the
Central office; or in accordance with Exhibit B, where an employee is
transferred to another Regional Office. In the latter case, two Inter
Office Transfer Vouchers will be required. The first 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 such a transfer occurs at or near
the end of a calendar year, the Inter Office Transfer Voucher 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 which the trans-
action was recorded by the transferor office. The originals of all Inter
Office Transfer Vouchers prepared by Regional Offices for interoffice
employee transfers, accompanied by Indwidual Retirement Records,
S.F. 2806, shall be forwarded to the Division of Finance and Accounts
in sufficient 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 forward the
documents by airmail.

INTRA-AGENCY TRANSFERS

Intra-agency transfers are transfers of employees wholly within the
Housing and Home Finance Agency or between the Office of the Ad-
ministrator (including the Community Facilities Administration and
Urban Renewal Administration) and the constituent agencies (Federal
Housing Administration, Public Housing Administration, and Federal
National Mortgage Association). Even though such transfers do not
result in separation from the Housing and Home Finance Agency,

6/28/63 Page 1



7-23-3 Employee Transfers and Separations

all such transfers require the preparation of Registers of Separations
and Transfers (‘‘TA’’ 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 agencies (inter-agency
transfers) and separations from the Office of the Administrator (includ-
ing the Community Faecilities Administration and Urban Renewal Ad-
ministration) because of retirement, resignation, or otherwise, require
the preparation of Registers of Separations and 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.)

DISTRIBUTION OF REGISTERS

Registers of Separations and Transfers shall be prepared in triplicate
in accordance with the instructions set forth in the Retirement Manual.
One copy shall be retained by the Regional Office as the posting docu-
ment and one copy shall be forwarded to the Division of Finance and
Accounts. The original, together with the employee’s Individual Retire-
ment Record, shall be forwarded to the receiving constituent agency
(““TA’’ series) or to the United States Civil Service Commission
(‘““CSC”’ series).
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Employee Transfers and Separations

EXHIBIT A

7-23-3

W-219 (3-51)

Teans. vevcaer 89,
HOUSING AND HOME FINANCE AGENCY
OFPICE OF THE ABNINISTRATOR

PATE issvEd

INTER OFFICE TRANSFER VOUCHER

1SSUING OFFICE

RECEIVING GFFIC

(Location of Regional Office)

WORTN RECORDED

HONTH RECORDED

Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
RETIREMENT
Total amount of retirement deductions to the credit of

(name ) who transferred from

Region No. N (locstlon) to the Central

Office, as recorded on the employee's Individual Retire=

ment Record, S.F. 2806, attached.

1S3VING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C CR. A/C AMOUNT OR. A/IC CR.A/C AMOUNT
251.13 101.23 $ 0
(See Transaction Nb. 5,
Section 7-23-8)
SIGuATHRE slenarure
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Employee Transfers and Separations

EXHIBIT B

219 (3-51)

HOUSING AND HOME FINANCE AGENCY
OFFICE OF THR ADNINISTRATOR

INTER OFFICE TRANSFER VOUCHER

TeaRS. vOuCHER 8O

BATE t38vED

RECEIVIBE OFF

188vIa8 SFFACH

et

1 Office)

uORTH RECORDEN

Waghington, D. C.

nonin RECORIED

Total amount of retirement deductions to the credit of

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS

RETIREMENT

b(mme) who transferred from
Region No. 5 (location) to'Region
No. N ) ) (location) as recorded

on the employee's Individual Retirement Record, S.F.

2806, attached.

SSVING OFFICE

RECEIVING OFFICE

POSTINGS, TO-GENERAL LEDGER

POSTINGS TO GENERAL LEDGER

NGS, TOGENE
OR, A/C CR. A/C AMOUNT DR. A/C CR. A/C ANOUNT
251.13 101.23 $ xxxx

(See|Transaction Nop S5,
Section 7-23-8)
sis0atHl siseatvei
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Administrative Practice Handbook—Field Service 7-23-4
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 4

BOOKS AND RECORDS

GENERAL LEDGER

A separate General Ledger shall be established and maintained in ac-
cordance with the Chart and Description of General Ledger Accounts,
Sections 7-23-6 and 7-23-7, respectively. S.F. 1014-Revised shall be used
for this purpose. Refer to ‘‘Typical Transactions with Appropriate
Entries,’’ Section 7-23-8, for the accounting documents which support
entries in the General Ledger. A General Ledger account has not been
provided for recording the amounts of Agency contributions, since these
amounts are recorded as operating administrative costs (see Section
7-23-2).

RELATED RECORDS

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, Individual Pay Card.
At the end of each calendar year, or during the calendar year in cases
where employees are separated or transferred, the aggregate amount of
retirement deductions applicable to payrolls paid in the current calendar
year, as shown on each employee’s Individual Pay Card, shall be re-
corded under the Fiscal Record section of his Individual Retirement
Record, S.F. 2806, in column (6) and reflected in the accumulated total
in column (7). The amounts of such deductions when posted to the
Individual Retirement Records shall also be recorded in the General
Ledger in accordance with Transaction No. 4, Section 7-23-8.

6/28/63 T Page 1



Administrative Practice Handbook—Field Service 7-23-5
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 5

REPORTS

REPORT OF WITHHOLDINGS AND CONTRIBUTIONS

The original S.F. 2812, Report of Withholdings and Contributions
(Health Benefits, Group Life Insurance, and Civil Service Retirement),
together with the check 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. Instruetions for preparing this report are included
in Pages R-5-91 and R-5-92 of the Retirement Manual.

QUARTERLY REPORT

As of the close of each calendar quarter (March 31, June 30, Sep-
tember 30 and December 31), a Cumulative Quarterly Report of Intra-
Agency Transfers, Form H-200.28, shall be prepared in accordance
with the instructions contained in Section 3-3-3, Volume II. The original
only of the report shall be forwarded to the Division of Finance and
Accounts and shall be mailed in time to be rececived not later than the
15th business day following the close of each quarterly period.

ANNUAL SUMMARY

As of the close of the last pay period paid in each calendar year,
Regional Offices shall prepare an Annual Summary—Retirement Fund
Transactions, S.F. 2807-2, in accordance with the instructions contained
in Chapter R-5, Retirement Manual, and as provided herein. With
respect to intra-agency transfers in and out, for reporting on lines 4A
and 8A, respectively, reference should be made to the instructions under
the heading Quarterly Report of Intra-Agency Transfers, Section 3-3-3,
Volume II. Interoffice transfers in (for internal informational pur-
poses), properly identified as such, shall be reported on line 4B, and
such amount will be eliminated by the Division of Finance and Accounts
prior to preparation and submission of the consolidated annual sum-
mary to the Agency Retirement Officer. Two separate amounts, each
properly identified, shall be reported in place of line 8B ; one total repre-
senting ‘‘Interoffice 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 ‘‘Interoffice Transfers
Out’’ will be eliminated by the Division of Finance and Accounts prior
to submission of the consolidated annual summary. Particular attention
is directed to the requirement in Chapter R-5, Retirement Manual, for
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7-23-3 Reports

reporting agency contributions and for showing, on the reverse of the
annual summary, reconciliation of (1) ageney contributions and salary
deductions, (2) deductions reported and deposited, and (3) contribu-
tions reported and deposited. The Annual Summary—Retirement Fund
Transactions shall be prepared in duplicate and the copy shall be re-
tained by the Regional Office. The original, accompanied by the original
and one copy of the Register of Adjustments, S.F. 2807-1 (if prepared),
shall be forwarded to the Division of Finance and Accounts in time to
be received not later than February 15, following the close of the
calendar year.
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Administratlve Practice Handbook—Field Service 7-23-6
Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 6

CHART OF GENERAL LEDGER ACCOUNTS

Account

Category Number Title
ASSETS

101
Cash:

101.23 Retirement and Disability Fund

LIABILITIES

251
Other
Credits:

251.13 Retirement—Salary Deductions—
Prior Periods

251.14 Retirement—Salary Deductions—
Current Year
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Administrative Practice Handbook—Field Service 7-23-7

Part 7. Accounting and Fiscal Procedures
Chapter 23. Retirement

Section 7

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.23 Retirement and Disability Fund

This is a debit balance statistical account and includes the aggregate
of the amounts entered on the current calendar year Individual Pay
Cards and on the Individual Retirement Records. The balance in this
account shall equal the sum of the balances in Account 251.13 and
251.14.

Credit this account with:
5. Total amounts of retirement de-

Debit this account with:
1. Amounts of retirement dedue-

tions withheld from employees’
salaries during the current

calendar year as reflected on
Individual Pay Cards.

ductions to the credit of em-
ployees transferred to the Cen-
tral Office or to another Regional
Office as reflected on Individual
Retirement Records.

2. Total amounts of retirement
deductions to the credit of em- . Total amounts of retirement de-
ployees acquired by transfer ductions to the credit of em-
from the Central Office or from ployees transferred to a con-
another Regional Office as re- stituent agency as reflected on
flected on Individual Retire- Individual Retirement Records.
ment RBecords. . Total amounts of retirement de-

3. Total amounts of retirement ductions to the credit of em-

deductions to the credit of em-
ployees acquired by transfer
from a constituent agency as
reflected on Individual Retire-
ment Records.

ployees separated from the
Government Service or trans-
ferred to another Government
agency.

251.13 Retirement—Salary Deductions—Prior Periods

This is a credit balance statistical account and includes the accumu-
lative total retirement deduections to the eredit of employees as recorded
on the Individual Retirement Records.

Credit this acecount with :

2. Total amounts of retirement
deductions to the credit of em-
ployees acquired by transfer
from the Central Office or from

Debit this account with:

5. Total amounts of retirement
deduections to the credit of em-
ployees transferred to the Cen-
tral Office or to another

6/28/63 Page 1



7-23-7

Regional Office as reflected on
Indiwvidual Retirement Records.

6. Total amounts of retirement
deductions to the eredit of em-
ployees transferred to a con-
stituent agency as reflected on
Individual Retirement Records.

7. Total amounts of retirement
deductions to the credit of em-
ployees separated from the
Government Service, or trans-
ferred to another Government
agency.

Description of General Ledger Accounts

another Regional Office as re-
flected on Indiwvidual Retirement
Records.

. Total amounts of retirement

deductions to the credit of em-
ployees acquired by transfer
from a constituent agency as
reflected on Individual Retire-
ment Records.

. Amounts of retirement dedue-

tions withheld on payrolls paid
during the current calendar year
transferred from Individual Pay
Cards to Individual Retirement
Records at the close of each
calendar year, or during the
calendar year in cases where em-
ployees are separated or trans-
ferred to another office or
agency.

251.14 Retirement—Salary Deductions—Current Year

This is a credit balance statistical account and includes the amount
of retirement deductions which are entered on Indiwvidual Pay Cards

during the current calendar year.

Retirement deductions as shown on the Individual Pay Cards shall
be totalled quarterly and the total reconciled with the balance in this

account.

Debit this account with:

4. Amounts of retirement deduc-
tions withheld on payrolls
paid during the current cal-
endar year transferred from
Individual Pay Cards to In-
dividual Retirement Records at
the close of each calendar year,
or during the calendar year in
cases where employees are
separated or transferred to
another office or agency.

Page 2

Credit this account with:
1. Amounts of retirement deduc-

tions withheld from employees’
salaries during the current cal-
endar year as reflected on In-
dwidual Pay Cards.
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures

Chapter 23. Retirement

Section 8

7-23-8

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description

1. Amounts of retirement de-
ductions withheld from
employees’ salaries during
the current calendar year
as reflected on Individual
Pay Cards. Posting media :
Summaries on Vouchers
and Schedules of Pay-
ments.

2. Total amounts of retire-
ment deductions to the
credit of employees ac-
quired by transfer from
the Central Office or from
another Regional Office as
reflected on Individual Re-
tirement Records. Posting
media: Inter Office Trans-
fer Vouchers supported by
Individual Retirement
Records.

3. Total amounts of retire
ment deductions to the
credit of employees ac-
quired by transfer from
a constituent agency as re-
flected on Individual Re-
tirement Records. Posting
media: Registers of Sepa-
rations and Transfers
(““IA’’ series only) sup-
ported by Individual Re-
tirement Records.

4. Amounts of retirement de-
ductions withheld on pay-
rolls paid during the

6/28/63

Dr.
101.23

101.23

101.23

251.14

Cr.

251.14

251.13

251.13

Title

Retirement and Dis-
ability Fund.

Retirement — Salary

Deductions — Current
Year.

Retirement and Dis-

ability Fund.
Retirement — Salary
Deductions — Prior
Periods.

Retirement and Dis-
ability Fund.

Retirement — Salary
Deductions — Prior
Periods.

Retirement — Salary
Deductions — Current
year.

Page 1



7-23-8 Typical Transactions With Appropriate Entries

Trans-
action

Number Description Dr. Cr. Title

current calendar year
transferred from Individ-
wal Pay Cards to Individ-
ual Retirement Records at
the close of each calendar
year, or during the calen-
dar year in cases where
employees are separated
or transferred to another
office or agency. Posting
media: Journal Vouchers.

. Total amounts of retire-
ment deductions to the
credit of employees trans-
ferred to the Central Of-
fice or to another Regional
Office as reflected on In-
dividual Retirement Rec-
ords. Posting media: Inter
Office Transfer Vouchers
supported by Individual
Retirement Records.

. Total amounts of retire-
ment deductions to the
credit of employees trans-
ferred to a constituent
agency as reflected on In-
dividual Retirement Rec-
ords. Posting media:
Registers of Separations
andTransfers (“TA”
series only) supported by
Individual Retirement
Records.

. 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
Media: Registers of Sepa-
rations and Transfers
(‘““CSC”’ series).

Page 2

251.13

251.13

251.13

251.13

101.23

101.23

101.23

Retirement — Salary
Deductions — Prior
Periods.

Retirement — Salary
Deductions — Prior
Periods.

Retirement and Dis-
ability Fund.

Retirement — Salary
Deductions — Prior
Periods.

Retirement and Dis-
ability Fund.

Retirement — Salary
Deductions — Prior
Periods.

Retirement and Dis-
ability Fund.
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Administrative Practice Handbook—Field Service 7-30-1
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 1

INTRODUCTION

This procedure prescribes the fiscal and accounting requirements with
respect to the Agency’s contribution and amounts withheld from em-
ployees’ salaries for Federal Insurance 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; collections of inspec-
tion and audit fees under the Urban Planning Assistance Program,
whether in cash or by setoff; and collections which are to be held in
suspense pending final disposition.
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Administrative Practice Handbook—Field Service 7-30-2
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 2

ACCOUNT SYMBOLS AND TITLES

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

ment :
Symbol

Clearing
Account:
86F0101(01)

Deposit Fund
Accounts:
86X6050(01)

86X6070(01)
86X6875(01)

86X6753

11/1/62

Title

‘Withheld Individual Income and F.I.C.A. Taxes, Office
of the Administrator, Housing and Home Finance
Agency

Employees’ Pay Roll Allotment Account, United States
Savings Bonds, Office of the Administrator, Housing
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

Unearned Inspection Fees, Urban Planning, Office of
the Administrator, Housing and Home Finance Agency

Page 1



Administrative Practice Handbook—Field Service 7-30-3
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 3

DEPOSITS

Amounts representing (1) the Agency’s FICA tax contributions and
salary withholdings for Federal income and FICA taxes; (2) salary
withholdings for State and Territorial income taxes; and (3) salary
withholdings for the purchase of United States Savings Bonds, shall be
summarized on Vouchers and Schedules of Payments, 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, 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 accordance with Section 7-1-2
for deposit to the Deposit Fund Account, Symbol 86X6875(01). Such
amounts shall be recorded in the General Ledger for this symbol in
accordance with Transaction No. 4, Section 7-30-10.

Amounts received from employees for the purpose of completing
purchases of United States Savings Bonds shall be documented on
Certificates of Deposit and processed in aceordance with Section 7-1-2
for deposit to the Deposit Fund Account, Symbol 86X6050(01). Such
amounts shall be recorded in the General Ledger for this symbol in
accordance with Transaetion No. 5, Section 7-30-10.

Amounts of inspection and audit fees collected in cash shall be de-
posited on Certificates of Deposit in accordance with Section 7-1-2.
Amounts of inspection and audit fees collected by setoff against amounts
requisitioned for planning grants shall be completely documented on
Vouchers and Schedules of Payments as preseribed in Section III,
Amendment No. 1 to Procedures Memorandum No. 1, Treasury Depart-
ment Circular No. 945, Second Revision, see Exhibit A.
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Deposits

EXHIBIT A

7-30-3

166114

"Standard Form No. 1166
A0 3000

YOUCHER AND SCHEDULE OF PAYMENTS
.......... ARG ARD H0NG TANANUR AUSNUL..... Schedule No,

Sheet 1-of

LOCATION OF TRANSMITTING OFFICE AGENCY STATION N0,

Location of onal Office) (=)

APPROPRIATION SUMMARY: (SYMBOL AND AMOUKT)

86x0104 = $20,000.00

PAID BY

VOUCHER NO

PPAYEE, AND IF NECESSARY. ADDRESS. INVOICE NO,
OR OTHER IDENTIFICATION

AMOUNT " D.0. CHECK NO.

NAME OF PLANNING AGENCY
ADDRESS

PROJECT NO.
CONTRACT NO.

TIREASURER OF THE UNITED STATES

86X6753 SETOFF - INSPECTION AND AUDIT ¥ERS |

r

(.u) Insert sppropriate Field Piscal
Station code (agency accounting
station mmber), see Section

r T-1-2.

e N ;

1972400

27600 |

Purswant 1o snthority rnud/iu we. 1 eriify :2:: ;b, items listed ]
berein are corr&t und proper fur payment [rom the appropriation(s)
designuted bereon'or on supparting vousbers, propr GRAND TOTAL

(Dure) -

(Awtberised certifyisg ofpier)

001 1004 0= T2~ 6D

6/29/65



Administrative Practice Handbook—TField Service 7-30-4
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 4

DISBURSEMENTS AND TRANSFERS

DISBURSEMENTS

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 aceumu-
lated in employees’ United States Savings Bond accounts which are
payable to the appropriate Federal Reserve Bank, shall be processed
on Vouchers and Schedules of Payments, 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 ac-
cordance with 6 GAO 5000. Such disbursements shall be recorded in
the applicable General Ledgers in accordance 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 processing Vouchers and Schedules of Payments in accord-
ance with Section 7-1-5 for payment from the Deposit Fund Account,
Symbol 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 Schedules of Payments in accordance with
Section 7-1-5. Such amounts shall be recorded in the General Ledger
for this symbol in accordance with Transaction No. 13, Section 7-30-10.

Amounts of inspection and audit fees refunded to Planning Agencies
shall be recorded as shown by Transaction No. 8, Section 7-30-10.

TRANSFERS

‘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. 1017@G, in accordance with 7 GAO 4030. The amounts of such
transfers shall be recorded in the General Ledger for this symbol in
accordance with Transaction No. 14, Section 7-30-10.
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7-30-4 Disbursements and Transfers

INSPECTION AND AUDIT FEES
Collections

Collections of inspection and audit fees under the Urban Planning
Assistance Program shall be deposited to the Deposit Fund 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 additional inspection
and audit fee shall be set off against the next requisition under the
amended contract.

The use of the Voucher and Schedule of Payments illustrated in
Exhibit A, Section 7-30-3, will eliminate the use of S.F. 1096, Schedule
of Voucher Deductions. 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 collection of the inspection and audit fees in the General
Ledger established for the Deposit Fund Account, Symbol 86X6753.
(See Transaction No. 7.)

Year-End Transfers of Net Collections

A Form H-219, Inter Office Transfer Voucher, shall be prepared at
the close of each fiscal year, or as otherwise requested by the Division
of Finance and Accounts, to transfer to the Division of Finance and

Accounts the net amount of inspection and audit fees collected (see
Exhibit A and Transaction No. 15).
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Disbursements and Transfers

EXHIBIT A

7-30-4

H-219 (3-31

HOUSING ARD HOME FINANCE AGENCY
OFYICE OF YHE ADMINISTRATOR

TRARS. VOUCHER NOo

nie e

INTER OFFICE TRANSFER VOUCHER

TSaNIR8 OFFICE WORTH RECORNED
(Location of Regional Office)

RECETIYIRNG QFFICE NONTH RECORDED
Washington, D. C.

DETAIL OF TRANSFER OR LISTING OF ATTACHED DOCUMENTS
UREARNED INSPECTION FEES, URBAN PLANNING
86X6753

To transfer to the Divieion of Finance and Accounts the
balance in Account 101.13 Cash - Inspection and Awdit

Fees as of 2 19 .

KOTE: When applicable, include a reference to the
memorandum from the Division of Finance and
Accounts requesting the transfer.

(See Transactibn No. 15, Sect kon T-30-10)

I1SSUING OFFICE RECEIVING OFFICE
POSTINGS TO GENERAL LEDGER POSTINGS TO GENERAL LEDGER
OR. A/C €R. A/C AMOUNT DR. A/C CR. A/C ANOUNT
221.12 331.51 $ xooex-
331.51 101,13 00K

SISRATURE SIERATURL
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Administrative Practice Handbook 7-30-5
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 5

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust the individual
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 accordance with Transactions
Nos. 16 and 17, Section 7-30-10. At the beginning of the following
month, the adjustments shall be reversed on the basis of journal entries
in aceordance with Transactions Nos. 18 and 19.
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Billings 7-30-5

EXHIBIT A

H-216
(8-55)

7 I ————

AOUSING AND HOME FINANCE AGENCY Date
BXEOCRZ KL RN 2 KA B X EHARNK

(Show address of Regional Office)

INVOICE

r 1

Name and address of
Planning Agency

L I

DESCRIPTION AMOUNT

Amount of inspection fee due the Government pursuant $oxxxexx
to 3ection 4 of Part I of Urban Planning Grant Contract

No. .

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

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

(Signatare)

(Return duplicate copy of Inveice with reaittence)
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Administrative Practice Handbook—Field Service 7-30-6
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 6

BOOKS AND RECORDS

GENERAL LEDGERS

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 Account in accordance
with the Chart and Description of General 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 Ledgers.

RELATED RECORDS

Procedures covering Salaries and Expenses (Chapter 20) provide
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 Object Class 12, Personnel Benefits.

Deduections 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, Indwidual Pay Card.
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Administrative Practice Handbook—Field Service 7-30-7
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 7

REPORTS

The report 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 required.

Statement of General Ledger Balances

As of the close of each month, trial balances shall be taken and re-
ported in the appropriate columns of Form H-200.53, Statement of
General Ledger Balonces—Clearing and Deposit Fund Accounts. The
trial balance for the Deposit Fund Account, Symbol 86X6753 shall be
reported in an appropriately identified blank ecolumn of Form H-200.53.
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Administrative Practice Handbook—Field Service 7-30-8
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Category

101
Cash:

201
Accounts
Payable :

221
Trust and
Deposit

Liabilities :

331
Real and
Nominal

Accounts:

6/29/65

CHART

Account
Number

101.11
101.12
101.13

201.11

221.12
221.14
221.15
221.16
221.17

331.51

Section 8

OF GENERAL LEDGER ACCOUNTS

Title

ASSETS

Cash in Transit
Cash
Cash—Inspection and Audit Fees

LIABILITIES

Accounts Payable

Inspection and Audit Fees

Unapplied Deposits

Unapplied Deposits—Employees’ Federal In-
come Tax Deductions

Unapplied Deposits—Employees’ FICA Deduc-
tions

Unapplied Deposits—Employer’s Share of
FICA

INTEROFFICE CONTROL ACCOUNTS

Regional Office Books—Account with Central
Office

Page 1



7-30-8

Clearing and Deposit Fund Accounts

EXHIBIT A

3932200 PITITIIN
"6t ¢ PAITINE 33vg

o= § TVIOL
(3817)

210

€0V

x ¢

sRIvmIY Junoary 1233703 Jo 2@y peatsodag a3eQ
— (——
6t Papud poted 20l uoT38307 uo3dey

(10)5169%98
SKILI SKIASNS QEITEVNA 40 IH0LRI XTHILVAD

J038IISTUTTDY dU3 JO 99130
XON3OV FONVIOL THOH QY ONISNOHK

Page 1
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Administrative Practice Handbook—Field Service 7-30-9
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 9
DESCRIPTION OF GENERAL LEDGER ACCOUNTS
101.11  Cash in Transit

These are debit balance (asset) accounts maintained to record 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 end of each justments for collections in
month. transit reversed as of the be-

ginning of the following
month.

101.12 Cash

These are debit balance (asset) accounts maintained to show the
balances on deposit in Clearing and Deposit Fund Accounts.

Debit these accounts with: Credit these accounts with :

1. Amounts withheld from em- 9. Amounts of Federal income
ployees’ salaries for Federal and FICA tax withholdings
income and FICA taxes and and the Agency’s FICA tax
amounts contributed by this contributions, paid to the Dis-
Agency for FICA taxes. trict Director of Internal

2. Amounts withheld from em- Revenue.

ployees’ salaries for State or 10. Amounts of State or Terri-
Territorial income taxes. torial income tax withhold-
ings paid to the appropriate

3. Amounts withheld from em- ; 9
taxing authorities.

ployees salaries for purchases
of United States Savings 11. Amounts of withholdings and
Bonds. collections for purchases of
United States Savings Bonds

. A s ion; - :
4 mounts of collections rep paid to the Federal Reserve

resenting unidentified items,

items to be held in suspense, Bank.

items in litigation, and pro- 12. Amounts of withholdings for
ceeds from sale of adminis- the purchase of United States
trative property and equip- Savings Bonds refunded to
ment to be held pending the employees.

purchase or replacement of 13.

o Amounts of refunds and pay-
similar personal property.

ments of suspense items or
Amounts of collections from portions thereof.

employees in order to com-

plete purchases of United

States Savings Bonds.

n
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7-30-9 Description of General Ledger Accounts

Debit these accounts with: Credit these accounts with:

17. Amounts of disbursements 14. Amounts of suspense items or
and transfers which have not portions thereof transferred
been accomplished by the to the proper appropriation,
Treasury Regional Office at fund or receipt account.
the end of each month. 16. Amounts of collections in

18. Amounts of month-end ad- transit at the end of each
justments for collections in month.
transit, reversed as of the be- 19 Amounts of month-end ad-
gmn&lg of the following justments for unaccomplished
month.

disbursements and transfers,
reversed as of the beginning

of the following month.
101.13 Cash—Inspection and Audit Fees

This is a debit balance (asset) account maintained to show the amount
of inspection and audit fees collected and not transferred to the Division
of Finance and Accounts.

Debit this account with: Credit this account with :
6. Amounts of inspection and 8. Amounts of inspection and
audit fees collected. audit fees refunded to Plan-
7. Amounts of inspection and ning Agencies.
audit fees collected by setoff 15. Amounts of inspection and
against requisitioned amounts audit fees transferred to the
of planning grants. Division of Finance and Ae-
17. Amounts of disbursements counts.
which have not been accom- 16. Amounts of collections in
plished by the Treasury Re- transit at the end of each
gional Office at the end of month.
each month. 19. Amounts of month-end ad-
18. Amounts of month-end ad- justments for unaccom-
justments for collections in plished disbursements re-
transit, reversed as of the versed as of the beginning of
beginning of the following the following month.
month.

201.11  Accounts Payable

These are credit balance (liability) accounts maintained to record
the amount of disbursements and transfers which have not been ac-
complished by the Treasury Regional Office at the end of each month.

Debit these accounts with: Credit these accounts with:

19. Amounts of month-end ad- 17. Amounts of disbursements
justments for  unaccom- and transfers which have not
plished disbursments and been accomplished by the
transfers, reversed as of the Treasury Regional Office at
beginning of the following the end of the month,
month.

Page 2 6/29/65



Description of General Ledger Accounts 7-30-9

221.12 INSPECTION AND AUDIT FEES

This is a credit balance (liability) account maintained to show the
balance of inspection and audit fees collected or due which have not been
transferred to the Division of Finance and Accounts.

Debit this account with: Credit this account with:
8. Amounts of inspection and 6. Amounts of inspection and

audit fees refunded to Plan- audit fees collected.
ning Agencies. 7. Amounts of inspection and

15. Amounts of inspection and audit fees collected by setoff
audit fees transferred to the against requisitioned amounts
Division of Finance and Ac- of planning grants.
counts.

221.14 Unapplied Deposits

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

Debit these accounts with: Credit these accounts with :

10. Amounts of State or Terri- 2. Amounts withheld from em-
torial income tax withhold- ployees’ salaries for State or
ings paid to the appropriate Territorial income taxes.
taxing authorities. 3. Amounts withheld from em-

11. Amounts of withholdings and ployees’salaries for purchases
collections for purchases of of United States Savings
United States Savings Bonds Bonds.
paid to the Federal Reserve 4. Amounts of collections rep-
Bank. resenting unidentified items,

12. Amounts of withholdings for items to be held in suspense,
the purchase of United States items in litigation, and pro-
Savings Bonds refunded to ceeds fromsale of administra-
employees. tive property and equipment

to be held pending the pur-
chase or replacement of simi-
lar personal property.

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

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

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

221.15 Unapplied Deposits—Employees’ Federal Income Tax Deductions

This is a credit balance (liability) account maintained in connection
with the Clearing Account to show the balance on deposit representing
amounts withheld from employees’ salaries for Federal income taxes.
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7-30-9 Description of General Ledger A t

Debit this account with: Credit this account with:

9. Amounts of Federal income 1. Amounts withheld from em-
tax withholdings paid to the ployees’ salaries for Federal
District Director of Internal income taxes.

Revenue.

221.16 Unapplied Deposits—Employees’ FICA Deductions

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

Debit this account with: Credit this account with:
9. Amounts of FICA tax with- 1. Amounts withheld from em-
holdings paid to the District ployees’ salaries for FICA
Director of Internal Revenue. taxes.

221.17 Unapplied Deposits—Employer’s Share 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:

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

331.51 REGIONAL OFFICE BOOKS—ACCOUNT WITH CENTRAL OFFICE

This is a Regional interoffice control account maintained to record all
transfer transactions between the Division of Finance and Accounts and
the Regional Office.

Debit this account with: Credit this account with:

15. Amounts of inspection and 15. Amounts of inspection and
audit fees transferred to the audit fees transferred to the
Division of Finance and Ac- Division of Finance and Ac-
counts. counts.

Page 4 6/29/65



Administrative Practice Handbook—Field Service 7-30-10
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 10

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-
action
Number Description Dr. Cr. Title
1. Amounts withheld from 101.12 Cash.
employees’ salaries for 221.15 TUnapplied Deposits—
Federal income and Employees’ Federal
FICA taxes and amounts Income Tax Dedue-
contributed by  this tions.
Agency for FICA taxes. 221.16 TUnapplied Deposits—
Posting media: Summa- Employees’ FICA De-
ries on Vouchers and ductions.
Schedules of Payments. 221.17 Unapplied Deposits—
Employer’s Share of
FICA.
2. Amounts withheld from 101.12 Cash.
employees salaries for 221.14 TUnapplied Deposits

State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouchers and Schedules
of Payments.

3. Amounts withheld from
employees’ salaries for
purchases of United
States Savings Bonds.
Posting media: Summa-
ries on Vouchers and
Schedules of Payments.

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
of similar personal prop-
erty. Posting media: Cer-
tificates of Deposit.
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7-30-10

Trans-

action

Number Description

5. Amounts of collections

10.

* For posting to General Ledger accounts for 86X0104.

from employees in order
to ecomplete purchases of
United States Savings
Bonds. Posting media:
Certificates of Deposit.

Amounts of inspection
and audit fees collected.
Posting media: Certifi-
cates of Deposit.

Amounts of planning
grants requisitioned by
Planning Agencies where
collection by setoff of in-
spection and audit fees
is involved. Posting
media: Vouchers and
Schedules of Payments.

Amounts of inspection
and audit fees refunded
to Planning Agencies.
Posting media: Vouchers
and Schedules of Pay-
ments based on authori-
zation of the Urban Re-
newal Commissioner.

Amounts of Federal in-
come and FICA tax
withholdings and the
Agency’s FICA tax con-
tributions, paid to the
Distriet Director of In-
ternal Revenue. Posting
media: Vouchers and
Schedules of Payments.

Amounts of State or Ter-
ritorial income tax with-
holdings paid to the ap-
propriate taxing authori-
ties. Posting media:

7-11-14.)

Page 2

Typical Transactions with Appropriate Entries

101.13

101.13
541.11%

221.12

221.15

221.16

221.17

221.14

Cr. Title
Cash—Inspection and
Audit Fees.

221.12 Inspection and Audit
Fees.
Cash—Inspection and
Audit Fees.

Grants.

101.12* Cash.

221.12 TInspection and Audit
Fees.

Inspection and Audit
Fees.

101.13 Cash—Inspection and
Audit Fees.
Unapplied Deposits—
Employees’ Federal
Income Tax Deduec-
tions.

Unapplied Deposits—
Employees’ FICA De-
ductions.

Unapplied Deposits—
Employer’s Share of
FICA.

101.12 Cash.

Unapplied Deposits.

101.12 Cash.

(See Transaction No. 8, Section

6/29/65



Typical Transactions with Appropriate Entries

Trans-
action

Number

11

12.

13.

14.

15.

16.

Description

Vouchers and Schedules
of Payments.

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 Pay-
ments.

Amounts of withholdings
for the purchase of
United States Savings
Bonds refunded to em-
ployees. Posting media:
Vouchers and Schedules
of Payments.

Amounts of refunds and
payments of suspense
items or portions thereof.
Posting media: Vouchers
and Schedules of Pay-
ments.

Amounts of suspense
items or portions thereof
transferred to the proper
appropriation, fund or
receipt account. Posting
media : Journal Vouchers.

Amounts of inspection
and audit fees trans-
ferred to the Division of
Finance and Accounts.
Posting media: Inter Of-
fice Transfer Vouchers.

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

6/29/65

Dr.

221.12
331.51

101.11

331.51

101.13

101.12
101.13

7-30-10

Title

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—Inspection and
Audit Fees.

Page 3



7-30-10

Trans-

action

Number Description

17. Amounts of disburse-
ments and transfers

18.

19.

which have not been ac-
complished by the Treas-
ury Regional Office at the
end of each month. Post-
ing media: Journal
Vouchers.

Amounts of month-end
adjustments for collec-
tions in transit, reversed
as of the beginning of the
following month. Posting
media: Journal Vouchers.

Amounts of month-end
adjustments for unaccom-
plished  disbursements
and transfers, reversed as
of the beginning of the
following month. Posting
media: Journal Vouchers.

Page 4

Typical Transactions with Appropriate Entries

101.12
101.13

201.11

201.11

101.11

101.12
101.13

Title

Cash.
Cash—Inspection and
Audit Fees.

Accounts Payable.

Cash.
Cash—Inspection and
Audit Fees.

(C'ash in Transit.

Accounts Payable.
Cash.
Cash—TInspection and
Audit Fees.
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures
Chapter 30. Clearing and Deposit Fund Accounts

Section 11

7-30-11

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description

1. Amounts withheld from

Do

employees’ salaries for
Federal income and
FICA taxes and amounts
contributed by  this
Agency for FICA taxes.
Posting media: Summa-
ries on Vouchers and
Schedules of Payments.

Amounts withheld from
employees’ salaries for
State or Territorial in-
come taxes. Posting me-
dia: Summaries on
Vouchers and Schedules
of Payments.

Amounts withheld from

employees’ salaries for
purchases of United
States Savings Bonds.

Posting media: Summa-
ries on Vouchers and
Schedules of Payments.

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

11/1/62

101.12

101.12

Cr.

221.15

221.16

221.17

221.14

Title

Cash.

Unapplied Deposits—
Employees’ Federal
Income Tax Deduc-
tions.

Unapplied Deposits—
Employees’ FICA De-
ductions.

Unapplied Deposits—
Employer’s Share of
FICA.

Cash.
Unapplied Deposits.

Page 1



7-30-11

Trans-

action

Number

10.

* For posting to General Ledger accounts for 86X0104.

7-11-14.)

Description

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

Amounts of collections
from employees in order
to complete purchases of
United States Savings
Bonds. Posting media:
Certificates of Deposit.

Amounts of invoices ren-
dered covering inspection
and audit fees due. Post-
ing media: Invoices.

Amounts of collections of
inspection and audit fees
where invoices have not
been rendered. Posting
media : Certificates of De-
posit.

Amounts of collections of
inspection and audit fees
where invoices have been
rendered. Posting media :
Certificates of Deposit.

Amounts of planning
grants requisitioned by
Planning Agencies where
collection by setoff of in-
spection and audit fees
is  involved.  Posting
media:  Schedules  of
Voucher Deductions at-
tached to Vouchers and
Schedules of Payments.

Amounts of inspection
and audit fees refunded
to Planning Agencies.
Posting media: Vouchers

Page 2

Typical Transactions with Appropriate Entries

Dr. Cr.

131.22

221.12
101.13

221.12
101.13

131.22
101.13
541.11*

101.12*

131.22
221.12

101.13

Title

Accounts Receivable—
Inspection and Audit
Fees.
Inspection and Audit
Fees.

Cash—Inspection and
Audit Fees.
Inspection and Audit
Fees.

Cash—Inspection and
Audit Fees.
Accounts Receivable—
Inspection and Audit
Fees.

Cash—Inspection and
Audit Fees.

Grants.

Cash.

Accounts Receivable—
Inspection and Audit
Fees.

Inspection and Audit
Fees.
Cash—Inspection and
Audit Fees.

(See Transaction No. 8, Section

11/1/62



Typical Transactions with Appropriate Entries

Trans-

action

Number Description

11.

12.

13.

14.

15.

and Schedules of Pay-
ments based on authori-
zation of the Urban Re-
newal Commissioner.

Amounts 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
media: Vouchers and
Schedules of Payments.

Amounts of State or Ter-
ritorial income tax with-
holdings paid to the ap-
propriate taxing authori-
ties. Posting media:
Vouchers and Schedules
of Payments.

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 Pay-
ments.

Amounts of withholdings
for the purchase of
United States Savings
Bonds refunded to em-
ployees. Posting media:
Vouchers and Schedules
of Payments.

Amounts of refunds and
payments of suspense
items or portions thereof.
Posting media: Vouchers
and Schedules of Pay-
ments.

11/1/62

Dr.

221.15

221.16

221.17

221.14

7-30-11

Cr. Title

Unapplied Deposits—
Employees’ Federal
Income Tax Dedue-
tions.

Unapplied Deposits—
Employees’ FICA De-
ductions.

Unapplied Deposits—
Employer’s Share of

FICA.
101.12 Cash.

Unapplied Deposits.
101.12 Cash.

Page 3



7-30-11 Typical Transactions with Appropriate Entries

Trans-
action
Number Description Dr. Cr. Title

16. Amounts of suspense
items or portions thereof
transferred to the proper
appropriation, fund or
receipt account. Posting
media: Vouchers and
Schedules  of  With-
drawals and Credats.

17. Amounts of inspection 221.12 Inspection and Audit
and audit fees trans- Fees.
ferred to the Division of 331.51 Regional Office Books
Finance and Accounts. —Account with Cen-
Posting media: Inter Of- tral Office.
fice Transfer Vouchers. 331.51 Regional Office Books
—Account with Cen-
tral Office.
101.13 Cash—Inspection and
Audit Fees.
18. Amounts of collections in  101.11 Cash in Transit.
transit at the end of each
month. Posting media: 101.12 Cash.
Journal Vouchers.
19. Amounts of disburse- 101.12 Cash.
ments and  transfers
which have not been ac- 201.11 Accounts Payable.

complished by the Treas-
ury Regional Office at the
end of each month. Post-

ing media:  Jowrnal
Vouchers.
20. Amounts of month-end 101.12 Cash.
adjustments for collee-
tions in transit, reversed 101.11 Cash in Transit.

as of the beginning of the
following month. Posting
media : Journal Vouchers.

21. Amounts of month-end 201.11 Accounts Payable.
adjustments for unaccom-
plished disbursements 101.12  (Cash.

and transfers, reversed as
of the beginning of the
following month. Posting
media : Journal Vouchers.
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Administrative Practice Handbook—Field Service 7-31-1
Part 7. Accounting and Fiscal Procedures
Chapter 31. General Fund Receipts

Section 1

INTRODUCTION

This procedure prescribes 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 the Agency,
recoveries of court costs and penalty charges paid by airlines for failure
to provide confirmed reserved space to employees performing official
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 specific general fund receipt
accounts.

Amounts for deposit or transfer to general fund receipt accounts
shall be classified for credit to the appropriate receipt account symbol
as preseribed by the Treasury Department. (See 7 GAO 1050.20 and
Treasury Department Announcements of Account Symbols and Titles
applicable to general fund receipt accounts.)
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Administrative Practice Handbook—Field Service 7-31-2
Part 7. Accounting and Fiscal Procedures
Chapter 31. G al Fund Receipt:

Section 2

BILLINGS, COLLECTIONS, AND TRANSFERS

BILLINGS—ACCOUNTS RECEIVABLE

Form H-216, Invoice, shall be used for billing persons or enterprises
outside of the Government. S.F. 1081-Revised, Voucher and Schedule
of Withdrawals and Credits or S.F. 1080-Revised, Voucher for Trans-
fer Between Appropriations and/or Funds, processed in accordance
with 7 GAO 4030 and 4040, respectively, shall be used for billing within
the Government. All such billings shall be recorded in the General
Ledger in aceordance with Transaction No. 2, Section 7-31-7.

COLLECTIONS AND TRANSFERS

All collections received during an acecounting period (month), includ-
ing collections received during the closing hours, shall be recorded in
the month of receipt.

S.F. 219, Certificate 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, Journal Voucher, processed in accordance
with 7 GAO 4030, shall be used for the purpose of transferring amounts
from other fund accounts to general fund receipt accounts. Amounts
collected and deposited and amounts transferred shall be recorded in
the General Ledger for the applicable receipt account symbol in ac-
cordance with Transaction No. 1 or 3, as appropriate.
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Administrative Practice Handbook—Field Service 7-31-3
Part 7. Accounting and Fiscal Procedures
Chapter 31. General Fund Receipts

Section 3

ADJUSTMENTS AND CLOSING ENTRIES

IN TRANSIT ITEMS

At the end of each month, Regional Offices shall adjust the 101.21
account in each General Ledger, by removing therefrom those collee-
tion transactions which have not been accomplished. Such adjustments
shall be made on the basis of Journal Vouchers, S.F. 1017-G, Revised,
and shall be recorded in accordance 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.

CLOSING ENTRIES

As of the close of each fiscal year, after all transactions applicable
to such fiscal year have been posted, a Journal Voucher shall be pre-
pared in order to close the amounts of balances in the various 101.21
accounts. The entries thereon shall be recorded in accordance with
Transaction No. 6.
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Administrative Practice Handbook—Field Service 7-31-4
Part 7. Accounting and Fiscal Procedures
Chapter 31. General Fund Receipts

Section 4

BOOKS AND RECORDS

GENERAL LEDGERS

S.F. 1014-Revised, shall be used for the General Ledgers prescribed
herein. A separate General Ledger shall be established and maintained,
by symbol and title, for each general fund receipt account in accordance
with the Chart and Description of General Ledger Accounts, Sections
7-831-56 and 7-31-6, respectively. Refer to Typical Transactions with
Appropriate Entries, Section 7-31-7, for the accounting documents
which support entries in these General Ledgers.

SUBSIDIARY RECORD—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 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 for each receipt account sym-
bol shall be balanced monthly with the related General Ledger Control
Account 131.11 Accounts Receivable.
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures

Chapter 31. General Fund R

Category

101
Cash:

131
Accounts
and Notes
Receivable :

301

Capital and
Paid in
Surplus:

3/25/64

.y
pts

Section 5

CHART OF GENERAL LEDGER ACCOUNTS

Account
Number

101.11
101.21

131.11

301.31

Title
ASSETS

Cash in Transit
General Fund Receipts Deposited

Accounts Receivable

CAPITAL

General Fund Receipts

7-31-5

Page 1



Administrative Practice Handbook—Field Service 7-31-6
Part 7. Accounting and Fiscal Procedures
Chapter 31. General Fund Receipts

Section 6
DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

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

Debit these accounts with: Credit these accounts with:

4. Amounts of collections in 5. Amounts of month-end adjust-
transit at the end of each ments for collections in transit,
month. reversed as of the beginning of

the following month.

101.21 General Fund Receipts Deposited

These are debit balance (asset) accounts maintained to record the
amounts 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. 101.21 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-end adjust-
ments for collections in transit,
reversed as of the beginning of
the following month.

131.11  Accounts Receivable

These are debit balance (asset) control accounts 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 deposited
and amounts transferred for
which billings were rendered :

3/25/64 Page 1



7-31-6 General Ledger Accounts

301.31 General Fund Receipts

These are credit balance (capital) accounts maintained to record the
amounts of deposits and transfers to general fund receipt accounts and
the amounts of billings rendered which when collected are deposited to
such accounts.

Debit these accounts with: Credit these accounts with:

6. Amounts of balances in Ae- 1. Amounts collected and de-
count 101.21 at the close of posited and amounts trans-
each fiscal year. ferred for which billings were

not required.
2. Amounts of bills rendered.
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Administrative Practice Handbook—Field Service 7-31-7
Part 7. Accounting and Fiscal Procedures
Chapter 31. General Fund Receipts

Section 7

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description Dr. Cr. Title

1. Amounts collected and de- 101.21 General Fund Re-
posited and amounts ceipts Deposited.
transferred for which bill-
ings were not required 301.31 General Fund Re-
Posting media: Certifi- ceipts.
cates of Deposit or Journal
Vouchers.

2. Amounts of bills rendered 131.11 Accounts Receivable.
Posting media: Invoices;
Vouchers and Schedules of 301.31 General Fund Re-
Withdrawals and Credits; ceipts.

and Vouchers for Transfers
Between  Appropriations
and/or Funds, in those
cases where the agency
billed is required to issue

a check.

3. Amounts collected and de- 101.21 General Fund Re-
posited and amounts ceipts Deposited.
transferred for which bill-
ings were rendered. Post- 131.11 Accounts Receivable.

ing media. Certificates of
Deposit. or accomplished
Vouchers and Schedules of
Withdrawals and Credits.

4. Amounts of collections in 101.11 Cash in Transit.
transit at the end of each
month. Posting media: 101.21 General Fund Re-
Journal Vouchers. ceipts Deposited.

5. Amounts of month-end 101.21 General Fund Re-
adjustments for collec- ceipts Deposited.

tions in transit, reversed
as of the beginning of the

following month. Posting 101.11 Cash in Transit.
media: Journal Vouchers.

6. Amounts of Balances in 301.31 General Fund Re-
Account 101.21 at the close ceipts.
of each fiscal year. Post-
ing media: Jourmnal 101.21 General Fund Re-
Vouchers. ceipts Deposited.
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Administrative Practice Handbook—Field Service 7-32-1
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 1

INTRODUCTION

This procedure prescribes the accounting and fiscal requirements for
amounts to be deposited 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 Accounts, 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 property* under the Federal
Property and Administrative Services Act of 1949 (P.L. 81-152), as
amended, 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 Title

865005.2 Land and Water Conservation Fund, surplus property sales

1 For procedures relative to proceeds from the disposal of administrative-type property refer
to Chapter 21.
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Administrative Practice Handbook—Field Service 7-32-2
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 2

COLLECTIONS AND TRANSFERS

S.F. 219, Certificate of Deposit, processed in accordance with Section
7-1-2, shall be prepared to accompany all direct deposits of collections.
S.F. 1017G, Journal Voucher, processed in accordance with 7 GAO
4030, shall be used for the purpose of transferring amounts from other
fund accounts to special fund receipt accounts.

All collections received during an accounting period (month), in-
cluding collections received during the closing hours, shall be recorded
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
7-32-7.
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Administrative Practice Handbook—Field Service 7-32-3
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 3

ADJUSTMENTS AND CLOSING ENTRIES

IN TRANSIT ITEMS

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 accomplished. Such adjustments shall
be made on the basis of S.F. 1017Q, Journal Voucher, and shall be re-
corded in the General Ledger in accordance 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 Journal Voucher prepared in accord-
ance with Transaction No. 3.

CLOSING ENTRIES

As of the close of each fiscal year, after all transactions have been
posted, a Journal Voucher 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 accordance with Transaction No. 4.
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Administrative Practice Handbook—Field Service 7-32-4
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 4

GENERAL LEDGER

A separate General Ledger shall be established and maintained for
each special fund receipt account in accordance with the Chart and
Description of General Ledger Accounts, Sections 7-32-5 and 7-32-6,
respectively. 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 Ledgers.
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Administrative Practice Handbook—Field Service 7-32-5
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 5

CHART OF GENERAL LEDGER ACCOUNTS

Account
Category Number Title
ASSETS
101
Cash:
101.11 Cash in Transit
101.26 Special Fund Receipts Deposited
CAPITAL
301
Capital and
Paid in
Surplus:
301.26 Special Fund Receipts
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Administrative Practice Handbook—Field Service
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

7.32-6

Section 6

DESCRIPTION OF GENERAL LEDGER ACCOUNTS

101.11 Cash in Transit

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

Debit these accounts with: Credit these accounts with :

2. Amounts of collections in 3. Amounts of month-end adjust-
transit at the end of ecach ments for collections in trans-
month. it reversed as of the beginning

of the following month.

101.26 Special 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 :

1.

Amounts collected and de-
posited and amounts trans-
ferred.

Amounts of month-end adjust-
ments for collections in trans-
it reversed as of the beginning

2. Amounts of

Credit these accounts with :

collections in
transit at the end of the month.

. Amounts of balances in the

101.26 accounts at the close of
each fiscal year.

of the following month.

301.26 Special Fund Receipts

These are credit balance (capital) accounts maintained to record the
amounts of deposits and transfers to the special fund receipt accounts.

Credit these accounts with:

Debit these accounts with:

4, Amounts of balances in the 1. Amounts collected and de-
101.26 accounts at the close posited and amounts trans-
of each fiscal year. ferred.
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Administrative Practice Handbook—Field Service 7-32-7
Part 7. Accounting and Fiscal Procedures
Chapter 32. Special Fund Receipts

Section 7

TYPICAL TRANSACTIONS WITH APPROPRIATE ENTRIES

Trans-

action

Number Description Dr. Cr. Title

1. Amounts collected and 101.26 Special Fund Receipts
deposited and amounts Deposited.
transferred. Posting me- 301.26 Special Fund Receipts.

dia: Certificates of De-
posit or Journal

Vouchers.

2. Amounts of collections in 101.11 Cash in Transit.
transit at the end of each 101.26 Special Fund Receipts
month. Posting media: Deposited.

Journal Vouchers.

3. Amounts of month-end 101.26 Special Fund Receipts
adjustments for collec- Deposited.
tions in transit reversed 101.11 Cash in Transit.

as of the beginning of the
following month. Posting
media: Journal Vouchers.

4. Amounts of balances in 301.26 Special Fund Receipts.
the 101.26 accounts at the 101.26 Special Fund Receipts
close of each fiscal year. Deposited.

Posting media: Journal
Vouchers.
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Administrative Practice Handbook—Field Service
TRANSMITTAL CHECK LIST FOR BOOK I

Upon receipt of each transmittal letter for Book II of Volume V,
the recipient will place his initials in the blank following the appro-
priate number. A break in the continuity of transmittal letters re-
ceived will indicate missing changes. Do not enter transmittal letters
for Book I (F'S Series) on this check list.

TL No. Initi ls/ TL No. Initials TL No. Initials
}b/Z-? 55 /

FA-1 ... B FA-18 .%o
(o|34) 53

FA-2 . (2. FA-19 ... o

FA-3 & FA20 .Y oo

FA-4 . FA21 N

FA- 5 " FA-22 /

v i
FA-23 \/ ....................... FA-40 /%F)

FA-24 \/’&Aa/\ .. FA-41 ’/

Fa-25 V... 3 E\U) FA-42 /{kﬁ

'/’f

FA-27 . 6140'/ cass G
FA-28 /P.) .................. FA-45 '/(:&D;b




TL No. Initials / TL No. Initials TL No. Initials

&t L
| Ut FAT6 o FA= 99 oo

A S ..].f..:%h-n Pl A8

B 0 S —— S [ R —
FA-10T ...
| £ Gl Ly T —_——

FA-80 .. .M. [ FA-103 ....imrciiirenn i

,_ 7

FA58 ..fd k...

B .A..J,-";./ \ :)Z\
FA-67 .../l FA-90 ..o FA-113 .
,.‘..’:%7 )
FA-68 .l FAOT oo FA-114 oo
FA-69 .. /)75/ ............ FA-92 .o FA-115 oo
FA-70 ../l FA-93 oo FA-T16 o
FA71 ... DV/ ........... FA-94 oo FA-117 oo
FA-72 ... .. FA95 ..o FA-T18 .o
) //
Fa73 FA96 oo FA-T19 oo
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MULT-O

(PATENTED)

TO OPEN - press bottom
levers together with slight

clockwise motion.

TO CLOSEL - press

top levers.
p

BY.

WIRE-O BINDING CO., INC.
200 HuUDSON STREET
NEw YoORrk, N. Y.



