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P, Collectis

G. Accounts and Records
(1) Ceneral Ledger-Accounts
(2) Account Symbol and Title
(3) Porm 3=1017, Cash Rh"eo:!.pta Register - Truse Activitiag
(4) Porm 5796, Individual ~Itu_l\i.mx Accoune Ledger

H, Disbursemencs
(1) Pomm 5139, Individual Indign Accounts Application
(2) Form 5-367¢, Individual Indian Money-Accounts
Purchase Order
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— Activitiesg. :
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United States
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K, Raquisition, Care, and Use of Blank Card Checks
(1) Raquisition for Blank Treasury Checks
(2) Safskeeping of Checks
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ACCOURTING FROCEDURES

6.3 Cash Accounting Procedures.

+1 Geperal. This part of the Manual cevers procedures for the
bandling of and accounting for cash receipts and disbursements.
Uniform accounting procedures are pPrescribed to contrel the
flov and movement of money appropriated to or collacted by the
Bureau, and to set forth the accountability of the Bureau of
Indian Affairs for such funds.

.A'

Bureau of Indian Affairs., Responsibility for the establish-
ment and maintenance of an adequate accounting system rests
with the Commissioner of Indian Affairs., This obligation,
which originates froam the various acts of Congress, requires
each agency head to develop and maintain an accounting system
L0 provide for a disclosure of resources, liasbilities, and
cost of operations. The accounting system muist be designed
to prevent obligations or eéxpenditures in excess of the funds
provided by the Congress.

cases, Indian and Tribal Funds. Executive Order 6166,

June 10, 1933 (5 U.S.C 132), assigned the disbursement ang
collection of Govermment moneys to the Division of Disburse-
ments, Bureau of Accounts, Treasury Department. The Chietr
Disbursing Officer is located in Washington, D, C., and
Regional Disbursing Officers are located in key cities,
Disbursing office examingation of vouchers is based upon tne
provision of the United States Code that disbursing officers
under the executive branch of the Government shall:

Disburse moneys only upon, and in strict accordance
with, vouchers duly cexrtified by the head of the
department, establishment, or agency concernmed, or
by & bonded officer or employee thereof duly au-
thorized in writing by such head to certify such
vouchers;

Make such examination of vouchers as mey be nec-
essary to ascertain whether they are in Droper
form and duly certified;

Be keld accountable accordingly.

Beleagse 42-51, 9-6-63
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ACCOUNTING PROCEDURES

C.

(1) Disburs Stations. Treasury Regional Disbursing
Offices collect and disburse funds under symbols
assigned their stations by the Treasury Department.

(2) Avoropriation S Ols and Titles, The Treasury Cepart-
Zent assigns symbols and titles for the Purpose o
identifying appropriations. The Devartment of the
Intericor a8signs symbols to account for limitatigps
where appropriation acts specify amounts Which may not
be exceeded for certain puwrposes. The aperovriation

(3) Receint Symbols and Titles. Symbols and titles used
to classify miscellaneous revenues of the Federal Gov-
ertment are listed in 42 TAM 12.3 and are also avail-
able in the Treasury Department booklet entitled
"Receipt, Appropria.tion, and other Furd Account Symbols
and Titles,"

(4) Statement of Transactions, Standard Form 224. Reports
of summary disbursement and deposis transactions are
sent monthly to the Division of Central Accounts R
Bureay of Accounts, Ireasury Department, Weshington 29,
D. C. (See Treasury Circular No. S45 Bevised and

amendments. )

(5) Svecial Disbursing Agents of the Buresu. Indian Ser-
ice Special Disbursing Agents are designated and

bonded for the purpose of accountirng for and disbursing

BIAM REISSU.
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ACCOUNTING PROCEDURES

5.3.2 Collections.
=Cicections

A. Internal Control over Receipts,

(1) Recording Collections. Collections should be recoprded
Frauptly at the point of receipt, usually the incoming
mall roam, and should be listed in duplicate before they
are released to another authorized collector. The func-
tions of handling cagh recelpts and accounting for cash
recelipts should be 8egregated, if possible. When this
is not feasible, other internal control Procedures should
be established to insure the Security of receipts.

(2) Protection of Funds. Authorized collectors must be
assigned office Space apnd equipment to insure protection
of public funds and valuable documents.,

(3) Daily Devogits. Deposits should be made daily, insofar
48 practicable. A "cutoff" time should be establisghed

deposit as a part of that day's business, and collections
received after that hour should be inecluded in the
deposit or transmission made the aext business day.

(t) Transmitt Currency. Currency shall not be transmitted
in the mail or by messenger. Currency received shall bve
exchanged for bank check Or money order for transmittal
through the mai], Upon Tecamendation to the Central
Of2ice, the Ireasury Department Will be requested to
designate a bank in the locality, if avallable, to issue
bank drafts without charge.

(5) Inserivtion of Remittances. Checks should be drawn to
© the order of the Buresu of Indian Affairs (7 cao 3020.40)
unless the remittance ig for credit to an ITM account
maintained for a tribal Oorganization. In such ingtances
checks should be drawn to the order af the tribe, tribal
enterprise, ar tribal association, as applicable,

(6) Responsibilities of Collection Officers. Collection
orlicers must not mingle official collections with Personal

amount due, or for Daying bills. Thesge are cashier func-

Release 42-51, 9-6-63 BIAM REISSUE
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ACCOUNTING PROCEDURESV

c.

B

of Collection Officers. Each employee who is to

receive collections must be covered by bond asg a collection
fTicer in the penal amount of $5,000 in favor of the Unitad
States as Obligee. The bond will be cbtained by the Cepart-

(1)

(2)

Designation of Fleld Collectore ent. Where collections
are erfected at pointa other than the Jurisdictiona}
headquarters, usually at the sub-agency level, the ay-
thorized employees are designated as "Field Collector-
Agents."

Cesignation of Authorized Collector. Collection officers
located in agency or headquarters offices who receive

ooney fram field collector-agents, through the mail or

over the counter, are designated ag "Authorized Collectors.”

Receint Forms, Prevaration and Transmittal, Tt is preferaple
to prepare forms on a typevriter; however, an indelible pencil

Or pen may te used if a typevriter 1s not avallable,

(1)

(2)

tions while awvay from headquarters. The criginal receipt
is given to the remitter at tke time of collection; 1
COPY 18 retained ip a oumerical file; 1 COPY 13 sent to
the agency, if applicable; 1 COPY is to be listed op the
transmittal form and sent to the ares accounting office,
(See 6.3.20(3) below,)

Premmbered Form DI-1040, Bil1 for Collection. This
form is a T-part, Snap-out precarboned 8s8sembly, pre-

umbered in a bil]l series. Each &ccounting statien shall

disposition of each aumber, whether issued, spoiled in
Freparation, or otherwise rendered ianvalid, In cases
where a set ig spoiled in Dreperation, one admipigtrative
¢opy of DI-10hOc shall be uged to advise the accounting

Release 42-51, 9-§.43
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Station that the number wag not used; the other six
forms of the set are filed in mumerical sequence at
the billing unit for subsequent audit, Also, in cages
where bill forms are used in advance of collection for
.. transactions in which the total credit will be to
deposit fund accounts (14X6039 and 14X6875(20)) at the
time of collectiom, an adminigtrative COPY is to be
provided the accounting station at the time of release

served this purpose. Forms DI-1040b and DI-1040c are
assigned a Collectiom Voucher number starting with No, 1
each fiscal year, prefixed by the letters "CV" and the
unit mmber, and suffixed by the last two oumbers of

the fiscal year followed by the serial sequence of that
fiscal year. Por 1llustracion "CV-102-63-1,"

Upon preparation of bill, file in the uapaid bill £ile
Forms DI-1040a, DI-1040b, 1 copy of DI-1040c and send

one copy DI-1040¢ to accounting office and one copy
DI-1040c to activity concerned for follow-up, Remaipge
ing DI-1040c 18 filed in numerical file., (See 42 IaM 6.8)

(3) TIramsmittal of Collections. A form devised for the
purpose of transmitting collections to the depositing
adccounting offices, should Provide for colummar listing
by Collectiomn Voucher number, name of remitter, amount
of each collection, and total amount transmitted, The

office making the collection and numbered beginning with
No, 1 each figecal year. Send the original and two copies
of the transwmittal with the collections to the accounting
station, The tramsmittal forms are for acknowledgement
purposes, one to be returned to the forwarding collection
officer and the other to be filed in a numerical file by
the collector makiag the deposit, Ogpe c¢opy of the trans-
mittal is placed in a oumerical file at the time of trans-
mission to be replaced by the €oPY acknowledging receipt
of the collections,

Each depositing collector shall keep a numerical file of
collection tramsmiteal forms by unit number for audit

purposes, The '"transmittal of collections" form is uged
in sending collections either from field collactor-agent

elease 42.77 8-28-64 BIAM REISSUE
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to agency or area accountiag office, or from mail room
Co accounting oifice. The form {3 used both as an
itemization of collactions tracsmitted and ag a4 gafe.
guard to assure the accouncing for all collections,

. Copies of the transmittals {in the receiving office are
to be restained pending verificacion by the auditors
with the original transmittals {n the depositing office,

(4) Special Racaipt Porms, Special receipt forms approved
by the Comptroller General of the Unitad Statas which
may be used are: (1) Form 5-461, Statement of Electrical
Energy and Service, (2) Form 5-463, Bill for Construction
Charge, and (3) Form 5-464, Bill for Operation and
Maintenance. :

(5) Receipting for Tribal Collections. Z2emittances drawa to
the order of a tribe, tribal eaterprise or tribal
asgociation are to he sent to the proper tribal official
who issues receipcs to the remitters. If the collections
are for deposit to a t-ibal Iadividual Indian Money
Account, the tribal officer, in nis cavacity as a tribal
official, will i{ssue an official receipt, (See 42 TAM
6.3.7 for IIM accouncing,)

D. Partial Pavments, Partial raywents on 51ils shall be accepted,
Upon receipt of a partial payment of a Previous billing, the
authorized collector will taka che following action:

(1) Complete DI-1040a, 5I-1740b, 4nd the retain copy of
DI-1040c to show the aouimi ceczived,

(2) Issue a naw bill curraacly dacad, The new bill wAl1
show the original bill oumber, date, and amount; the
dats, amount, and nuzbar of collection vouchers
covering partial payments raceived which are applicable
to the origiqal b1ill; the amount remaining unpaid,

(3) Distribution of the new bill {s the same as in 42 IAM
6.3.2C(2) except that 2 coples of DI-1040¢ (green)
will be used for dcenuncability purposes ouly, The
re-billed amount is already ia Accounts Receivable
from the original bill,

E. Examination of Remi ttances. Returm co che remitcar lncompleta
or improperiy prapared checks, drafes, Touey orders, ete,, for

: ~ BIAM Reissye
Release 42-77 8-28-64 FEBRUARY 1984
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correction, completion, or reissuance, The omission of
signature, differences between script and numerical amount,
and postdating render checks invalid. Checks bearing
conditional endorsements are not acceptable for deposit
unless the condition in the endorsement is fulfilled by the

payment.

Loss of Negotiable Instruments. If a check, money order,
draft, or other form of exchange becomes lost, request the
remitter to stop payment and to furnish a substitute
remittance, If the lost item is recoversd aftar the
Temitter has been requested to 8top payment, hold it uneil
the substitute remittance is received, them returm it to
the remitter,

Depositing Collections. Deposits for credit to Individual
Indian Money are made on Certificate of Deposit, Standard
Form 209,

Deposits to other funds (general fund accounts, miscellanecus
receipt accounts and Tribal Trust Fund accounts) are made on
Certificate of Deposit, Standard Form 219, listing one or
more appropriations or fund symbols on a single Certificate

of Deposit., Separate Certificates of Deposits will be uged
for each Tribal Trust Fund symbol ,

The Standard Porm 209 and Standard Porm 219 are each given
a deposit number beginning with No. 1 each fiscal year (a
separate series for each fecr=), Shou in bicek (1) of the
SF 219, "OfZice Deposit Symbol", the 8-digit station symbol
of the accounting station making the deposit; block (2)
"For Consolidated Abstract of Treasury Regional Office at
(city and state)", will not be uged,

(1) Sorting, According to Treasury Department Circular
No. 945, where the number of checks and monay orders
for each Certificate of Deposit does not exceed 28,
8O sorting or special arrangement is required, as a
general rule, Attach an adding wmachine tape as proof
of equality between remittances and certificates,

Where the number of checks, momey orders, ete,,
comprising a certificate exceeds 25, certain designated
general depositaries and Pederal Reserve Banks nay
require the items to be sorted categorically as follows:

Currency and coin (except where tequired to
be included in a separate certificate of deposit),

Release 42-57, 11-6-63 BIAM REISSUE

FEBRUARY 1984




3UDGET AND FINANCE L2 IAM 6.3.26(2)

ACCOUNTING PRCCEDURES

(2)

Releage 42.57,

Checks drawn on the Treasurer of the United
States,

Postal money orders,

tems drawn on banks and trust ccmpanies
located in the same City as the Federal
Reserve Bank or Branch in which the devosit
is made,

Items drawn on Other banks and trust ccmpanies.

Noncash items (except where required to be
included in a separate Certificate of Devosit).

Where sorting is required, attach a separate adding
machine tape cr otner i1isting to each of %he foregoing
goups of items. Recapitulate on & separate tape or
Other form, the several group totals to show the total
amount of the certificate of derosit. Each group total
listed shall be identiried by the number designating
that group as indicated above. Zach crfice making
deposits should clear the sorting requirements with the
desigrated depositary.

Endorsement. The following format is useq:

(a) Devartmental.

"Pay to the order of the Tr22surar of cha Uniced
States. Tti3 chack is 1in zaymens ¢ an ctlizatio
to tke United States and mus- c2 z2id at par,

Do not sire nonpayment.

Departzent of the Intericr
Bureau of Indian Affairs
Washingtor, D. Z. 20240

C. D. No. 14-20-0650 #

(derosiz aumber)
* or 14-20-0651, as apslicabla,®

(b) Fiald,

"Pay to the order of any Federal 2eserve 3ank or
Sranch or General Depositary Por credit to the

11-6-63 BIAM REISSUE
FEBRUARY 1084
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ACCOUNTING PROCEDURES

Treasurer of the Unitegd States, This check is in
payment of an obligation to the United States and
@ust be paid at par., N. P. Do pot wire nonpayment,

Department of the Interior
Bureau of Indian Affairs
(Address of devositing office)

Co D‘ NO. lu‘m‘ww "
(deposit number)

E. Devositing Unidentified Collections. Collections which, at
the time they are received, cannot be definitely identified
for credit to the Proper account shall be deposited to the

suspense account, 14X6875(20), Suspense, Bureau of Indian
Affairs. (See 7 GAO 3540.)

(1) Apvlication of Devosit Funds. Amounts subsequently
identified are transferred to the applicable accounts
from the Suspense account by means of SF 1097 or
SF 1017G, as appropriate.

(2) Refunding Devosit Funds. Amouats to be refunded to the

(3) Reconeiling with General Ledger Account 1034, The
individual items in the suspense account must be

machine tape or other procf of reconciliation with the
General Ledger should be kept with the subsi
records af suspense account deposits for audit Durpcses,

I. Special Fund and Trust Fund Receipts.

(1) Available Receipts. Receipts, which under law or trus<

(subject to administrative authorization), are claggeq

8S available receipts. (See 42 TaM 12.3.2 for types or
receipts designated as "availabie" under Joint Regula-

tion No. 3, dated June 12, 1951, as amended. )

Release 42-51, 9-6-63
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ACCCUNTING ZFRCCZDURES

elease 42-51, 9-6-63

(2) Identification of Available Receipts on Documents. In
order to insure that collections of avallable receipts
are properly recorded by the Treasury Department in the
receipt accounts and not treated as repayments to
appropriations, depositing collection officers. mist
clearly identify <hem by showing the letters "A/R" cn
all forms, such as Certificates of Deposit, SF 1081,

SF 1097, immediataly following the fund expenditure

Symbol.
(3) Upavailable Receipts are those which at the time of
collection are not lataly available for expendd ture

because further actiocn by the Congress may be required,
congressional limitations may have been established ag
to the amount available for expenditure, or the receipts
may have to be cleared in whole or in part to other
receipt accounts before appropriation warrant action ig
taken. Tribal and general fund receipts (revenues) are
unavailable,

Revol Pund Accounts. A revolving fund is defined as one
established to finance a cyecle of operaticns, to which
reimbursements and authorized advances are deposited for re-
use. The fund "Revolving Fund for Lcans” is in this class.

Devosit Fund Accounts. Deposit fund accounts are defined as
accounts established to receive moneys held in suspense »
rending determination of dispositicn, and zoneys held by the
Goverrment as fiscal agent or banker, such as:

(1) Account of the Treasury Disbursing Of€icer.

Smgol i Ti<le
14X6050(20) Employees' Payroll Allotment Account,

United States Savings Bonds y Burean
of Indian Affairs

14x6070(20) Withheld State and Territorial Income
Taxes, Bureau of Indian Affairs

14X6875(20) Suspense, Bureau of Indian Affairs

14x6882(20) Transportation Taxes, Bureau of Indian
Affairs

BIAM REISSUE
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ACCOUNTING PROCEIURES

14F0201(20) - Withheld Individual Income and FICA
Taxes, Bureau of Indian Affairs

(2) Account of Indian Service Special Disbursing Agent.

Symbol Title
14X8039 Individual Indian Mopey
Checks Returned by Devositary as Uncollectible.

(1) Debit Voucher, Treasury Form 550k,
is not paid by the bank on which it is drawn, the deposi-
tary prepares a Debit Voucher and sends two copies to the
depositor with the unpaid check, The authorized collector
holds the check until a pew remittance is received angd
then deposits the new remittance under a new Certificate
of Deposit mumber. At the time the Debit Voucher ig
returned by the depositary, the account
post the amount of the Debit Voucher in
Cash Receipts Register.

Where more than one fund or Certificate of Deposit 1is
involved in an uncollectible item, it may be necessary
for the depositing office to complete the Debit Vouchsy
indicating the Certificate of Deposit number or mmbers,
the fund or funds, and the amount chargeable to each,

Collections by the

Maintenance of Cagh Receipts Registers.

(1) Ares Acccuntiz_z.g Offices with Decentralized Accoum:i_n.s
Records, Agencies and Irrigation Projects authorized to

rect deposits in a General Depositary or Federal
Reserve Bank maintain the Agency Cash Receipts Register,
Form 51039, and the agency accounts prescribed in
k2 IAM 5.2.6, including the datailed subsidiary accounts.
Billings and collections by the area offices which are
applicable to agencies are recorded by the ares accounting
affices on registers Prescribed for area offices,

Release 42-51, 9-6-63
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ACCOUNTING FROCEDURES

O« Cash

levels. Collections are deposited as provided in
b2 IAM 6.3.2M.

Receipts Registers,

(1)

(2)

3elease 42-51,

Form 2=1039, Agency Cash Receipts Register, Thig reg-
ister will ordinarily be useq by those nonaccounting
offices that deposit their oWk collecticns. Covies of

bills for collections and certificates of deposit are
used as the posting media,

(a) Posting. Daily posting to the registers ig zandatory,
The registers are Self -explanatory.

(b) Report to Area Acccunt Cffice., The following
forms are prescribed for reporting collections
deposited by the agency or project offices:

Form 5-1043 General, Special, and Revolving--
Collections
Form 5-1048 Irrigation and Power Collections -

. Regional Disbursing Officer

Form 5-1052 Trust Mund Collections - Regional
Disbursing Officer

Form 5-1055 Collections of I.5.S.D.A. Tunds
The aporopriate revorting forms must be completed

2rem the agency Cash Receipts Registers and submittad
daily to the accounting office.

Form 5-1015, Cash Receipts Register - Gereral, Special,
and Revolving Funds , Chart A, .

form 5-1016, Cash Receiots legistar - Ir=tzation ard
Power Activities, Chart 3.

9-6-63 BIAM REISSUE
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ACCOUNTING PROCEDURES

Form 5-1017, Cash Receipts Register - Trust Activities,
Chart C,

Area accounting offices with centralized account

' 'records shall maintain Cash Receipts Registers for each
accounting entity on the aporopriate Cash Receipts
Register form, Copies of billg for collection ang
certificates of deposit are the POsting media to the
registers.

&ctivity and constitute an addition to the original amount
aporopristed by the Congress.

be related to Previously recorded expenditﬁres. Typical
refunds are paymentsin error, overrayments, recoveries made
&8 a result of audits.

Collections fram outside Sources, other than refunds, are
Tequired to be deposited into the Treasury as general fund
receipts.,

Release 42+51, 9-6-63
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6.3.3 Disbursing.

A.

Tyves of Disbursing Officers.

(1)  Tre Disburs Officers. The Chief Disbursing Officer
and the Regional Disbursing Officers of the Treasury
disburse moneys appropriatad by the Congress, including
‘rust appropriations and deposi: funds, except 1lu4XE039 -
Individual Indian Morey.

(2) Cashiers. Cashiers disburse funds ipitially advanced by
a Treasury Disbursing Officer and have their individual
funds replenished by charges against benefiting Bureau
appropriations. (See 42 IAM 6.3,5.)

(3) I.S.S.D.A. The Indian Service Special Disbursing Agents
: disburse only funds collected and deposited to the credit
of a disbursing station in an official funded checking
gcccunt, 14X6039, Individual Indian Money. (See 42 IAM
03070)

Scurce of Disbursing Funds. When appropriations of funds are
made available, the Treasury Department informs the Bureau by
zeans of an Appropriation W - Based upon this informa-
ticn, Advices of Allotment or Authorizations are issued to
the fleld accounting stations by the Central Office. (Non-
expenditure transactions on SF 1151, Nonexpenditure Transfar
Authorizations, effecting withdrawals and credits authorized
by law between appropriations, funds » and other accounts, are
initiated by the Central Office. See 7 GAO 2030.)

(1) Unfunded Accounts. Regional Disbursing Officers of the
Treasury draw checks on unfunded accounts against the
Treasurer of the United States. Funds disbursed by the
Treasury Regional Disbursing Officers are appropriations
authorized by Congress, including amnual, no-year,
expired appropriations no longer available for obliza-
tion ("M" Accounts), tribal trust funds, and others.

(2) Funded Accounts. The Indian Service Special Disbursing
Agents disburse frcm funded checlding accounts by checks
drawn on the Treasurer of the Unitad States. The
checking account balance consists of funds belonging to
individual Indiang apd trust funds belenging to tribes
and associations.

Release 42-51, 9-6-63 BIAM REISSUE
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ACCOUNTING PROCEDURES

Availability and Comtrol of Disburs Funds. The responsibil.

Ly for determining, prior to disbursement, the sufficiency
of bvalances in appropriations, funds, or other limitations
established by law, rests with the administrative agency to

- which the funds have been made available. Controls mist be

established to reflect the amount available, the amounmt
Obligated, the amount expended, and the remaining balance
for each allotment and appropriation account.

(1) General, Special, and Revolving Funds. For purposes of
administrative control of funds, amocunts of allotments
to accounting stations » and, where applicable s 8ppor-
tiomments of funds may not be exceeded. (See 42 IAM 5.8
Zor allotment accounting procedures and Bureauy of the

Budget Circular No. A-34 for information on apporticmment
of funds.)

(2) Tribal Teust Funds. Prineipal accounts of tridal funds
(either receipt or appropriation account) earn interest
from the time they are credited in the U, S, Treasury
until they are requisitioned for expenditure, Trust

varranted by the Treasury Department once a month to the
corresponding appropriation account. Based on Advice of
Allotment, the Central Office requests the Treasury by
Journal Voucher, SF 1017G, to transfer fram the 900"
(interest earning) account to the expenditure account
the amounts required for approved tribal budgets or
other specified purroses.,

Disbursement Procedures. The General Accounting Office audits
the accounts of the Bureau under the site audit orocedures,
The original accounts » consisting of original disbursement and
collection documents »y Vouchers, schedules » and other financigl
records, are maintained in the Bureau accounting offices,
After payment, the Treasury Disbursing Offices Place payment
information on the original schedules (sF 1097, sP 1081, and
SF 1156, etc.) and return them to the accounting stations

for £iling with the related basic documents.
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ACCOUNTING PRCCEZDURES

(1)

(2).

elease 42.51,

Retention of Records for Site Audit. With the exception
o€ vouchers for transportation services, accounting

‘been completed and the records relating to the latesc

fiscal year for which the audit hasg been ccmpleted,

There will be retained at all times, records for a minimm
€ two camplete fiscal years. Thereufter, if the records
are no longer required for administrative Purposes, they

Center. (See 43 IAM 3,1; Regulations of the General Serv-

ices Adminiatration, Title 3, Records Mapagement;
8 GAO 3000.)

Standard Form 1081, Voucher and Schedule of Withdrewals
and Credits. When the B-digit agency accounting station

Symool to ve charged is differepnt from the 8-digit agercy
accounting station symbol to be credited, and for all
transactions affecting the tribal “rugt fund receipt
accounts, prepare a SF 1081 for processing through the
Treasury Regional Disbursing Office. Where both the
agency charged and the agency credited are agencies for
which the Treasury Department, Division of Disbursement
dces the ddsbursing at its regional offices, both sides
of the transfer document will be .processed by the " paying"
Treasury Regioral Office.

The Treasury office accamplishing the charge will also
accomplish the credit side of the dociment.

Only the total charge or credit to each appropriation or
fund should be recorded in “he Suwmary block. Individual
amounts which are ccmbined o arrive at the total may be
listed and totaled in *he Space reserved for details or
shown on an attached Supporting document to the SF 1081.

The origiral and two copies of SF 1081 are sent to the
Treasury Disbursing COffice. After acccmplishment, the
original will be returned to the 8gency accounting station
charzed and one copy will be sent to the agency accounting
station credited. In those cases whers an extra copy of
the accomplished form is needed by either the station
charged or the station credited, it should be reproduced
from the single copy returned by the Treasury Disbursing
Office.

9-6-63
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ACCOUNTING PROCEDURES

(3)

(%)

Release 42-51,

The billing office prepares the SF 1081 to show the
Department, Bureau, and address of both the paying and
the receiving agencies » and the appropriation symbol
to be credited, The agency o receive credit must be
identified by nanme, 8-digit accounting station symhol

and mailing address.

The paying affice shall identify itself by name ) S-digdit
accounting station symbol, mailing address s> and insert
the disbursing office symbol mmber of the "paying"
Treasury Regional Office which applies to both the

charge and credit sides. The paying office shall enter
the appropriation symbol to be charged, and after signing
the charge gide of the document, forward it to its
Treagury Disbursing Office. The certificate of the
office billed shall be executed by the certifying

officer or other designated official.

Standa>d Form 10 Voucher and Schedule to Effect Correc
tion of Errors. Refer to 42 1AM 3.3.@(5) for prepara-
tion and use of the form., :

Standard Form 1166, Voucher and Schedule of Payments. -
and Standard Form 113 7, Continuation Sheet,

(a) Gemersl. Ia 1lieu of transmitting individual vouchers
to the Treasury Disbursing Offices » basic vouchers
(invoices, SF 1034, and sF 1012, etc.) are listed
on the voucher/schedule, SF 1166 ang SF 1167,

Each page should contain the greatest aumber of
items spacing will Permit with no limit to the
number of items that may be listed on g schedule,
After certification by an authorized certifying
afficer, send the original and ope copy of the

SF 1166 and continuation sheets to the

Disbursing Office and keep the original bagic docu-
ments in the accounting station. Certification of
basic vouchers is not required. Fop Transportation
Vouchers, send the original and two copies of the
voucher/schedule to the Treasury. See (b) ang (g)
below. All accounting documents sent to the .
Treasury Disbursing Offices must show the 8-digit
accounting station identifi tion symbol.

9-6-63
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ZUDGET AND FLVANCE

ACCOUNTING PROCEDURES

(»)

(e)

| (a)

(e)

Assgl nt of Bureau Schedule Numbers. Each
voucher/scoedule is assigrned a separate mumber when
it 1is sent to the Treasury for payment. The numbexrs

- Tun consecutively for each fiscal year. A Separate

series of numbers prefixed by the letter "T" is uged
for voucher/schedules for transportation vouchers.

Avpropriation Summarr Block. The total amount
chargeable to each appropriation or fund is showm

in this block. The appropriation symbol and the
amount chargeable are shown on the same line and

the amounts of the individual funds or appropriations
are totaled. The total in the sumeary block must
dgree with the “Grand Total" amount above the auy-
thorized certifying officer's signature on the SF 1166.

Listing Basic Vouchers on SF 1166. Each basic
voucher i3 assigned a Bureau voucher mmber begin-
ning with No. 1 each fiscal year. The Bureau voucher
mumbers are listed in mmerical order in the "Voucher
No." column on the same line with the rayee'!s name
and amount. The amount for which the check i3 to be
drawn is shown in the "Amount" column on the same
line as the payee's name, The total of the amount
colum on the SF 1166 must include items listed op
the continuation sheets and must agree with the total
amount in the "Appropriation Summary' block.

Cambired Payments Due a Sirgle Pavee. Several
invoices or vouchers may be consolidated under one
Bureau voucher mmber (except transportation vouchers
vhich must be mmbered individually) or they may

each be assigned a separate voucher mmber in which
case the mmbers are listed one under the other on
the voucher schedule, the first mumber on the line
with the payee's name, The individual items are
added and listed in a single amount in the "Amount"
columm,

Sort Basic Vouchers for Sevarate Sched .
Segregate bagic vouchers into the rollowing general
classifications and liat each class on a separats
SF 1166. :

Release 42-51, 9-6-63
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ACCOUNTING FROCEDURES

3.3.4

Withdrawals and Credits Between Avorovriations and E’undé .

A.

Nonexvendi ture Transactions - Wasgégszon Cffice Only. These
are transactions, based on legal authority, that are net -
reported as obligaticns, expenditures, or reimbursements and
are limited to transactions in which both the withdrawal apnd
credit are to (1) accounts ¥ithin the general, revolving,
TADAZEmEnt, or special group of &ccounts, or (2) accounts
within the trust or deposit fund goup of accounts,

(T GAO 2030.)

Standard Form 1151, Nonexpenditure Transfer Authorization, igs
initiated only at the Central Office level. Approval by the
Director of Budget, Office of the Administrative Assistant
Secretary, is required on SF 1151 in connection with transfers
between buresus; between other departments and agencies; and
transfers made under emergency authority included in the genexral

acts. Authority to aporove SF 1151 in connecticn viih intermal
transfers (trust funds). has been redelegated by the Commissioner

Examples for the use of the form include: advance payments <o
GSA for rent, renovation and alteration of buildings;

further use of F 1151 and information on distribution of the
form are given in 7 GAO 2030.

Zxoenditure ‘Transactions - Transfers and Ad justments, The use
and preparation of various forms for adjustments ian the books
€ accounting stations and the Treasury are descrived in this
subsection.

The documents should te posted to the accounts in the month in
which the Treasury Department accamplishes the transactions,

(1) Ad justments Within anp Agency Accounting Station, Expend-
iture transfers and adjustments between appropriation,

fund, and receipt accounts (except zrival trust fund
receipt accounts), both sides of which affect the accoumt
of a single agency accounting staticn, will be documented

: B1AM REISSUE
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ACCOUNTING PROCEDURES

(2)'

(3)

()

Releagse 42-51,

on SF 10l7G, Journal Voucher. Standard Forms 1081 and
1097 are not required for this ourpose. The Journal
Voucher 1s not to be sent to the Treasury Regional
Disbursing Office.

Ad justments Between Agency Accounti Stations. Expend-
iture transfers and adjustments between appropriation,
fund, and receipt 8ccounts, which affect the accounts of

different agency accounting stations, are accamplished

by the Treasury Regional Disbursing Office by means of
SF 1081, 1097, and GSA Form 789, o other similar forms.
Send the original and two copies to the Treasury Re-
glonal Disbursing Office. The disbursing office to
vhich the documents are sent Drocegses and returns the
original to the agency accounting station charged and
sends a copy to the agency accounting station credited,
In those cases where an extra copy of the accamplished
form is needed by either the station charged or the
station credited, the agency station should reproduce
it from the single copy returned by the Treasury
Regional Office.

The 8-digit gymbols for both the agency charged and the
agency credited must be shown on tne expenditure transfer
document, SF 1081, SF 1097, and GSA Form 789, ete.

Transactions Affectigg Tribal Trust Fund Receipt Accounts,
All transfer and adjustment transactions affecting

tridbal trust fund receiont accounts, must be prepared

on SF 1081 or SF 1097, as applicable, and sent <o the

Treasury Regional Disbursing Office for processing.

Collections bf Deductions from Disbursement Voucher/
Schedules,

(8) For Credit Within an ney Account Station.
Collections by deduction from disbursement voucher/
schedules, which are for credi: to Other appropriation,
fund, or receipt accounts of the S&e agency accounting
station, shall bve campletely documented on the disburse-
ment voucher/schedule. Standa=d Form 1096, Schedule af
Voucker Deductions, will not be used.

9-6-63
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ACCOUNI’IIIGV PROCCEDURES

(v)

For Credit to Another Agency Accounting Station.

SF 1056 shall be used in those cases wWhere collec-
ticms by voucher deductions are for credit to
another agency accounting station. The disburse-
ment voucher/schedule, SF 1166, must provide for
issuance of a check, payable to the agency accounting
station to be credited. The SF 1096 will serve ag
& remittance advice. The check is forwarded by the
Treasury Regional Office with the SF 1096 to the
agency receiving credit and is deposited on
Cexrtificate of Deposit, SF 219 or SF 209.

(5) Preparation and Distribution of Voucher and Schedule Forms.

(a)

Standard Form 1080, Voucher for Transfers between
Apvrooriations and/or runds. The form is used as

a billing document when settlement is to be mads by
check and as a basic voucher for furnishing details
@ transactions billed on SF 1081 if supporting
documentation is required. Standard Form 1080 bills
to be settled by check are scheduled for Dayment on
SF 1166. For identification purposes one copy of
the SF 1080 will be sent to the disbursing office
with SF 1166 to be transmitted with the check.
Ordinarily, Bureau affices will use SF 1081 whep
billing offices other than the following:

Department of Defense

Govermment Printing Office

Post Cffice Department

All Govermment Corporations

The District of Columbia Government

Where SF 1080 is used as the billing document, the
billing agency will ccmplete the form down to the
"Certificate of Office Billed" section and forward
the original and two copies to the office billed.

A copy will be retained in the b1ll f{le and q
copy Will be used for posting to the Accounts
Receivable Register.

311ls rendered by the agencies listed above to
otaer Govermment agencies will he paid by check,

Ralease 42-51, 3-6-43
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(v)

(c)

Likewvise, all bills submitted to these agencies
will be settled by check.

Deposit the checks received in payment of SF 1080

on SF 209 or SF 219 according to applicable collec=
tion procedures.

Standerd Form 1081, Voucher and Schedule of Withe
drawals and Creditg. This form is Prescribed for
use as a cambined voucher and schedule for proc-
essing expenditure withdravals and creditg between
appropriation, fund, and receipt accounts where
checks are not to be drawn by the Treasury Depart-
Zent and delivered to the billing office. For
preparation of SF 1081 and use of the form as an
expenditure document see 42 IAM 6.3.3D(2) and

T GAO 4010. Record the collection side of the
document in the accounts ag provided in 42 IAM 5.2,

Standard Form 1096, Schedule of Voucher Deductions.
This form is used for scheduling collections

accamplished by deducting amounts fram disbursement
vouchers for credit to an appropriation or fund
other than the ope charged for the disbursement,

The form is used only when the collection is for
credit to another accounting station. The Treasury
Disbursing Office requires the origilnal SF 1096

for transmittal with the check to the agency
receiving the collection. The agency Preparing

the SF 1096 should retain a cory for information
Durposes.

When preparing the form, enter in the body (1) %he
Bureau voucher number of the related disbursement
voucher, (2) information regarding the purpose for
which the deduction is made (including the name of
the paying agency), (3) the symbol and title of the
appropriation to be credited, and (4) the amount of
the deduction. The upper portion of the form,
éxcept the lines "Schedule No." and "Sheet No."
identifies the &gency receiving the credit, Note

the serial number of the SF 1096 on the disbursemen+

voucher to which it Pertains,

Release 42-51, 9663
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(4) Standard Form 1097, Voucher and Schedule to Effect
Correction of Irrors. Tals form L1s used To correct
accounting errors involving expenditure or receipt
transactions which require adjustment in the agency
or Treasury accounts. Standard Form 1097 i3 gent
to the Treasury only when the ad justment affects
7o different dedigit accounting statiocn symbols
and for all such transactions affecting the tribal
trust fund receipt accounts,

Send the original and two covies of SF 1097 to the
Treasury disbursing office. The agency or affice
-that made the error initiates the action to correct

\

3UDGET AND FINANCE 42 IAM 6.3.4B(5)(4)

|

Errors discovered by the General Accounting 0ffice _ : %

in the audit of accounts Will be brought to the |

attention of the office responsible for making the
correction. (7 GAO 4400.)

C. Transfer of Cbligated Balances to "M" Accounts. The obligated ?
balances of lapsing appropriations are Transferred to
successor "M" accounts on June 30 of the second full fisecal
year after the appropriation has expired for obligationm.

The transfers are effected by Jjournal voucher and the amcunt
transferred is the net Obligated balance, il.e., gross
accounts payable less repayment receivables creditable to the
appropriation. The amount of disbursing cash transferred
coincides with the amount in column (3) of the Treasury Form
81k report (formerly the Section 1311 report). ESee pro
forma entry No. 38 in 42 IAM 5.2.3C.)

The unpaid {tems transferred to the successor funds are
liabilities for services rendered or materials received,

As such, it is proper to classify these liabilities ag
accrued expenditures (accounts payable) and not as undeliv-
ered orders, Cancel any orders which have not been delivered
within two (2) fiscal years after the appropriation has
expired for obligational Duryoses.

J. Annual Withdrawal of Unobli ted Balances. Unless statutory
Srovisions vermit the retention of unobligated balances of
arpropriated funds, unobligated talapces (Lncluding balances
zeld in accounts as umallotted) of appropriations available

Release 42-351, 9-54-63
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for obligation for a definite vericd are withdrawm at the
expiration of the period of availability (7 GAQ 2070). Each

\ account should be analyzed before the end of the fiscal year
to insure that only valid obligations are included in the

in Column (4) of the Treasury Form 814 report requireq by
Treasury Department Cireular No. 965, Revised, and emendments.
The withdrawal action is also reported on line 1A of SF 133,
Report on Budget Status.

__/;8:‘
:
/
b
:
:
;
;
;
i
A

Withdrawal of uncbligated balances ig accamplished by Jourmal
' Voucher, SF 1017G, prepared according to pro forma entry No. 2
\in 42 IAM 5.2.3C.  One copy of each Journal Voucher is to be

—

|

(1) Annual Avorooriations General Funds. The uncbligated

: balances of accounts expiring for obligation are with-
drawn as of June 30 of the fiscal year in which they
exrire for obligation. Also, unobligated balances in

. appropriation accounts which have Previcusly expired but

: bave not lapsed are withdrawn each  June 30. ,

(2) No-Year General Fund Apvrooriations. When the purvose
for which a no-year appropriation has been fulfilled, or
when disubrsements have not been made against the apnro-
priation for two full consecutive figcal years, the
uncbligated balance is withdres .

(3) Revolving Funds. The accountability for collections
deposited to the appropriation, thth9, Revolving Fund
for Loans, is transferred to the Central Office at the
end of each fiscal year. The amount 1s transferred by

funds, and should equal the amount in General Ledger
account 1200.1 on June 30. All in transit collections
became transactions for the subsequent fiscal year.

(4) Available Receipt Funds. The Jure 30 balances of fupds
designated as "Available" under Joint Regulations No. 3,
dated June 12, 1951, remaining uccbligated are returned
T0 the unallotted account for future DProgramming., The
transfer is done by Jourpal Voucher, SF 1017G, as of
June 30.
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ACCOUNTING PRCCEDURES

(5) Tribal Trust Funds. The June 30 balances of appropristed
tribal trust funds remaining uncbligated under Annual
(2652) Authorizations are withdrawn by Jourmal Voucher,
prepared according to pro forma entry No. (3) in
‘b2 TAM 5.2.5D,

Coples of the Journal Vouckers are to be sent with the
year-end reports to the Central Cffice for posting to
the control accounts.

The Central Office will returm Principal funds to the
Treasury for transfer to the interest bearing account.
Unless specifically requested, the status of tribal trust
funds 1s not to be included in the Treasury Form 814
report referred to above.

(6) "M" Accounts. The Juge 30 unocbligated balances of
Successor accounts into which the obligated balances of
lapsed appropriations have been merged are withdrawn irn
the same manner as other uncoligated balances of expired
appropriations.

Unobligated balances may accrue during a fiscal yeer as
a result of payments in amounts less than the amounts
coligated or depositing collections to the "M" account.

Before establishing the unobligated valance available
for withdrawal at the end of the fiscal year, each "M"
account must de aralyzed and single items of $1.00 or
less, both receivables and payables, deobligated and
writlen off. Single items of less thap $5.00 should
be reviewed for possible decbligation or Writing off at
least once each fiscal year,

Restoration of Balances Withdrawn. Unobligated balances Pre-
vicusly withdrawn may be restored to liquidate obligations

and effect adjustments under conditions set forth in T GAO 207s.
Restorations are made at the end of the fiscal year. For each
Plus item appearing in column (4) of the Treasury Form 814
report, a justification is required to explain the necessity
for the restoration. The year-end Jourmal VYoucher, withdrawing
and restoring balances, is to be provided in duplicate where
restorations are involved. One CODYy of the Journmal Vouckeyr
will be used for posting to the Central Office control accounts
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ACCOUNTING PROCEDURES

and the other copy will be returned approved or modified

as circumstances raquire. Approval of year-end restorationg
is contingent upon the amount in the fund available for
restoration at the Bureau level, Restorations to the control
accounts are accomplished at the Central Office level
pursuant to 7 GAO 2075,

Interim Adjustment of Accounts, Accounting gtations may

pay legally incurred obligations in excess of amounts estab-
lished for liquidation if the unexpended balance in the fund
1s adequate to cover the payment, At any time prior to the
close of the figecal year, if additional funds are needed for
disbursement, requests for 2llotment should be sent to the
Central Office; if there is gsufficient balance in the control
accounts, the necessary funds will be made available,

The unobligated balance status of all expired appropriation
accounts shall be reviewed each December 31 and March 31,
Based upon the analysis, submit to the Central Office Journal
Voucher, SF 1017G, to returm unobligated balances, and
Application for Allotment or Change in Allotment, Form 5-755,
to cover budgetary deficits. Separate requests are required
for each fund, with Justification to support year-end
restoration action, when additional funds are necessary to
cover budgetary deficitsg, '

Central Office Functions, Pursuant to the requirement of

7 GAO 2075.80 that each agency is responsible for maintaining
a cumulative record of the withdrawals and restorations of
unobligated balances, the Central Office maintains the control
accounts prescribed under 42 IAM 5.2.2B, The control accounts
are the only source from which to determine the amounts
available for allotment or for Testoration,

Upon receipt of Jourmal Vouchers from the field accounting
stations to effect year-end withdrawal and restoration action,
appropriate entries are made to the accounts from which the
funds were originally allotted, using the fiald Journal
Vouchers as posting media, The Treasury Form 814 report
constitutes the authority to transfer the unobligated balances
from Appropriated Funds with Funding Officer-Holding (General
Ledger Account 10) and Unallotted Appropriations (General
Ledger 20) to accounts maintained to reflect Appropriated
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ACCOUNTING PROCZDURRS

Funds Withdrawn by Treasury (General Ledger Account 16) and
Unobligated (Lapsed) Appropriatiom Balancss Withdrawa by

Treasury (General Ledger Account 26),

Interim adjustments of allotment activities to cover
budgetary deficits are posted to General Ledger Accounts 10
or 20 as long as General Ledger Accounts 16 and 26 reflect
balances subject to restoration, Rastoration action,
however, i{s deferred until the end of the fiscal year,
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