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CHAPTER 9
INTERNAL CONTROL AND AUDIT

’ Section 901. Examination Prior to Payment.

.01 General. The primary objective of an administrative examination of

: vouchers and other disbursement documents prior to payment is to
provide assurance that the Government is being protected; that the
claim represents a valid obligation of the United States; that
funds from which the proposed payment is to be made are available
for the purpose; and that payment is being made pursuant to appli-
cable laws, regulations and directives. The importance of a-
thorough examination cannot be overemphasized. A proper examina-
tion will, in all probability, enable the :General Accounting Office
to complete an audit promptly, whereas a careless, haphazard
examination may result in numerous exceptions and delays in the
final audit and clearance of the accounts. Section 203 of Chap-
ter 2 and Sections 604 to 609 of Chapter 6, of this Part of the
Manual, contain detailed information and instructions on the - .+
preparatlon of vouchers and other basic materlal._ T

gg | .02 'Reference Materlal. In order to perform an adequate administrative
~examination, the voucher examiner must have available the necessary
reference material and must be fully acquainted with the rules,
regulations, and procedures contained in such material. Among the
material which the examiner should have available are the following:

A. Copies of applicable appropriation laws.
B. Executive Order 9805, as amended. A
C. General Regulations of the General Accounting Office.

D. Copies of applicable Accounts and Procedures letters and
Accounting Systems Memoranda of the General Accounting Office.

'E. Copies of all published Comptroller General decisions and all
‘unpublished decisions applicable to the Bureau of Indian
Affairs.

F. A current file of procurement regulations, bulletins, and
suppliers schedules relative to purchases from General Services
Administration, Bureau of Federal Supply, Committee on Purchases
of Blind-made Products, and Federal Prison Industries.
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Section 902, Administrative Em_ina.tion of Accounts.
.01 General. Pursuant to the authority contained in Section 119 of the

002

.03

Accounting and Auditing Act of 1950 (Public Law 784, approved
September 12, 1950), the accounting offices and positions in the
list attached to this Section have been designated to receive,
examine, reconcile and approve fiscal officers! accounts (Exhibit 4).

Decentralization of Administrative Examination. The primary' basic

criteria for the decentralization of the administrative examination
of accounts are (1) that designated operating procedures are estab-
lished to assure that all financial transactions will be completely
reviewed and audited prior to payment or deposit and recording on

the accounting records, (2) formal procedures are in force to pro-
vide a reconciliation of disbursing officerst! accounts current with
the accounting records prior to approval, and (3) internal procedures
are in effect to determine that the requirements undsr (1) and (2)
above are being followed. ~ .

Regional Disbursing Officer?s Account. Upon rsceipt of the original

account current from the Regional Disbursing Office, the amounts
shown thereon shall be reconciled with balances in the general ledger
accounts maintained at the designated accounting office. Discrep~
ancies should be immediately called to the attention of the Regional
Disbursing Officer with complete details. When the reconciliation

of the account current has been completed, it should be certified

by the designated officer in the space provided therefor and the date
of certification shall be shown. The account current shall be recon-
ciled and certified not later than twenty days after receipt by the
designated officizl. This reconciliation and certification of the
accounts doss not contemplate or require an sdministrative post audit
of individual documents. Under the on-site audit prosedures, the
accounts current, all vouchers, contracts, schedules, and otker sup—
porting documents shall be retained at the designated accounting
offices., These records, with the exception of vouchers, covering
transportation services and supporting documents, ars to be retained
for a period of six years unless circumstances st a later date should
require the fixing of a different period not in excess of ten years,
and then are to be subject to disposition as directed by tke General
Accounting Office. Vouchers covering transportation ssrvices will
be forwarded to the General Accounting Office immediately after the

. close of the fiscal year unless designated accounting offices are

otherwise instructed. It will be neceasary that certain of the
retained records be available to accredited represertatives of the
Comptroller General, or forwarded upon request of the General Account-—

‘ing Office, for their use in investigation of finanecial transactions,
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the settlement of a....,au.at.. and claims, the rendering oI decisions,
conzidsration of csses under litigation or othsr matters pe

to the functions of‘ that offics, Any expenses incident to the trans— ’
portation or sarvicing cf such records are rcq;u.red to be bome by

the field office concerned.

A. Reconciliaticn of Account Balances. A statement to effect a
recencilistion of ascount current balzness with the balances
shown on tke accounts of the aecoantmg office shall be prepared
&t each offics designated to receive, examine, reconcils and -
approve fiscal officer?s accounts. A s23parats rsconciliation

' shall be preparsd for each acccunt listed on the account cur-
rent and shall be filed with the account current at the loca-
tion whers the accounting records are maintained. Forms for
use in making the rezonciliation are attached to this Sectiom
(Exhitit B snd C). Theze farms mey be reprofuszed locally in
such quaatities as msy bs nrecassary. Exhibit C may be repro—
duced on the reverse of Exkibit B if desired.

|
~ 1
04 Indian Bureau Special Disbursing Agent?s Account. Indian Bureau e
Special Disbursing Agent®s accounts current and supporting docu- ( |

|

|

|

ments shall bs asserbled .at the accounting office. After the
account has been resonziled, examired, ard approved, the certifi-
cate on the reverse of the sscount Zwrrent in ths block entitled,
vExamined and Approved? shall be sigaed and dated by the designated
officer not later than tan days after rozsipt bty “his official,
Under the on-site sudit procedures ths original scsount currsnt
and 2ll supporting deocuments shall be retained gt the designated
accounting office (=zes suv-sszticm .05 abovre). Ons li:gible signed
copy of the account curzrant,; hewever, shall be transmtted to the
Treasury Department, Bu.xea.a of Azoounts, Divieion of Bookkoeping
and Warraats, Washington 25, Do Co

A. Reconciliation of Subsidisry Acsoent Bslonzes. When sub-
sidiary Individwal Indi2n Aseocunts and Daposit Fund Accounts
ares maintairsd at poirts othear than the offics of the Spscial
Disbursing Agsnt, z moathly ststement of rscorciliatiorn must
be prepa:-ad and submitted by 4 d~put dlbb ,.r:-mg sgent who is
charged with the responsibility fur the maintenante of the
subsidiary ascounts. A form for use in ma.k:.ng such & rezon-
ciliation statement is attached o thls Sastion {Exhibit D).
This form may be reproduczed locally ia suzh cmartltles as may
be necessarys. This report mst be pramptly rersnsiled with
the general ledgesr control aszounts and £31%34 with th“ account
current for review vy interasted auditors. '
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EXHIBIT A
(Revised)

BUREAU OF INDIAN AFFAIRS
List of Accounting Offices and Positions Designated to

Receive, Examine, Reconcile, and Approve Fiscal Officers!

Accounts as of November 1, 1951
3HEEHHANHEHRREREEEEEHG0:

Official to Finance

Receive Accounts Office Station
Accounting Office Current Number
Aberdeen Area Office Area Director ' 20-1~1

Aberdeen, South Dakota

Albuquerque Area Office Area Director | 20-2-1
Federal Building
Albuquerque, New Mexico

Anadarko Area Office Area Director 20-3-1
Federal Building
Anadarko, Oklahoma

: Osage Agency Superintendent 20-3-2
Pawhuska, Oklahoma A

Billings Area Office ' Area Director 20-4-1
' 804 North 29th Strest
Billings, Montana

Juneau Area Office Area Director 20-5-~1
: Juneau, Alaska

Menominee Agency ' Superintendent 20-6-2
Neopit, Wisconsin

Red lLake Agency Superintendent 20-6-3
' Red lake, Minnesota

Muskogee Area Office Area Director 20-7-1
Federal Building
Muskogee, Oklahoma

‘Phoenix Area Office Area Director 20-8-1
P. 0. Bax 7007
Phoenix, Arizona
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Portland Area Office

Klamath Agency

Sacramento Area Office

Window Rock Area Office

Intermountain School

Washington Office

Area Dirsector
Swan Island Bldg. 1
Portland 18, Oregon

Superintendent
Klamath Agency, Oregon

Area Director

Federal Building
Sacramento, California

Area Director
Window Rock, Arizona

Superintendent
P. 0. Box 345
Brigham City, Utah

Chief, Branch of
Budget and Finance

" Bureau of Indian Affairs
Department of the Interior

Washington 25, D. C.

EXHIBIT A - Cont.

20-9-1

20-9-2

20-10-1

20~11-1

20-11-2

20-25-1

Note: The firsi digits, 20, represent the number assigned to the
Bureau of Indian Affairs; the second digits represent the

Area number; and the third digits represent the station

number.
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VERIFICATION OF ACCOUNTS CURRENT AND RECONCILIATION OF BALANCE DUE U.S.

- EXHIBIT B

b
]
H X Y Z Administration 3
, [0 )]
- . ol
N Cns .
O Location of A , Disbursing Officer John Doe “
:AGOnoraolnL:dgeg’ngo:mf Atlanta, Ga,_ February 1951 Location Atlanta, Ga.
+ FPeriod of Account Symbo/ 406 L
5 APPROPRIATION GENERAL LEDGER BALANCE (a8 ”:rT::tNas'l.:dlI:::dde EXCEPTIONS OR DIFFERENCES BALANCE OUE .8,
. (Symbol) 2-28-51 Yn agency fllas) {Explalned in at@ached schedule) AS REPORTED ON
Q (Date} Dabits ' Crodits Debits . Credlts . ACCOUNTS CURRENT
;] A
3]
3 ’ .
d A $ 977,370.27 $100\.00 ' $1,547,94 - - $ 978,818.21
N B 446,047.28 - 61.25 - - 446,108, 53
n
C 368, 212, 69 - 46,75 - - 365, 259.44
. D 69,036.01 - ‘ - $252.90 - 68, 783. 11
E 955,017, 61 - - - $252. 90 955, 270, 51
TOTALS $2,815,683.86 ~ $100.00 $1, 655. 94 $252. 90 $252. 90 $2,817,239.80
I certify the foregoing analysis is correct.
”“ (Slgnature!l &




8 'SCHEDULE OF ITEMS SUMMARIZED EXHIBIT ¢ y
§ UNDER THE HEADING EXCEPTIONS OR DIFFERENCES B
o RELATING TO THE ACCOUNTS CURRENT OF THE MONTH OF___ February, 1951 .
;Agmcy __XY Z Administration Disbursing Officer g‘om Doe 5

Location of Location tlanta, Ga.
a‘ 2529;37 Zedger Account Atlanta, Ga, Symbo / 406

APPROPR 1 AT | ON REFERENCE DESCRIPTION OF ITEMS AMOUNT ACTION TAKEN TO ADJUST

@ . -
2 D No. 333 Form 1096 No. 333 incorrectly summarized S.F. 1097 No.___, submitted
=3 dated on X Y Z Administration schedule as a to the Disbursing Officer and
% credit to Appropriation "E", should have accomplished during the month
By been credited to Appropriation "D" $252. 90 of : .
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