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REGULATIONS OF THE INDIAN OFFICE
Bookkeeping and Accounting
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1. The object of the [ndian Service system of bookkeeping and accounting is to enabie disburs-

ing omcers properly to account for all receipts and disbursements by appropriations and funds and |
+ 'to show the location of their. balances; that is, whether they are on hand or deposited, and, if the -
latter, in what depositories.-. To be effective the system must provide currently the following infor- -
mation relative to each appropriation and fund, except Individual Indian Money and Special Deposits. E
L: i (a) Treasury Cask. —Balance of allotments which is available for advance to the dnsbursmg o -'5;
ficer or for direct settlement of claims.by the General Accounting: Office. 310,00 e R

(b) Disbursing.Officer!sy Cash.—Amount in handsof. d;sbummg nﬁcer or- subject to hxs (.heck,..__

fg mcludmg balances of.advances and collections. <= -~ _-igimeas o ereandrmn e s i Eig s

24‘
.o-

.Jencumbrance.m,n, ,.mk.‘., Do omgw g - s naaoe b o¥dmnl
%Y (@ EncumbrancesBalance o actual or cont_mgent liabilities. which. remain to- be.hqu)dated e
4‘ by payment orcance!lanon.,,\ wraEaesT™ ot vs arin o aniite. olrigs
é 5 (&) Unavailable: Fund:..—Balance of funds in the custody of.the dxsbursu:g officer. which. have
. - been collected. but which are.not available for disbursement. i D,ie- . -8 erm g nge \a'L

%< 2. For.."Individual«Indian Money”.and “Special Deposxts 1t is necessary to- show only-the _
~: amount of disbursing officer’s cash under the several subtitles and the amount in. individual Indian_ |

i RS M ' BOOKS AND RECORDS ™ . ..m;:-:-_.m_'

1e
Fer local ofﬁce records certa.m books, etc., are provided, which are d&scnbed as foHows ud
Coa. 304 ppropnazwml.aiger (Form 5-616).—To be used for. all appropriations and funds (a sepa-
. rate sheet for: each) except for Individual Indian Money and Spedial Deposits.  All entries in these
. ledgers will be posted from: ;journal vouchers. Receipts and disbursements should be posted dax]v )
Control sheets on. Form 5—689 must be maintained when bookkeeping machines are used. ’
> 4 Journal Voucher::foumal vouchers have been designed to cover all transactions affecting
) aopronnanons "With* the'\excepuon of official receipts, disbursement vouchers. and encumbrance
.documents, they will be numbered serially from 1 up for each unit and filed in loose-leaf binders. -
(a) Journal vouchers which will be entered in the field appropriation ledger fall into two main
groups: First, those covering transactions which will be posted by the Indian. Office directly from o
" copies of such vouchers; e: g., alltoment of funds, deposits of funds, and claim settlement; and
second, those covering transactions which will originate in the field and concerning which the Indian |
Office will have no knowledge before the submission of the field officer’s report; e. g., purchase orders.
other encumbrances, collections, and payments.

3. Mnscdlauou: Joumal Voucher (Form 5-639).—This form will be used to record mnscella-
neous transactions; for example 'interest credits to accounts of individual Indians and corrections
of errors made in. recording receipts and disbursements. A duplicate of this form will be prepared
for transmittal to the- Indian Office with the monthly trial balance.

I 6. Allotmens. of Fun&: (Form 5~626).—This is a form received from the Indian Office, ad\n:mg
of allotme'xts of funds that have been made to the unic.
7. Withdrawal of Allotment (Form 5-646).—This is a form received from the Indian Ofﬁce

b

5 L B R

adwsmg of the withdrawal of allotments previouslv made. arle
"' 8. Advance of Funds (Form 5-627) —This is a form received from the Indian Office advising S
of the issuance of a requxsmon on: the Secretary of the Treasury for-funds. The entries provided S
for thereon will be made, not upon the receipt of this notice, but upon advice from the Treasurer oS

that the funds requisitioned have been placed to the official credit of the disbursing officer.

" 9. Deposit of Funds (Form 5-638).—This form will be prepared for all deposits made to the
a'edxt of the United States, and the original, after description of the certificates of deposit has been
entered, will be forwarded to the Indian Office. Appropriation ledger entries will be made from the
duplxcate copy at the time the check for dep051t is drawn.
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10. Notices of Freight and Passenger Transportation Paid (Forms 5659, 5-699a and 3-722).—
Notices of settlements will be furnished by the Indian Office on these forms. They will be used by
the appropriation ledger clerk in liquidating the ‘‘encumbrance” account and bv the ~eneral book-
keeper in liquidating the:‘freight and transportation payable’'-account.
L1 Officiad Recespts (Form 5-052).—Entries.will also be made in the aporopriation jedger Jom
official receipts.- One of these receipts will be prepared in quadruplicate: for each collection. the
" original going to the payer; the duplicate and triplicate to accompany the monthly accounts and
the fourth copy: to be used.in-making the necessary entries. (exd"er mdxwduallv or collec*xvel\)
the appropriation ledger.:- .. - Tt el IS v i
12. Miscellaneous Encumbrance Record and Joumal Voucher (Form ::—680) ==This is a form-
for use in- setting-up- journal entries for all'encumbrances except-those" -arising from purchase orders,
When the exact'amount of an encumbrance can not- be determmed the- b&t'esumate that can be .,
made will- beusedus .uu..: buil s TORK .Ti)wl S SR R O e GJ‘I‘Q f-m._!s& L\ .
(a) All original entries raising encurrbrances or makmg chang&s therein, e.xcept hqundanons =
through: payment, will>be' made in. that section of the form: beanng the: mpnorﬁ—‘On"mal -entries,’
entries setting up the encumbrzances or increasing the amount thereof bemga‘made in' the credit
column, and entries decreasing the: amount in' the' debit. columm? ‘the new: bajance being ‘extended -
after each entry.” All such entries will be posted to-the appropnauon ledger as directed on the forrn’
" (b) Encumbrances may ‘be classified as positive; those repraenungractuak liahilities or obhga- i
tions which will: become-actual liabilities. upon the delivery of-supplies orthe: rendmon of senices &
for which either oral or written contract has been made, and quasi: those represeating estimated: . o
future expenditures of money which-are not:based upon any:contractual obligations. s‘.“ "
(c) After June 30 quasi encumbranca can not be consndexed as outstanding charges against . ..
~the balances of appropriations for the preceding fiscal year. Consequent]v al[ such encumbrances > ’
must be closed out each year before the trial balance for June 30 is submxtted After June 30 the & ol
annual appropnauons for- the precedmg fiscal year will be a.vaxlabl' on _ly (or the liquidation. of 0 S
positive encumbrances raised on or before June 30. S ,; 3is o . ' T )
(d) Encumbrances will be set up for all bills of lading executed and payable from funds other .
than “Purchase and transportation of Indian Supplies," exther bv entenng a.quasi encumbrance’ | ‘ ‘
for the estimated amount of such bills of lading for the year, or by : setting up an encumbrance for -
each bill of lading, using one sheet of the * Vhscellaneous encurnbrance record for all such bills as™ |
may be paid from a single appropriation. RO . :
(e) Upon cemfv:nga voucher for transfer of propertv the .receiving | ofﬁcer \nll set up an (
encumbrance to cover the amount thereof.. If notified subsequentlv 5y the TIndian Cffice that no '
transfer of funds is requ1red the encumbrance mll be cancelled; othen\'xse it \»111 be hquxdated upon.
Jayment. .
(f) Payments on account of encumbrances carried on the mxsceilaneous encumbrance record
will te posted in detaxl to that form in the column “quuxdauons._ and the t.nhqundated balance
will be extended. e s i AR .
(2) Payments on account of purcha.se orders will not be posted in detaxl ae joumal voucher
but the date and number of the disbursement voucher will be.noted. thervef;nJ ¥, \erv infrequently
such an encumbrance may be in part liquidated, and the. amount paid will be. noted on the form in .
addition to the date and numter of the voucher; and the unhqmdated baJance extended On the -
dishursement voucher in the ' encumbrance column will be entered the exact amount raid. e\actIv -
as when payments are made on other contmumg encumbrances- \o ad;ustment of encumbrance - B
will ordinarily be made before the final payment. [ o :
(A) When encumbrances are fully hquxdated the correspondmg documents m]l ke transferred
from the current to a liguidated file. Thus, since entries to correspond with those made in detail.:
in the encumbrance .record will be simultaneously entered in the ‘encumbrance account in :he
appropriation ledger, the latter account, under any speaﬁed appropnauon will control the section -
of the encumbrance file devoted to that appropriation.  In other words, the aggregate of the‘_:
balances in the encumbrance file under any appropnanon wﬂl always agree thh the balance 7
of encumbrances on the corresponding page of the appropriation ledger.” *
(¢) Jourmal vouchers for miscellaneous encumbrances \vxll be given numbers in a seneq
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numbered consecutively.. .
(/) Original entries on encumbrance documents will be posted immediately to the appropria-
tion ledger, after which the documents will be placed in either a vertical file or, preferably, a loose-

: leaf binder, where they will be arranged in numerical order-behind guides bearing the titles and
. symbols of the appropriations...,.. . Co ' -~

13. Check Registers—For units where bookkeeping machines are not. used,.. two forms. of check

e registers are provided; one. (5-68?). for accounts with- the Treasury of the:United States and the

L
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« other (5-693)-for;accounts:with depositories. for Individual. Indian ‘Money. and. Special. Deposits,

%-5.1f none of the latt\q:égqqounts:are.k‘ept at a.uait, Form-5-687 will be _used:e_gc_lﬁsivel_y.,;“;At units .

.....

;.{ having bookkeeping, machines, Form_ 5688 will be used for both the Trea.s.u;};;qud.lqcalggpos{tory :

S, i

- accounts. .- -?M}m‘c:" i e L e e e Lo T AR o Y L
(2) When preparing-a requisition on the Secretary of the.Treasury for funds,the.Indian Office

Five gbm., o oy [ Y adwry

g “will make:a duplicate thereof, which will serve as a notice.to. the field officer. that the. funds are in

transit. . Upon receipt;of .advice from the Treasurer that.the amount requisitioned has been credited
to the account of.the disbursing: officer, the total of the requisition will be entered in the depesit
column of the check register for.the United States Treasury, and the amount. advanced from each
appropriation will-te debited to *Disbursing officer’s cash” and credited to ‘Treasury cash”, on the
proger sheet 6f the appropriation ledger-. Similarly, upon tke deposit of cash to the official credit
of the officer or the transfer of funds betweer depositories, postings will be made to the.Deposit’’
column of the register, for the receiving depository. T Lo ~;‘_g‘*.:“_f.ff;— -
- 14. Cash Book.~—The cash book (Form 5-684) is intended to show oaly.collections and proceeds
of checks drawn for- cash, and their disposition. Receipts on accountable  warrants will not be
entered in this book.; -The balance shown by the cash boox will represzat tha actual cash in possas -
sion of the disbursing officer.; .. _-- - L AT S
(a) A consolidated debit entry will be made daily in the cash book to cover all the collections
for the day, the total amount entered being the sum of the oficial receipts issued during the day.
:This total will be.analyzed under two heads: “Collection voucaars” aad -“Individual Indiaa
Moreys and Spedal Deposits.”” These official receipts will then be assorted by appropriations,

"+ -and consolidated postings will.be. made to the dabit of “Disbursing ofiz2r’s cash” oa the propar

sheetsin the appirbpriat_ion ledger, ‘‘Allotments, "Una.vailabl_e funds,” or “Individual trust funds''

receiving appropriate: credit.., -- -

(8) The total of the column headed ."Collection voucher’ enters into the “Summary of disburs-
ing officer’s transactions. in the -monthly trial balance, which in turn will be checked azainst ‘‘Col-
lection vouchers” in the general accounts. As transactions in “Special d2posits” aad “Individual
Indian Moneys" are ignored in. the general accounts, a correction made in the appropriation ledger
ift the original classification.of receipts as berween ‘‘Special Deposits” or- “Individua; Indian
i-Ioneys" and other appropriations involves a corresponding correctioa in the cash book. ..%.. .

15. Purchase Order-(Form. 5~678).—This is a form in duplicate used for placing orders for

- supplies or services. -If an order is given pursuantto a contract that has previously been set up as

an encumbrance, the duplicate copy willrot be used. Additional copies will be made for the use
of storekeepers and. employees. in charge of outlying stations, etc. For placing orders that raise
encumbrances one original and one copy will be used if only onz appropriatina is invaolved. An extra

- blie copy will be made for each additional appropriation involved. The approoriations to b2 used

-

in making payment wiil be indicated in the spaces provided therefor at the bottom of all blue copies

" which have been used. Postings will be made from these copies to the debit of “Allotments’ and
*the credit of “Encumbrances” under the proper accounts in the appropriation ledger. . . a
16. Trial Balance of Appropriation Ledser (Form 5-601).—Trial balaaces on this form will be

~ submitted. to the Indian Office promptly at the close of each month, supportad by copies of all

., miscelianeous journal vouchers and reports of uniiquidated encumbrances. - - . N

(a) The report last named will support the closing balances shown under. “Encumbrances’”
in the several appropriations, a separate-report being made for each appropration. All encum-

NS

considerably removed from the series. used for purchase orders, documents of each class. being

-
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. brances should be-described fully enough to make possible an inteiligent audit by the Indian ?ﬁn/'
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For continuing encumbrances, this description wnll include a statement of the period covered. To
enable the Indian Office to furnish to the Bureau of the Budget an analysis of outstanding obliza-
tions by appropriations at the close of each fiscal year, reports for the month of June mustc show
whether the unliquidated encumbrances are for salaries, travel e_:pe.nses roc«nes, tuel or otnar,
object, and give the amount for each. g :

(6) To meet other requirements, the trial balances for September, December, \Ian:h and June
will be submitted, in duplicate; immediately after the close of the month and in no event later than
the fifth day of the following-month. In addition to the: reports of unliqu'datéd encumbrances, a
memorandum' must be attached to each copy of the trial balance showing the’ amount of indabted-
ness under each fund and- appropriation incurred since the beginning of the fiscaF year. and remain-
ing unpaid when the trial balance is submitted: - The memorandum referred.to-will'not be required
for the month. of June il the reports of unliquidated encumbrances (Form 5-67T) show the actual
obllgauons mcun'ed but  remaining unpaid 6n June- 30. SN DTA :mmn
. (¢y Eacﬁ‘fbur-lme section of the-trial balance is complete ur “Ttself a.nd waI show the oper*mg
balance, changa during - the "month“for* ‘which it is rendered, and the: .closing” balarice under each
appropnatxon.“*’[‘he blank spaces betwéen these sections must not: bemsed for 'writing.~

(dY’ A'number-is assigned to-each field office: - This number W'dl be placad: m’the upper squa*e
.t the extreme left ‘end ‘of each four-line:'s sectxon of -the form:. - The- number-of "the -report will
be placed in the square’immediately- below’, the ﬁrst trial balance submitted’ dunng? the ﬁaml year
teing numtered I the second 2, and so-on. % - Y T onof iz o EomT @2 30

(e) The totals of transactions only wrll be shown under ‘the* proper classmmnons and the
numbers of all “Washirigton vouchers'™- relatmg toa gwen appropriation will be entered in the space
provxded at the left for that purpose. ~“== % - LGNFTRRE 24D W

"(f) Special deposits’ and individial Indian moneys held ‘as™ d.xsbumng' oiﬁcers cash will be
brought into this trial talance as a single account, entries to balance_ those-appeanng under
“Disbursing ‘officer’s cash’ being made under “Unavailable- funds.”™ “=:- f*""‘?'" -

(2) By selective addition, footmgs will be made at the bottom of- the last sheet of the report
opgosite ‘“Total, all appropriations.” - Care should te exercised to see that the total of the debit
Lalances is equal to the total of the credit balances. A L BERT

() The “Summar}r of~ disbursing-‘officer’s transactions'” it'the’ f'-ot of the: form dlS'E’ZL’dS
appropriations andis complled from the cash book and check registers.” These are column-ruled
books so arranged that the figures required for this summary may te obtained “by simply adding
the columns. - - It'should also be noted that the amount shown opposite ‘‘Balance at close of period’
must correspond mth the closing ba]ance under “stbursmg officer’s cash'! opposrte “Total, al

o s

_pproprations.”” ” - - LSRRG A

'i

T

(1) Extreme care must be exercised to see that the total feld debtts e"ual the tota] field credits -

and that the total Washington deb1ts equal the total W ashmgton credits before the trial balance
is forwarded 'to-the Indian: Office.” .~ ~nliz- . . ndmsimiT gassebo nox

(7) The- *Analysis -of: dxsbursmg officer’s cash" is rrerely an- abstract of: balanca taken from -

the cash book and check registers.  The total must ag-ree wrth the.total shown in.the trial balance
and the “Summary of disbursing officer’s transactions.” . - vetoaoar cuhoad? soms

" () Unexpended balances of cash in appropriations ‘‘without-year'’ advanced under allotments
for one fiscal year need not be returned to the Treasury at the close of that vear-if allotments under
the same appropriations are made for the following year, but ray be retained and transferred on
the books by (a) debiting “‘allotments” and crediting *‘Disbursing oficer's cash’. in:the approoria.-
tion ledger for the preceding year and (b) debiting  “‘Disbursing-officer’s cash’"~aud crediting
“Treasury cash™ in the appropriation ledger for the follomng year. "Eatry “a"! reducess the bal-
ances in “Disbursing officer’s cash” and “Aliotments” under the accouats for the preceding year,

thus closing the-accounts to that extent, whereas entry ‘b’ increases the balance in the hands of

the disbursing officer available for disbursement on account of current billls and decreases the bal-
ance in the- Treasury subject to requisition under the following year’s allotment. -:

17. Individual Indian Money and Special Deposits.—The forms necessary for handlmg these

-~~unts are: Individual Indian Money ledger (5-317); same for bookkeeping machine (3-317a:,
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i’ Special Deposits ledger (5-318), check register (5-693), appropriation ledger (5-320), control sheet
;. (5-689 for bookkeeping machine) and journal vouchers (5-639). BRI
(a) Journal vouchers will be used to effect transfers between accounts of Indians, to make
. adjusc:uent entries, and to record any other transactions except disbursements. Total disburse-
% ments for each day, however, should be consolidated and the aggregare amount thereof posted to

“‘} lthe appropriation ledger by journal voucher. - :
AL T R . . Lo eShaLT . : S
?‘2 LEl e L ALLOTMENTS Y NapnT R FO RN
4%  18. Before the beginning of each fiscal yea.r, ‘disbursing officers will be advised of the amounts

allotted to them from’ each “appropriation as well ds from: eack tribal or' other fund available- for-
=4 expenditures, | ”’;;3““" ’ _‘.*"‘f':" A I 100 TIAROR L TRt SR _;t'_t'-;:s.?#g;r;

2 »f 19. Allotments.are absolute as far-as field officials are conicerned and neither encumbrances
Pnor disbursements."in 7excess: of ‘allotments Wil be’ permitted 4’ Disbursing officers will be- heid
j‘to strict accountability it this matter under thie act of February 27, 1906 (34 Stat. L., p. 49yuts
¥ 20. When disbursements are directed by”the’ Indiarr Officé*from an appropriation or fund from

. 'example, as a.per capita payment to Indians=—the letter_f?)f’:d.irection will be accompanied by
: RN 2 V)] . Lo

:"'a notice of allotment in regular form.

C - . - PR

21. At ‘the close’of each fiscal year any: balances in allotments no longer required must be

1,

Unavailable Funds asﬁgfﬁp_i-bpﬁa_té.'ﬁ These transactions willt be shown on the Field Transaction

T

- . e gy S TS LlTELUL L e sin3 ey - - e

lf line of the. trial’ balance.f,‘,‘ e LIl R f ...... TLlu o TIOEa
Yo B R T N R . £ S A T 5
T Ul Erecnl oL ,.ENCUMBRANCES"-':}:%‘ T S o

Lgpie G tT Ll vt Tl T R . S s, .
+ 2% 22, The term “encumbrances’ refers to" portions of allotments which are set aside.to-meet

actual or expected liabilities> One of the principal objects of the existing accounting system is to
guard against involving the Government in any contract or-other obligation for the payment
of money in excess of .appmpriaiions. For this reason it is important to set up encumbrances to
cover anticipated expenditures as well as formal contracts-and other fixed charges. Disbursing
officers are expected and required to set up eacumbrances against their allotments for all liabilities
incurred by them, whether payment is to be made by them or-in Washinzton: It is not proper to
set up entire allotments as encumbrances unless or until they are actually and fully encimbered.
g Encumbrance: Records o Form 5-680 must be maintained and must be supoorted by ‘‘Reports

,

of Unliquidated Encumbrances'”on Form 5-677."

portation requests, are necessarily charged against- the allotments of such officers and the proper
fund or funds should be encumtered before the submission of the claim or rejuest for settlement.
.. 24 When a claim, is submitted to the Indian Office, the disbursing officer will be required to
state in his letter .of transmittal the full title of the fund thathas been encumbered by him to cover
_the payment: thereof, and when bills of lading covering incoming or outgoing shipments are -accom-
plished, the disbursing officer will be required to note on each bilt of lading the exact title of the fund
which has been encumbered and to which the expense is to be charged, unless the transportation
"charges are payable from ‘‘Purchase and Transportaticn of Indian Supplies,” in which case no

allotment or encumbrance. is required.

. 25. When claims originate in the Indian Office, afid the unencumbered balance of the fund to

“* be charged is shown by the latest trial balance to be insufficient for the purpose, additional -allot-
~ ments will be made, without requests from disbursing officers. - i

° 26. Disbursing officers must give this matter personal attention and avoid requests for allot-

_ment of funds to cover expenses already incurred, whether payment is to be made in the field or

':through the Indian Office. - In other words, disbursing officars will be held to strict accountability
for any excess of encumbrances over their allotments. B

27 Allotments are to disbursing officers what appropriations ar: to the Iadian Office and there

_is no more excuse for a-deficit in'the former than in the latter. Vouchers sent to Washington for

which no allotment has previously- been made; or for some extraordinary=purpose—such.? for '

- eliminated by”miscéllllaﬁe&xs journal voucher debiting alloﬁﬁ.‘}s and crediting Treasury Cash or..

23. Claims submitted by disbursing officers to the Indian Office for settlement, including trans- '
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payment are charged against. a.llotments of the disbursing officers by whom the obligations are in.
curred; hence, it is essential that there be sufficient Treasury Cash under the allotment and that the
Indian Office be advised under what fund an encumbrance has been set up.

23. Before incurring any liability a disbursing officer must be sure (1) that the proposed dis-
bursement would te legal; (2) that it is. permissible under Office reguiations and decisions of tiie
Comptroller General; and (3) that there is an available balance in his allotmaat under the appli-
cable appropriation or fund. Should there be any doubt on any of these points, action should
be deferred until the question is presented to and decided by the Indian Office.

29. Materialsand supplies must be used. for. the purposes for which. the funds used in their pur-
chase are applicable.. However, they may. be ‘used for other purposes provided adjustments of.
funds are made by means of tra.nsfervouchers on Form 5-7238." Suchcvauch.n. showinz funds from. .
which purchases were made and appropnanons it is proposed to charge,. wxll be submitted to the -
Indian Office:. forconsxderanon ‘before:the transactions are . othermse consummated ‘Disbursing <.
Officers will be nonﬁed by-the Indian_ Oﬁce in each case whether or oot a transfer of funds is -

. required and.mll proceed accordmgly- +1n elther event the transf& of the property wiil be duly

noted in the £0 accouats... weF oem mmae e R ‘,-;.-w .
P -wtﬁ. 3’ e . 7: 3. ADVANCES - I m I "

-:30. stbursmg officers are expected .to. forward, . about the ﬁrst “of every quarter requests on -
Form 5-092 for. advances of such of the funds that have been allotted to them as may be needed -
to meet expenses dunng the ensuing three months. . When preparing requ&sts for funds officers should .
take into consideration the balance of funds on hand and in transit. In no case will an advance of - g
funds be made which causes the maximum credit allowed under the officer’s bond to be exceeded. -

31. Every requisition for. funds made to the Treasury by the Indian Office must show the total k4
amount of all funds held by the disbursing officer, including those in transit.  This information must
be furnished by disbursing officers with their requests for advances otherwxse the requxsmons w:ll‘ .
be delayed until the information can be obtained. . e 3 S

- 32. Disbursing officers should antxcxpate their needs and request funds fa.r enough in advance
for the money to.ke made avaxlable and notice thereof received i in ‘the ordmary course of bu:mess
by the time it is.required. for disbursement. .. As far as possnble all funds. needed for the ensuing
quarter should beincluded in one requ&t at Ieast the number of requsta_ made should be reduced o
" to the minimum. N ;:_"'_'_ TN
33. Titles of appropnatxons and funds requested as well as theu- symbol uumbers should be { .

A nrd
3
T - - . By )
1 f(\’ ’Vr |‘| T
[
=
-

given fully and correctly. This is the only way to avoid mlstakes where two or more {unds bear
smihar titles~: ... . = el
34. The fact that funds are allotted and advanced to a dxsbursmg oﬁcer does not neoessan]y
mean that heis authonized to disburse them-: Credit can not be allowed for any expendx ture un't:
it is authorizad or approved. . . IR Rl T
35. Funds allotted and advanced.for one object may be used for andther wl'uch 13 authonzed
from the same appropriation:. . Provided,. That the total expendxtures from a.gwen appropnatxom
shall never exceed the amount which has teen allotted and advanoed to the ~ dxsbursmg ofﬁcer

thereunder. - . . o . o - SpeeS ke e ;
' COLLECTIONS:. . -:ine:

an

- 36. Collections of Individual Indian Money and Special Deposits will be recorded in the appro=- .
priation ledger sheet for that purpose, the entry therefor l*emg to debit Disbursing Officer’s cash -
(under subtitles) ard credit Individual Moneys.. - . : » S

37. When-a- disbursing officer erroneously i issues. a. check for a greater amount than 1s due ther ’
payee and credit is claimed for in. his account, he should deposit the surplusage to his official c'edxt"
without issuing an official receipt therefor or taking the sum into account, and notify the General- *
Accounting Office of his action in the premises. DleUl’Slﬂg officers being responsible under thexr
bonds for such overpayments, should make the deposxts from pe.rsona.l funds without waiting for

refundment by payees, which is a personal matter between. them and the other parnes at interest.
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38. Collections of overpayments or disallowances for which credit has been claimed and which
pertain to disbursements made under current bonds will be taken into the appropnation ledger
under the captions of the appropriations from which the erroneous payments were made. The

tentry recording such collections will be to debit disbursing officer’s cash and credit Treasury cash.
In case this entry causes an overdraft (credit balance) in Treasury cash, the amount of such over-

. dralt must be depOanted to the credit of the United States without delay

J:; 39. Official receipts covering collections of disallowances or.overpaymeats must show the name
of the appropriation and the number and month of the voucher’ to which. the item pertains.” In
~ . case the collection.does not. pertain to the current accouats of the receiving officer—that is, when
;j‘lxt pertains to a disbursement under a former bond or to the accounts of a former disbursing oficer—

_-"and has not been’ dlsallowed by._the General Accountmg Office,. an offidial’ réceipt will be issued.
* Such collections will, be brouqht into the account as Sundry- Receipts and deposued by separate
check, and a c0mplete analy;xson Form. 5-638 forwardzd to the: Indian OEﬁce{ ,14,,7‘,, : .-;.’9“. -
. 40. All collections’ exceptdxsallowances over payments, and those which are credited to.Indi--
E ‘wdual Indian Money, Speual Deposnts ‘and. other funds which may be retained by dasbu:smg agents
':» without being deposxted o the credit of the United States,, mll be taken ‘into. the appropnat:on
. ledger under the captionsSundry, Receipts. o The entry for reoommg .ollecmons wdl be to debxt ;
_;-‘~'.d15bursmg officer’s cash and ‘credit lnavailable funds.’ —afem
. . 41. During the roonth all Sundry Receipts will be carried in the oﬂicxal account of the dxsbursmg ’
officer with the Treasuret ofthe United States.. Immediately after ‘the close of the month, the eatire
amount of such collections. must be deposited to the credit of the United States and report thereof

" made to the Indian Office. . The appropdation ledger entry for recordmg such deposnts will be to’
debit unavailable funda an‘d_eredlt disbursing officer’ s mah . | o ’ . ~~m..r
. ‘ CARE"' R R r" 5:

LT 96:“.3”"\(. -4l S SR -

42 Disbursing agents-< shall keep safely mthout loamng, using personally, or deposmng m
unauthonzed banks, all publicand other money entrusted to them by virtue of their office until ; 1t is
deposited, transferred, or. paid-out as required by law or regulatmns (32:. 3433 RS.) .. P
3 43. Where funds are kept-in vaults or safes with ‘‘combination locks” such vaults and: safes
and the drawers and boxeéitherein shall be carefully and completely lacked at night or when the
office is left without occupants.s* No credit will be allowed for losses from safes fastened only with
what is termed a ‘‘day lock!>or “day combmanon or for losses where the requxrements of this
section are not complied withi i ¢/ - 2T R

44. Combinations omr all- vaults and safes shall be chanoed immediatelv w‘1°n any Cl.le.ll’Slng
agent or other employeeracquainted therewith is separated from the Service, changzes s:ations, or
ceases to act in a confidential capacity. Before new vaults and safes are put into szrvicz the com-
binations thereon shall:likewise be changed. Failure to comply with these requirements shall be
regarded as prima.facle. evxdence of contributory negligence in consideration of any claim for credlt
for money or things of value stolen from vaults or safes opened without resort to violence. = .77 -

" 45. When-any loss -occurs by reason of. theft, fire, storm, or otherwise, prompt repert thereof
shall be made to the Indian Office by telegraph. This must be followed by a letter giving full and

~ detailed information on the subject.. .- ST
7" 46. A disbursing" agent who has suffered loss of money or its equivalent and has made claxm for
credit shall not be required to deposit immediately the amount of the loss. Any balance against an
agent on account of such loss may remain outstanding, unless otherwise directed by the Commissioner:
until his claim is settled, and in every Account Current rendered from tha date of the loss until the
claim therefor is settled a notation should be made concerning the loss, specxfymg the date, cause and
amount thereof, and stating that a claim for credit is pending. MIIons
. Disbursing agents shall see that only authorized and respon;nble employees are perrmtted
to handle money and securities and will be held responsible for any losses caused by employees, unless
and until it is shown that the dxsbursmg agents are not at fault and they are relieved by Congress,
‘or otherwise.

NN
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DISBURSING

48. Special care must be taken in the disbursement of public moneys to prevent their misappli-

cation. Each appropriation i3 made for a specified purpose and must ot be used for any other.
ec 3678, R.S.)

49. Appropriations made for one ﬁsml year are applicable, and can be used, only for expenses of
that particular vear. This does not mean, however, that sufficient suppha may not be purchased in’
one fiscal year to last until by the exerase of due dxlxgence, supphes mn be procured for the next
fiscal vear from appropnatxons apphmble thereto.” =~ = T

50. Supplies which are puchased and dehvered m on° fiscal’ year wxll b* p:ud. 57 feom. appro-’
priations for that year,’ provuied there is no good reason to beheve they are mtended for use in the
following year but are procured in'advance to avoid the use of the' nm year s appropnatxoos )

" 51. Supplies purchased in good faith for delwery and use dunng on' ﬁscal year but not actually’

received until after June 30, will be paid for from appropnanons ‘for'the y yar in which purchasad. -7

52. Except as prowded in paragraph’ 49 suppha will be paxd' for from appropnanons for the -
year in wbxch they are mtended to be used regaralees of when' they are _cont_racted for, ordered or
delivered. Tfns apphes especxally to consumable supphes ) ","_f RS SOS LS

R
St

53. Wherever the word “supplies™ appears herem the ruIes apply. as far ascons:stent tuserv.

ices and other items of expense. »31‘3, LI SeRD e i =

54. Should there be‘any reason . for doubt as to the year to whxch an etpex:dxrure belongs. a
statement shoukd accorrpany ‘the voucher showing when the need arose when and what steps were

taken to meet it; and when it is expected that the supplies will beused S e £

55. Expenses incurred "in one fiscal year may be paid by- dlsbursmg oﬁicers dunng the first ‘}
quarter of the ensuing fiscal year. If they are not paid on or before cepte.mbe.x' 30, vouchers will have' -:

to te forwarded to the Indian Office for settlement as claims.

56. At agencies where funds are provided under treaty stipulations the treaties generally pre~
scribe the manner in which they are to be expended. -Treaty funds-can not be- diverted from the: .

objects for which appropriated without the consent of the tribes, expressed in general council, whichy. -

consent, stated in-writing, must be approved by the President or the Secretary; as- appropriate, and, .
the approvat communicated to the-disbursing officer, before the diversion can be made.. A copyv ol
approval must accompany- monthly accounts when forwarded to the Indian.Office: (34 Stat. 1016.); -
~ 57. Advance:payments are forbidden by law, except that- subscriptions to: periodicals which, -
have been certified in writing by the Secretary of the Interior to be required for official use, may ber -
raid in advance from appropriations available therefor. (Sec. 3548 R.S.; 38 Stat. 1049.)
58. When: a disbursing officer makes an illegal or double payment on the-order of a superior, he

does it at his penl and the Governmeant reserves the nght to charge-it.to either or both. - (Treas. Cir.
13, 1877.) - e .~ s e o

LEZED

59. F unds ondeposrt ina United States deposxtory must be drawn out only as they are requlred
for disbursement, and, when practicable, payment must be made by check drawn to the order of thes,
payee. (Sec. 3620, R.S)_oaa— : : R R il Lols. T --}

60. Transfers- from one appropriation to another for the purpose of charging disbursements
to different appropriations from those formerly indicated in accounts can be -made only in answers |,
to letters of exception or other specific directions from the Indian.Office or the: General Accountings
Office. If for-any reason a disbursing officer believes he has charged a disbursement to the wrong
- appropriation ¢ in-monthly accounts which have been. submitted,. he should report the circum -
stances to the Indian Office and request. instructions. before. attemptng to adjust the error by a:
transter of funds.- If the expenditure has been reported on the monthly trial balance but not yet onsi

(
( |

the account current, the expense should te charged directly to the proper fund on the account currentsf,

but the Indian Office should be reque<ted by letter to make necessary oorrectxons in the trial balance~‘“

“4)3
—}
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DEPOSITING . T

R 61. Unexpended balances of appropriations made for one fiscal year can not be used to lxquxdate
) ob.« ati on; incurred in another fiscal year. (Sec. 3690, R.S.)

. As soon as possible after the 30th of September of each year, disbursing otficers must deposit
to the credxt of the Umted States all unexpended balances of prior year funds, remaining in their

- hands. This does not apply, however, to funds without year or to [ndividual Indian Money, Special
wDeposns or other funds whxch dxsbursmg oFﬁcers may be authonzed to collect and retam in their

-’ accounts until expended- : e

63. Any accounts< agamst ‘the United States incurred in one > fiscal year ‘and payable from funds

,' ot speaﬁmlly mentxoned m the precedmg paragraph which are not paxd before the expuatxon of the -

_‘l 64. No money shall be 'paid to any person for his compensatxon who is in arrears to the Umted -

' :Qtates until he has accounted for and paid’ 'tnto the Treasury a.ll sums for wlnch he may be liable.

Sec. 1766RS)”"""' TIOaLLE bl : = :
65. Credit fora deposxt must be clanmecl in the account for the month in'which the check there-

for is drawn on the Treasurer of the-United States. The date ‘and number of cemﬁca e ‘of deposxt _
-wher. known, should 'be shown on the account current. =~ 2 PR et "‘r\a\“ e

66. Cash collections can not be deposited to the credit of the Umted Stata as “Sundry Recexpts

FERERND N o) l.ﬂ,“-_}34515\~3n

- until after their’ depomt to the official credit of disbursing ofﬁcers has been completed. - Hence, it

follows that if such.cpllecn_qus‘ are not cleared before the close Q.f a month, checks. for their deposit to
the credit of the United States can not be drawn during that. month. The correct pracedure in this
‘case is to carry the collectxons over as cash on hand a.nd deposxt t_hem to the credxr ot' the Umted States

ST IR

in the next month- 1T S

.. 67. Failure of 2 d:sbursmg officer to render accounts or to pay over, in thée manner and in the

time requnred by law. or by the regulauons of the department to which he is accountable. any public
money remaining in his hands is by law constituted embezzlement the penalty for which is imprison-
ment for not less than six months nor more than ten years, and a ﬁne equal to the amount embezzled
(Secs. 3624, 3633,°3634, 549! 3492 R. S))
63. Funds wluch a.re subject to-deposit to the credit of the United States are divided mto three
general classes, viz g
- “Unexpended Balances which include only funds that have been advanced from the
Treasury Departznent upon requisitions issued by the Indian Office. -
b. “Refunds.” which include funds collected or paid by disbursing officers to correct over-
pavents or other errors in their accounts under former bonds or for prior fiscal years, or in accounts
of former disbursing-officers. (Receipts for correction of errors in accounts of present disbursing
officers for-current fiscal years and under current bonds may be retained to the official credit of
disbursing officers; : subject to expend.lture for authorized purposes during the vear to which the
funds are applicable.)s:z 0 - -
. “Sundrv- Receipts,”’ whxch mclude all funds not embraced in the two other classes w1th

R

" the exceptlon of Individual Indian Money, Special Deposits and other funds which disbursing ofﬁcers

may be authorized to collect and retain in their accounts until exgended. .
69. In making deposits separate checks must be drawn to the order of the Treasurer of the
Uhnited States for funds coming under each of the foregoing classes and a separate report for each
deccsit must te prepared in duplicate on Form 5-638 ard forwarded to the Indian Office at the ume
such deposit is made: - The funds deposited must be analyzed in each case on the report so as to
show clearly the title of each fund or source of each receipt. - -
70. Individual Indian Money, Special-Deposits, and other funds whick dlsbursmg agents may

. Be authorized to collect and retain in their accounts until expended should never be dep051ted to the
credit of the United States, except when specifically directed by the Indian Office. S

71. The Treasurer of the United States must always be furmnished with the names of dxsbursmg :

_'.orrcers for whose credit. deposits are made. This is especially important when the deposxts are for

adjustment of errors i accounts of former disbursing officers. - S
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. 72. Deposits of funds must not be included in Schedules of Disbursements. They should be
shown only on the Account Current, with reference to numbers of certificates of deposit.

73. Deposits of cash to the official credit of a disbursing officer with the Treasurer of the United

States shall be made daily through the Federal Reserve Bank, or a branch thereof, in his district:

- Provded, Thatif the disbursing officer is located in the same city or town with a national bank which

is a general government depository, such deposits may be made through such bank.. .

74. Currency or coin,. unless deposited . personally. with a general national tank depcsitory,
shall be remitted to the nearest Federal Reserve Bank, or branch by postal money order, express, or
registered mail in.the order named, and the necessary expenses of so doing may tepaid from applicable .
funds. Inaddition to the person who prepares a remittance by express or registered mail, there must._.
be at least one reliable witness to its preparation and dispatch and 2 record must be kept of the con- .
teat of cach package.. Potaland express ey orders shal bs Haotee, biec s coneonin b

. - s o Furhey CoTmemet e . C

the same manner-as cash._ ", SRS

-, 75. All checks, whether certified or uncertified, shall be for‘v?ai—;def for deposit each day to the
Federal Reserve Bank of the district in ‘which the depositors’ head office i located or the nearest
branch thereof.,. (Treasury Circular. 176,.as amended. lyfay,IS-,_lQ‘ZZ’:).-;‘a Fawiag .‘,’,:\".,,-.' . :
...76. The lasttwo preceding paragraphs do not apply to deposits of Individual.Indian Money -
and Special Deposits, which will te made daily directly with the banks designated to receive this

-
P

lass of.mone}{._._,-‘.’.ﬁ-.-.,q Seat e el j“,‘j,{,. e el s
77. Cash.and checks forwarded for deposit to the official credit of an officer with the Treasurer _
of the United States shall be accompanied by Treasury Department Form 6599. %"~ ,
. 78. Disbursing officers, when making deposits to the credit of the United States, must separate

.

from all other classes of deposits those which return to the Treasury unexpended balances from

-

funds advanced upon accountable warrants in order that when certificates of deposit reach the -

Treasury they may be immediately segregated. and the moneys specifically identified as unexpended 3
balances of funds-advanced for disbursement as distinguished from Sundry Receipts and refunds of g .
overpavments. :' Such separate deposits should be made when disbdréi;;é officers deposit unexpendedf
balances of current annual or other appropriations either during or:after the close of a fiscal year &
79. In transmitting for deposit official checks drawn on the. Treasurer of the. United States, iy
disbursing officers will make special request in each case in the letters of transmittal that the certi-"
ficates of deposit issued therefor state clearly the class of funds being deposited. . . N
-80. Checks drawn on the Treasurer for deposit of funds to the credit of the United States should3y
be transmitted to the Treasurer of the United States direct and not through other degosi ton'es_.{_f

. . . . .. R
R Lome ame P Feee 4

. DEFICIENCIES

81. No departmment of the Government shall expend, in any one fiscal vear, any sum in excess -
of appropriations made by Congress for that fiscal vear, or involve the Government-in any contract-
or obligation for the future: payment of money in excess of such appropriations unless such contract & .
or obligation is authorized by law. Nor shall any department or officer of the Government acceptt: =
voluntary service-for the Governmert or employ personal service in ‘excess of that authorized by law,

-~ ~le s R TS PR

except in cases of sudden emergency involving the loss of human life or the destruction of property.

* * * Any person violating any provision of this section shall be summarily removed from office -
and ‘may also be punished by a fine of not less than one hundred dollars; or by imprisonment for not
less than one month. : (Sec: 3679 R. S., as amended by Act of March 3, 1903, 33 Stat., 1237))

82. In order-to prevent deficiencies the law requires- that no expenditure shall be made or -

liability incurred on the part of the Government on account of the'Indian Service for any fiscal year, *°

unless in compliance with existing law, beyond the amount of money previously approprated for -
said service during:such year (Act of March 3, 1875, 18 Stat;, 450):~: - = ¢
83. Borrowing from one appropriation for the benefit of another, or making expenditures in ™ -
excess of available-appropriations, is prohibited by law:. - Hence, no expenditure must be made for
any purpose in excess of the amount standing to the disbursing officer’s credit under the particular
appropriation-téiwhich the expense is chargeable. (Secs. 3678, 3679, 3732, R.S.) - .~

84. No person, at his own option, can create a legal claim against the United States bv advancin g

his own private funds, or borrowing money for disbursements. .

)
Y
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the name of the depository, followed by the word ‘“‘defunct’ in the analysis of balanices on the
account current, and a similar notation will be: made on the check register.. In event of a change
of disbursing agents the amount of such deposits will be transferred by Joumal voucher from the
outzoing to the incoming agent. F
305. When settlement for Individual. Moneys on deposxt in a defunct ba.nk is made by the
surety, an official receipt will be issued for the collectxgn . The entire amount paid, both principal
and interest, will appear in. the-body of the receipt, but only the amount of accrued interest will be
extended to the amount:paid column and taken up m the account..: In the analysis of balanca, the

- principal will be transferred: by-journal voucher from the defunct bank to the bank in whxch the col-

lection shall be depositedss se:s uir <L arrt v -0 e
1 - 306. The amount of coupon beerty Bonds med in. the oﬁcal aceounts oi a dxsbursmg oﬂicer
mnust be listed as a separate-item in the analysis.of balances....;; .- e Te, i

- 307. In case of loss of Individual Moneys by theft or otherwxse, the a.moum: lost. must be.re-

" ported in the analysis of balances with; a. notation explaining: the cause of the loss,. etc., -and; thus

carried until aclaxm for reambursement: is approved or the amount has been made good from personal
funds L T T 17 2T WA TS TV omwld =l e Deevale

-308. The analysns of balanca must show for each bank gross balance, outstandmg checks, if
any, and net. balance:; This information: shall. be-compiled from.the check register, if the. banks
statements have not been-received,.and; 1{ incorrect, a corrected analysis must be furmshed when
the statements shall have been received. . :..-..- ;.

309. Pupils’ funds.—Pupils’ funds wﬂl be handled in the same manner as ot_her Indnndual
Indian Moneys except: that: vouchers therefor will be included in monthly accounts and the plan
described in the following paragraphs and known as the petty cash system will be placed in opera-
tiom at all units where: pupils.are in. attendance. at school.

310. A check will be drawm-for cash in an amount estimated to meet the probable reqmrements
of pupxls for a week or ten days which shall be delivered to a clerk designated as ‘‘the pupils’ cashncr
The amount of this check will be debited in the cash book to ‘‘Pupils’ Cashier.”

311. Check books containing a supply of blank checks to which serial numbers shall be assngned
will be prepared and delivered to the pupils. - - These checks will bear the individual account numbers
of the pupils. Stubs should be so arranged that the pupil may check up his balance at any given
time. While the checks will not be negonable still the business training they afford will be valuable
to the pupil. : T

312. On certain specxﬁed davs. say once each week, a check will be drawn by each pupll who

needs money, in .the.discretion of the proper school officials, and presented to the pupils’ cashier,
who, if balances are available; will cash-the checks. These checks will act as sub-vouchers in the
disbursing officer’s account..Charges must be promptly entered on the ledger accounts of the pupils.

313. The pupils’ cashier will prepare a journal voucher for each day upon which payments are
made, for the appropriation ledger clerk and submit it with the paid checks to the disbursing officer,
who will examine-.the- voucher and.checks and give the pupils' cashier proper credit in the cash
book, retaining the-paid checks for file with his accounts.

314. From time to time, whenever this fund may require replenishing, a check will be drawn
for cash in the same manner as above described. - At least once a month the disbursing officer will
check up the balance of cash held by the pupils’ cashier and see that the aggregate of balances shown
by the individual ledgers of pupils agrees with his control account.

315. Special Deposits.—An individual ledger account must be set up for each payor of fund:

designated as Special Deposits. As soon as final action has been taken on a land sale, lease, etc.,

disposition should be made:of the collection either by transfer or disbursement. If unfavorable
action is taken on the application, the amount will be returned to the remitter: if favorable action
is taken. the amount will be transferred to the credit of the iudividual Indian or Indians, or to

Sundry Receipts, under: appropriate authority.
316. Guaranty deposits of unsuccessful bidders must not be taken up as Special Depos:ts but

.should be returned to the remitters after making a record thereof, showing the remitter, reason for

payment, description of remittance, when received and when returned. Th\s record will be kept on
file at the agency.
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* 317. Fees taken up as Special Deposits will be transferred to the Indian entitled thereto, return-
ed to the remitter, or transferred to Sundry Receipts, as appropriate, pursuant to instructions and
the regulations governing. their disposition. :

318. Contributions for specitied purposes, which are neither Individual Indian Moneys nor
Sundry Receipts, should be-taken up as contributed funds and disbursed in accordance with the
regulations and under proper authority. - T S o
. " 319.- Proceeds of entertainments, concerts, athletic meets, or fund belonging to clubs, socieues,™-
or associations composed of students or adult Indians, may be received and expended by the duly
elected officers of the organizations, which may be white or Indian employees, without being carried
in the accounts of a disbursing officer, provided that such funds do not comeinto the hands of the
fatter and he exercises no-control over them except in- an ‘advisory capacity= lterized accounts of
receipts and disbursements shall be kept in-the office’of the disbursing officer, who shall audit them
and keep- them'on file; subject to inspection by investigating officialss 23 toean: v o

"= 320. Outstanding" Liabilities.—All checks- onlocal - depositories: which: have..remained out-
standing and unpaid for a peried of -two- full fiscal 'years, and for-which no duplicates shall have been
issued, will be taken up as “Outstanding Liabilities.” This applies only to checks which have been
delivered to-the payees and for any reason have not been paid7<(Checks drawn against Individual.
Moneys-on deposit with the Treasurer of the United States are subject to the regulations of that
office, which-require that checks must remain outstanding for three full fiscal years, at the expiration
of which time the amounts are covered into “Outstanding Liabilities” by the-Treasurer and may be
paid by claime) < e ouak Al o e .

321. Where-an’ original check was drawn by a former disbursing officer* the new disbursing
officer after notifying the bank to stop payment thereon shall Zissue. his: own..offieial 'check for- the
amount involved, payable to himself, and take up the proceeds:in: his acéount- as ‘“‘Outstanding
Liabilities.” For-this purpose; an official receipt will be issued-to-the-banki e .- S

© 322. In casethe original check was issued by ‘2 disbursing ‘officer who'is still at the same unit,’
a check and official receipt will not be issued, but a johmal'vouche'aﬁll suffice to record the amount
in his currentaccounit after having'a stoppage order placed against the original check. '

323. The record to be made on the ledger and on the quarterty voucher-will comprise the follow-
ing dara: Datey number and amounct of the original check, name of ‘the pavee,.depository on which
drawn, issuing-officer; account charged, and when taken up.omariiin Himais Tl

324. If the original check is presented to the bank on whick drawn after the amount has.been
taken up as-“Outstanding Liabilities,” - the holder will be referred to- the disbursing office of the
issuing unit, who, if satisfied that the claimant is a bona fide-holder of: the check, will issue to-the
claimant his official check and cite this paragraph as authority: for the disbursement. The outstand-
ing check will' then be cancelled and cransmitted to the General: Accounting Office with other can-
celled checks. =~ = g o . o Coepmg darnhiae .o :

325.° Should the original check have become lost or destroyed. the applicant for reimbursement
must furnish an affidavic, describing the check, and stating iniwhat way it.was lost or destroyed,
indorsements thereon. if any, and establishing his title thereto.: This afidavit must be acknowledged
before arr officer authorized to administer oath for general purposes.. .. it ci o

3262 Trr addition to-the affidavit, if the amount of the original check exceeds $23, the applicant
will be required to- furnish a penal bond for cwice the amount of: the: original check which may be
secured by individual or corporate surety. for the protection.of- the Government against possible
loss. Form 3—266 with suitable modifications should be used for this purpose After the last clause
in the condition on the bond form and opposite the: word. “witness’ the following sentence should
be added: "Wherever the words-'duplicate’ or ‘duplicate-check’ appear above ic ts hereby agreed
that the-words ‘'liew check’ are to be substituted therefor.’limad: .= ran

337 The affidavit and bond, when required, will be forwarded to the Indian Office with the
recommendation of the disbursing office. The Indian Office,if satisfied that the claim of the appli-
cant is valid and the papers are in proper from, will grant authority for the disbursement.

328. Unless and until proper space-is provided on the appropriation ledger this account will be
merged with Special Deposits but will be reported on a separate voucher.

(.




