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UNDER SECRETARY OF DEFENSE
1100 DEFENSE PENTAGON
WASHINGTON, DC 20301-1100

COMPTROLLER

FOREWORD

This Volume of the Department of Defense Financial Management Regulation is issued
- under the authority of DoD Instruction 7000.14, “DoD Financial Management Policy and

Procedures,” November 15, 1992. It governs financial management by establishing and enforcing
requirements, principles, standards, systems, procedures, and practices necessary to comply with
financial management statutory and regulatory requirements applicable to the Department of
Defense. It directs financial management requirements, systems, and functions for all
appropriated, working capital, revolving, and trust fund activities. In addition, it directs statutory
and regulatory financial reporting requlrements

This Volume of the Regulation contains two parts: Part One - Disbursing; and Part Two -
Debt Management, and is applicable to the Office of the Secretary of Defense, the Military
Departments, the Chairman of the Joint Chiefs of Staff, the Unified Combatant Commands, the
Inspector General of the Department of Defense, the Defense Agencies, and the DoD Field
Activities (hereafter referred to collectively as “DoD Components”).

This Volume of the Regulation is effective immediately and is mandatory for use by all
DoD Components. Heads of DoD Components shall ensure that the provisions of this Volume
are adhered to in day-to-day operations and in the design, modification, and maintenance of their
Component’s financial management and reporting system or systems. The Heads of DoD
Components shall not issue supplementary directives and/or regulations without the prior written
approval of the Office of the Under Secretary of Defense (Comptroller).

The reporting requirements in this regulation are exempt from licensing in accordance with
paragraph E.4.f. of DoD 8910.1-M, “DoD Procedures for Management of Information
Requirements,” November 1986. ‘

Forward recommended changes to this Volume of the Regulation through channels to the
address below. Submit requests for dev1at10ns from or exceptions to specific standards, with
justification, to:

Office of the Under Secretary of Defense (Comptroller)
1100 Defense Pentagon
Washington, DC 20301-1100 -

The Defense Finance and Accounting Service will provide copies of this Volume of the
Regulation through its normal publication channels. Other Federal Agencies and the public may
obtain copies of this Volume from the National Technical Information Service, 5285 Port Royal

.Road, Springfield, VA 22161, telephone (703) 487-4650.

i
@

Approved for public Ielecme,
Distribution Unlimited

n J. Hapyre




P

(This page intentionally left blank.)




INTRODUCTION

' | '~ TO THE

DoD FINANCIAL MANAGEMENT REGULATION

GENERAL
The DoD Financial Management Regulation provides all DoD Components with the policy,
regulation, and procedures within the area of responsibility of the USD(C): The regulation consists of the
following 15 volumes:
1.. General Financial Management Information, Systems, and Requirements

2. Budget Formulation

| 3. Budget Execution

4. Accounting Poliéy and Procedures
5. Disbursing Policy and Procedures
6. Reporting Policy and Procedures
7. Military Pay Policy and Procedures
8. Civilian Pay Policy and Procedures
. 9. Travel Policy and Procedures
10. Confract Payment Policy and Procedures
11. Reimbursables Policy and Procedures
12. Special Accounts Policy and Procedures
13. Nonappl.;opriated Funds Policy and Procedures
14. Administrative Control of Funds and Antideficiency Act Violations

15. Security Assistance Policy and Procedures

AUTHORIZATION

This Regulation is issued by the USD(C) under authority of DoD Instruction 7000.14, "DoD Financial
‘ Management Policy and Procedures,” November 15, 1992.
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PARAGRAPH NUMBERING SYSTEM

The paragraph numbering system of this Regulation is consistent for all 15 Volumes. The 6 digit
paragraph number and its subparagraph designators are formulated as follows: :

01 B | ‘ 01 Ala @@
CHAPTER 1 SECTION 1 PARAGRAPH1  SUBPARAGRAPHS
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DEPARTMENT OF DEFENSE DEPARTMENT OF DEFENSE

FINANCIAL MANAGEMENT REGULATION o WASHINGTON DC
DISBURSING POLICY AND PROCEDURES MANUAL ‘ April, 1996
VOLUME 5 ) ,

SUMMARY OF CHANGES

1. This is the first revision to the Department of Defense Financial Management Regulation, Volume 5.
Major changes throughout this Volume are denoted by a star (%) symbol. An explanation of those
changes follows: .

Forms, page xxv. TFS Form 2244, Undertaking of Indemnity - Substitute Checks, has been rede51gnated
as FMS Form 2244.

Forms, page xxv. Adds the FMS Form 5-89, Signature File - U.S. Treasury Check Orders.

Forms, page xxvi. Updates ordering information for GPO Form 2431 and FMS Forms.

References, pages xxxi - xxxiii. Changes reference (1), P.L. 89-265, to P.L. 97-295. Replaces obsolete
reference at (al) and adds additional references to support changes in the Volume at (o), (aj), (an), and (ap)‘
through (at).

Definition 23, page xxxvii. Expands the definition of Commander to include the Director of the servicing
DFAS Center when applicable. :

Definition 29, (new), page xxxvii. Adds a definition for "Convening Authority".

Definition 81, (new), page xli. Adds a definition for "Officer or Military Officer".

Definition'106, page xliii. Expahds the definition of tactical disbursing éctivity to clarify the disposition
of tactical disbursing station symbol numbers when net deployed; i.e., when not actively in use.

Abbreviations and /or Acronyms. Adds and abbreviation for the Office of the Under Secretary of Defense
(Comptroller) Accounting Policy (OUSD (C) AP).

Paragraph 010202. Modifies all subparagraphs to reflect the transfer of all retired pay functions to the
Cleveland Center.

Paragra}ph 010303.C.2. Refers the reader to chapter 24 for further instructions on electronic transfers.

Paragraph 010406. Clarifies the disbursing officer’s (DO’s) responsibilities under the requirements of the
DFAS Internal Management Control (IMC) Program.

Paragraph 010507. Adds clarification concerning the DO’s authority to pay for municipal services.

Paragraph 020101. Editorial change (the word "concurrency" to "concurrence").

- Paragraph 020106. Requires activation of a DO to be reported to DFAS-KC/CBP.

Paragraph 020108.A. Clarifies procedures/requirements for disbursing officers to obtain check-signing
machines.

Paragraph 020201.C and 020201.C.1. Editorial change ("interested” to "affected").




Paragraph 020201.C.2. Adds DFAS-KC/CBP as a copy addressee when deactivating a disbursing station,
symbol number. . , ‘ ,

Paragraph 020302. Retitles and restructures this paragraph to allow exceptions to the previous restrictions
on duty assignments of individuals handling public funds.

Paragraph 020304.A. Deletes the word "commissioned". Ahy officer, commissioned -or appointed, may
be appointed a DO. ' ‘

Paragraph 020305.A. Replaces the term "tactical disbursing act1v1ty" with "DoD component disbursing
activity" to clarify that the establishment of deputy positions at all DoD Component—owned d1sbursmg
activities is the responsibility of the appropriate DoD Component.

Paragraph 020305.C. Deletes the reference for a grade level requirement for civilian employees appomted
as deputy disbursing officers.

Paragraph 020305.D. Adds a statement of acknowledgement concerning an individuals accountability of
public funds received. It also adds a statement that an individual has been counseled as to pecuniary
liability and has received written operating instructions. :

Paragraph 020306.A. Adds the requirement to provide specimen signatures in order to procure signature
plates.

Paragraph 020402.B.1. Adds a new subparagraph requiring DOs to terminate all deputy, agent, and
cashier appointments and clear all DD Forms 1081 as a part of the relieving process.

Paragraph 020402.C.2. Provides procedures necessary to allow a relieving DO temporary use of the
former DO'’s signature plates. ’

Paragraphs 020602.A and 020602.B. Clarifies the purpose and authonty of disbursing agents by changing
the words "issue" and "sign" to "sign/issue". Also adds a cross reference to paragraph 020305.

Paragraphs 020603.A and 021202.A. Deletes the word "commmsroned" as is applies to the appomtment
of a cashier in paragraph 020603.A and a certifying officer in paragraph 021202.A. Any officer,
commissioned or appointed, may serve in these positions. :

Paragraphs 020603.C,  020604.B, 020702, 020803, and 020905.A.6. Revises the statement of

acknowledgement for accountability of public funds to more accurately portray the liability of accountable

md1v1duals

Paragraph 020603.F. Includes the statement that a DO or agent will receive a letter of termmatlon when
relieved or when cashier duties are terminated.

Paragraph 020604.A. Specifies that paying agents will not act as purchasing officers.-

* Paragraph 020803. Provides examples of a designee; e.g., of an activity, commissary, hospital, etc.

Paragraph 020904.B.1. vRevises to clarify the exception to the maximum transaction amount for imprest
funds. .

Paragraph 020904.C.4.a and b, and 020904.D.3. Adds the phrase "in the immediate area" to describe the
availability of the DO. '

Paragraph 020904.D.9. Prohibits the use of imprest funds to pay spot awards.
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Paragraph 020905.A. Deletes the requirement to issue administrative orders to appomt of an imprest fund
cashier.

Paragraph 020906.A. Editorial change ("amount” to "among").

Paragraphs 020906.B, C, and E. Deletes the reference to SF Form 1165, Rece1pt for Cash Subvoucher This
form is obsolete.

Paragraph 020908. Deletes the requlrement for IMPAC credit card holders to be appomted as an imprest
fund cashier (former subparagraph C.).

Paragraph 030103. Clarifies the authority needed to approve holding cash at personal risk.

Paragraph 030105.A. Provides examples of items that may be considered to determine cash requirements
for a DO’s disbursing and accommodation requirements. Also refers to chapter 4 for additional
mformatlon

[Paragraph 030107.D.1. Adds the word "installation" beforé "commander".

Paragraph 030201.A. Expands the scope of cash and negotiable instruments to include those held by
deputies and agents.

Paragraph 030201.D.1. Editorial change (reworded for consistency throughout the manual).

Paragraph 030302.A.1. Removes the reference to commissaries as it pertains to séfeguarding public funds.

Paragraph 030302.B.13. Modifies this paragraph to allow a designated official to retain the combination
and/or keys to the DO'’s safe or vault.

Paragraph 030302.B.16. Authorizes the use of SFs 700, 701, and 702 to assist in controlling and
safeguarding public funds. :

Paragraph 030304.B. Cross references this paragraph with paragraph 270102 concerning the restrictions
on personal valuables.

Paragraph 030401.D. Replaces the "covering transmittal" with "summary of cash transactions and receipt
for cash and vouchers on hand".

Paragraph 030404. Revises the entire paragraph to reflect that the responsibility for the Defense
Commissary Agency (DeCA) change funds was transferred from DFAS to DeCA beginning August 1994.

Paragraph 030501.A. Changes the reference P.L. 89-265 to 10 U.S.C. 2396 (b).

Section 0306. Adds a new section on the Travelers Check Program.
Section 0307. Adds a section that addresses the Weapons for Cash Program.

Paragraph 040101.B. Removes the reference to commissaries as a place that may provide check cashing
services. It also advises commanders that they may request authority to cash negotiable instruments if
no other financial institution is available to so do. The request must be approved by the Deputy Director
for Finance, DFAS Headquarters.

Para,qraph 040101.C. changes the paragraph title to "Overseas Areas and Ships Afloat" and removes the
reference to commissaries as a place that may provide check cashing services.
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Paragraph 040103. Adds a new paragraph titled "Eligibility" and renumbers the section accordingly.
Guidelines are provided on the basic requirement for receiving check cashing services.

Paragraph 040104.G. Adds a cross reference to chapter 12.

Paragraph 040104]. Revises to make compliant with Treasury guidelines.

Section 0402. Retitles as ;'Cashing Personal Checks".

Paragraph 040201. Retitles as "Procedures for Casing Personal Checks Overseas, Aboard Ships, and by
Exception Within the United States. Extensively revises the paragraph, providing detailed instructions
for cashing checks in various situations and for different DoD Personnel.

Paragraph 040201.B. Adds a paragraph giving exceptions to the general check cashing policy and
renumbers the remainder of the paragraph. » :

Section 0403. Retitles as "Dishonored Checks" and provides procedures for processing dishonored checks
received as payment of an obligation to the Government (040301) and dishonored checks received in an
accommodation exchange transaction (040302).

Section 0404. Retitles as "Removal of Deficiencies" and addresses Request for Removal (040401), Lost
Dishonored Checks (040402), and Forgeries and Other Unusual Circumstances (040403).  Also, in
paragraph 040403, an editorial change has been made replacing "relief of deficiency" with "relief of
liability" for consistency. ,

Section 0405. Deleted. ‘

~ Figure 4-1. Adds a new figure that shows samples of check endorsements consenting to pay account
“collections for dishonored checks. '

Paragraph 050102.C. Changes the address used to request authority to deposit with or change a general
depositary. ‘ : ‘

Paragraph 050201. Explains cutoff and deposit guidelines in accordance with Treasury Transmittal Letter
536 and the DFAS-DE and DFAS-IN Centers. :

Paragraph 050202.C. Details the requirements for deposits made by other than disbursing office personnel
and authorizes purchase of money orders or cashier’s checks to transmit collections to the disbursing

office,

Paragraph 050209.‘ Adds the requirement for the endorser, if other than the drawer, to be listed on the
record of negotiable instruments deposited. :

Paragraph 050401. Modifies this paragraph to require certification of the *F3878 balance quarterly vice
semiannually. ‘ . ,

Paragraph 050416. Inserts a new paragraph on the Ca$h-Link Agency Access System.

Figure 5-11. Gives an example of a Cash Collection Voucher with a deduction for a cashier’s check.

Paragraph 060302.A. Defines the circumstances when a loss of all or part ofa change fund is determined
to have occurred. :
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Paragraph 060403. Clarifies circumstances under which a minor change fund physical loss occurs and
must be reported on the Quarterly Minor Loss Report.

Paragraph 060601. Corrects the title of the Treasury receipt account to read Forfeiture of Unclaimed
Money and Property. Also, changes the Deposit Fund Account designation from **X6875 to **X3875.

Paragraph 060701. Removes the qualifying criteria for individuals appointed by commanders as
investigating officers for loss of fund occurrences. ' ' :

Paragraph 060702.B. Requires an investigating officer to determine whether the responsible official was
performing official duties when a physical loss of funds or an illegal, incorrect, or improper payment
occurred. ‘

Paragraph 060702.E.1. Rewords the paragraph to clarify that the reviewing authority recommends relief
from liability of loss be denied as opposed to to holding the accountable individual liable for the loss.

- Paragraph 061001. Clarifies the timeframe in which to submit a request for relief of liability.

Paragraph 061007.B. Editorial change ("serviced" to "service").

Paragraph 070103.E. Adds a séntence to the end of this paragraph, providing more information on
specimen checks. :

Paragraphs 070103.F and 070103.G. Adds two subparagraphs further defining check types.

Paragraph 070109. Changes the quarterly requirement for a blank check inventory to at least once every
60 days per the Treasury Financial Manual, Transmittal Letter No. 545.

Paragraph 070110. Provides instructions for reporting checks discovered missing, lost or stolen prior to
issuance. o : '

Paragraph 070201. Reports the fee change by the Government Printing Office for canceled orders. Also,
adds more information on procuring treasury checks in new subparagraphs 070201.A and 070201.B. Also,
includes an editorial change (street address). ’ : '

Paragraph 070303.B. States that the social security account number should not appear when using .
window envelopes. - '

Paragraph 070501. Adds the Postmaster of the United States as an agent authorized to receive exchange-
for-cash checks. It also stipulates who exchange-for-cash checks are made payable to.

Paragraph 070504. Deletes the requirement to place a stamped legend on the face of Treasury checks.
Paragraph 0802. Retitles the section "Disposition of Spoiled, Control, and Voided Checks."

Paragraph 080201.B. 'Changes the retention period for DD Form 2661 from 14 months to 6 years, 3 months
to be consistent with the retention of other retained disbursing records.

Paragraph 080203.C. Changes the requirement to store voided checks in the DO’s safe only. It also allows
for voided checks to be destroyed quarterly vice within 30 days from the date of voiding.

Section 0803, paragraphs 080301 through 080304. Renumbers former paragraphs 080503 and 080503.A
through 080503.D. New paragraph 080301 adds a cross reference to new section 0804. The last sentence
of new paragraph 080302 revised to clarify that cancellation credit may or may not by provided by the
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Treasury and adds a cross reference to new section 0805. The last sentence of new paragraph 080303 was
deleted and reference to new section 0806 added.

Section 0804. Renumbers former paragraph 080204 and retitles it as "Cancellation of Available Checks".

Paragraph 080401. Combines former paragraphs 080204.A and 080204.B.1 and retitles as “General”. New
paragraph 080401 also incorporates the provisions of the Competitive Equality Banking Act of 1987
regarding the one year time limit for negotiating Treasury checks. ,

Paragraphs 080402.A and 080402.B. Renumbers former paragraphs 080204.B.2.a and 080204.B.2.b. New
paragraph 080402.B is modified to cite the SF 1098 vice SF 1198, and to require a check in this category
to be marked “VOID - NOT NEGOTIABLE".

Paragraph 080403. Renumbers former section 0803 and paragraph 080301 and retitles as "Undeliverable
Treasury Checks". :

Paragraphs 080403.A through 080403. A.3. Renumbers former paragraphs 080302, 080302.A and 080302.B.
New paragraph 080403.A.1 was updated to reflect the proper referenced paragraph. A new subparagraph
080403.A.3 was added to give more specific guidelines on the time limits for holding undeliverable checks
after return to the disbursing officer.

Paragraphs 080403.B, 080403.B.1 through 080403.B.3. Renumbers former paragraphs 080306, 080306.A
through 080306.C. New paragraph 080403.B.3 updated to reflect the proper referenced paragraph.

.Paragraph 080403.C. Renumbers former paragraph 080305.

Paragraphs 080403.D, 080403.D.1 and 080403.D.2. Renumbers former paragraphs 080205, 080205.A, and
080205.B. ' :

Paragraph 080404. Renumbers former paragraph 080303. The first sentence of new péragraph 080404.B
~ is revised to reflect reference to **F3875 as a budget clearing account vice a suspense account.

Paragraph 080405. Renumbers former paragraph 080204.C and retitles as “Disposition of Canceled
Available Checks”. , '

Paragraphs 080405.A through 080405.D. Renumbers former paragraphs 080204.C.1 through 080204.C.4.

In the first sentence of paragraph 080405.A the word “paragraph” changes to “section”. ‘Paragraphs

080405.C and 080405.D were modified to provide further instructions on depositing canceled checks. Also,

requires DOs in Alaska, Hawaii, and foreign countries to deposit canceled checks with the general
- depositary normally used for making deposits to Treasury's General Account. , .

Paragraph 080406. Combines former paragraphs 080206 and 080304 and retitles as "Claims for the
Proceeds of Canceled Available Checks".

" Section 0805. Renumbers former section 0804 and revises this entire section, bringing it into compliance
with Comptroller General Decision B-242666 dated August 31, 1993, Treasury Financial Manual 1-TFM
4-7000, and Treasury letter of October 30, 1995. ' ‘

‘Paragraph 080501. Renumbers former paragraph 080401 and clarifies the general requirements and
procedures for cancellation of Treasury checks that are less than 12 months old and not available to the

payee or the disbursing officer.

Paragraph 080502. . Renumbers former paragraph 080506.D.1 and retitles “Claims of Non-receipt,
- Destruction, Loss, or Theft". In addition, new paragraph 080502 was revised to specify requirements for ‘
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processing payee claims of non-receipt, loss, destruction, or theft of Treasury checks which are less than
12 months old. . , '

Paragraph 080503. Renumbers former paragraph 080402.

Paragraph 080504. Renumbers former paragraph 080403 and clarifies Treasury and DFAS Center
distribution of cancellation credits and chargebacks.

Paragraph 080505. .Renumbers former paragraph 080404 and clarifies the DO's responsibility for and
distribution ‘of the DD Form 2660. : :

Paragraph 080506. Renumbers former paragraph 080405.

Paragraph 080506.A. Renumbers former paragraph 080405.A and clarifies the authority and circumstances
for issuance of recertified checks.

Paragraph 080506.B. Renumbers former paragraph 080405.B and clarifies the limitations under which
recertified checks may or may not be issued and provides additional instructions concerning the recertified
check process. ’ '

Paragraph 080506.C. Renumbers former paragraph 080405.C and clarifies the authority to use stop code
“A” on the SF 1184. In addition, new subparagraph 080506.C.2 was modified to remove the inference that
only the DO determines when it is in the best interests of the DoD to issue a recertified check. Original
subparagraphs 080405.C.5 and 080405.C.6 deleted and subparagraphs 080405.C.7 and 080405.C.8
renumbered as 080506.C.5 and 080506.C.6. '

Paragraph 080506.D. Renumbers former paragraph 080405.D. In addition, new subparagraph 080506.D.5
revised to establish a time limit of 30 days for a “recently issued original check”.

Paragraph 080506.E. Combines former paragraphs 080405.E, 080405.E.1, and 080405.E.2. References new
paragraph 080515 to determine if a recertified check can be issued when the Treasury determines the
original check has been negotiated.

Paragraph 080507. Renumbers former paragraph 080406.

Paragraph 080508. Renumbers former paragraph 080407.

Paragraph 080509. Renumbers former paragraph 080408. Makes an editorial change to correct the routing
code and add the street address for the Defense Finance and Accounting Service - Cleveland Center.

Paragraph 080510. Renumbers former paragraph 080409. The last sentence revised to indicate the form
numbers for a claims document and a claim form.

Paragraph 080511. Renumbers as paragraph 080410.

Paragraphs 080512, 080512.A through 080512.D. Renumbers former paragraphs 080411, 080411.A through
080411.F. The entire paragraph was rewritten to clarify and prescribe the duties and responsibilities
associated with credits and charges to the **F3880 account.

Paragraphs 080513, 080513.A through 080513.C. Renumbers former paragraphs 080412, 080412.A through
080412.C. New paragraphs 080513.B and 080513.C are revised to require proceeds of canceled
undeliverable and returned recertified checks to be credited to the appropriation charged when the
recertified check was issued. New paragraph 080513.D is added to address the disposition of returned
and recovered original checks that have been replaced with recertified checks.. "
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Paragraph 080514. Renumbers former paragraph 080413. The entire paragraph was rewritten to be
compliant with Comptroller General Decisions B-242666 of August 31, 1993, and B-245536 of September

7, 1993, and Treasury letter of October 30, 1995 regarding forgery of Treasury checks and the Check ‘
Forgery Insurance Fund. In addition the paragraph was divided into subparagraphs 080514.A and

080514.B for clarity. -

Paragraph 080515. Renumbers former paragfaph 080414 and changes to the title to "Forgery Claims".

Paragraphs 080515.A. Renumbers and combines former paragraphs 080414.A through 080414.C. New
paragraph 080515.A is rewritten in its entirety to clarify the procedures for processing claims of forgery
against Treasury checks and the circumstances under which a DO is authorized to issue a recertified check
after Treasury has determined the endorsement of the original check was forged.

Paragraphs 080515.B, 080515.B.1 and 080515.B.2. Renumbers former paragraphs paragraph 080405.F,
080405.F.1, and 080405.F.2. and retitles as “FMS Form 3859, Claims Disposition Notice”. New Paragraph
080515.B is revised to clarify the purpose of FMS Form 3859. New subparagraphs 080515.B.1 and
080515.B.2 are revised to clarify the conditions under which a payee is entitled to a recertified payment
as well as when and by whom a recertified payment may be issued.

Paragraphs 080516 through 080516.B.2. Renumbers former paragraphs 080415 through 080415.B.2. In
addition, new paragraph 080516.B.1 is modified to clarify collection procedures for double negotiations
of Treasury checks. ' ‘

Paragraph 080517. Renumbers former paragraph 080416.

Paragraph 080518. Renumbers former paragraph 080417 and revises the text to clarify the minimum
separation of duties requirements.

Section 0806. Renumbers former section 0805 and retitles the section as "Treasury Checks Canceled Under .
Limited Payability”. The entire text of new section 0806 was rewritten to be compliant with the
Competitive Equality Banking Act of 1987, Treasury Bulletin 90-03, and Comptroller General Decision B-

2444315 of August 23, 1995. » '

Paragraph 080601. Renumbers former paragraph 080501 and retitles “Background”. New paragraph
080601 was rewritten in its entirety with paragraphs 080601.A through 080601.B added to provide a
- complete discussion of The Competitive Equality Banking Act of 1987. ‘

Paragraph 080602. Renumbers former paragraph 080502 and retitles as “Treasury Check Payability”. It
also incorporates former paragraphs 080502.A through 080502.H to provide information regarding the
payability of Treasury checks. It also incorporates and revises former paragraph 080506.A to provide
detailed information regarding the impact the Competitive Equality Banking Act of 1987 on the payability
of Treasury checks. = : ’

Paragraph 080603. Renumbers former paragraph 080505 titled "Tréasury Check Claimability” and revises
it to clarify that any claim on account of a Treasury check is barred unless it is presented within 1 year
after the date of issuance. It also incorporates the information formerly found in paragraph 080506.D.

Paragraph 080604. Renumbers former paragraph 080506.B, retitles as “Limited Payability Check
Cancellation Process”, and revises to provide detailed information on the limited payability check

. cancellation process.

Paragraph 080605. Renumbers former paragraph 080506.C and revises to clarify the reversal process.
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Paragraph 080606. Combines former paragraphs 080507 and 080508.A through 080508.B and retitles
“Accounting for Limited Payability Cancellation Credits or Reversals.” New paragraph 080606 with
subparagraphs 080606.A through 080606.C was completely rewritten to define and prescribe specific
responsibilities related to the cancellation credits and credit reversals. -

Paragraphs 080607 and 080608. New paragraphs 080607, titled “Claims of Non-payment of the Underlying
Obligation”, and 080608, titled “Claim Processing Procedures”, are added to provide specific requirements
and guidelines for accepting and processing payee claims against the underlying obligation represented
by Treasury checks canceled under Limited Payability. :

Section 0807 and Paragraphs 080701 through 080706. Renumbers former section 0806 and paragraphs
080601 through 080606. In addition, paragraph 080705.A.6.b adds the requirement for the SSN to be
included as payee data on a lost, stolen, or destroyed check.

Figure 8-6. Adds the OMB control number and the expiration date of the form.

Paragraph 100105.B. Provides consistency between this paragraph and paragraph 050201 concerning
~ deposit requirements and issuing Treasury checks when transferring funds between appropriations.

Paragraph 100105.C.. Authorizes the use of the DD Form 2658 as the control record.

Paragraph 100304. Makes consistent with paragraph 060601 regarding the use of Treasury accounts
Forfeiture and Unclaimed Money and Property and the Deposit Fund Account.

Paragraph 110102.A. Adds instructions for correcting payment vouchers.

Paragraph 110102.B4. Clarifies the requirement to annotate the method of payment of disbursement
vouchers. :

Paragraph 110203. Deletes the requirement for the disbursing division to maintain a file of DD Forms 577 .
or letters authorizing third party pickup of check payments.

Paragraph 110205.A.2. Requires that the paying office location is to be included in the voucher validation.

Paragraph 110207. Changes the paragraph title to include manual voucher processing.

Paragraph 110207.C. Clarifies the automated voucher verification requirements.

Paragraph 110207.E. Adds a new subparagraph concerning check numbers on automated disbursement
vouchers. ’

Paragraph 110212. Gives a cross reference in chapter 19 for instructions on reporting deferred vouchers.

Paragraph 110303. Provides corrected information regarding the use of the deposit fund account for
collecting overages. '

Section 1105. Adds a section designating DFAS-KC/CBP as the office of responsible for coordinating all
disbursing matters relating to interagency support agreements. .

Paragraph 120104.E. Expands this subparagraph to provide additional travel cost information.

Section 1202. Adds a new section concerning financial transactions with foreign countries and
international organizations. The remainder of the chapter is renumbered accordingly.
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Paragraph 120302.H. Clarifies the specified time limit for holding foreign currency at personal risk from
"7.days" to "7 business days".

Paragraph 120304.E.6. Adds another condition for DOs to follow when repurchasing foreign currency.

Paragraph 120304.G. Adds a subparagraph concerning accommodation exchange afloat.

Table 12-2. Adds a table that shows approved uses of travel and transportation costs involving excess or
near-excess currency countries. -

Paragraph 130102. Specifies that the number of days supply of foreign currencies is "business" days.

Paragraphs 130209 and 130309. Clarifies that currency is unserviceable whether it is muhlated (torn) or
unfit (excessrvely worn).

Paragraph 130210.  Adds a new paragraph on the valuation of foreign precious metal coins.

Section 1303. - Revises the title of the section to include other negotiablé instruments.

Paragraphs 130306.B, 130306.C, and 130306.D. Changes the servicing commercial banking institution for

instruments drawn on foreign banks from Mellon Bank to Citibank.

Paragraph 130306.D. Changes the minimum currency conversion dollar amount.

Paragraph 130306.E. Restructures the entire paragraph. Reflects the change in the Treasury-directed

method of depositing foreign currency received in the United States.

Paragraph 130307. Restructures this paragraph to more accurately reflect the procedures used to account
for deposits of foreign currency (cash) and foreign negotiable instruments.

Paragraph 130402 and figure 13-4. Adds information on fluctuating rates of foreign currency.

Chapter 14. Reflects the change from TFS Form 2244 to FMS Form. 2244 wherever it appears in the
chapter. :

Paragraph 140102. Revises this paragraph requiring all requests for approval and designation of an LDA

to be forwarded through the servicing DFAS Center.

Paragraph 140305.A. Requires a quarterly review of LDA accounts.

* Paragraph 180205. References the proper line number on the DD Form 2657 when accounting for
destroyed currency, coin, and negonable instruments.

Paragraph 190102.A. Clarifies the procedures for recording cash submissions on the DD Form 2665 to the
DO.

Paragraph 190102.B. Requires DOs aboard Navy vessels to use the DD Form 2657 to balance cash and

that their deputies, agents, and cashiers use DD Form 2665.

Paragraph 190105. Replaces "covering transmittal” with "summary of cash transactions”.

Paragraph 190106. Adds the notation that an example of DD Form 2659 is included as figure 11-1.
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Paragraph 190204.G, 190204.V, and 190206.A. Proves clarification on how to complete the DD Form 2657,
Daily Statement of Accountability. :

Paragraph 190209. Modifies this paragraph, allowing the disbursing officer to designate responsibility to
sign the DD Form 2657 to a deputy.

Paragraph 190309.E. Explains that blank checks on hand are to be recorded on line 42 of the DD Form
2665, Daily Agent Accountability Summary.

Paragraph 190401. Provides more specific information on what are considered business transactions
between DOs and their agent officers.

Paragraph 190403. Inserts the word "cash" between "and/or" and "vouchers" wherever it occurs in the
paragraph. ' ' ,

Paragraph 190403.F. Adds "paid in cash” after the phrase "enter the amount of the vouchers".

Paragraphs 190503.A.5 and A.13 and 190503.C.1 through C4. Modifies these subparagraphs for
clarification and to assist in the preparation of the SF 1219, Statement of Accountability.

Figure 19-1. Adds a series of examples on how to prepare the DD Form 2657.

Paragraph 200101. Editorial change (insert "office" between "disbursing" and "using"). :

Paragraphs 200103 and 200103.B. Deletes the reference to obsolete forms.

Paragraph 200104. Establishes a retention period for the DO’s original financial returns.

Paragraph 200302. Requires other data to be retained for disbursement-collection vouchers.

Table 20-3. Changes the distribution of the Military Pay Voucher and the Military Payroll Money List.
Chapter 23. Updates the chapter to reflect the deletion of bond stubs.

Paragraph 230904. Editorial change (insert "States" after "United").

Chapter 25. Retitles this chapter as "Questionable, Fraudulent, and Doubtful Claims" to better identify
the three distinctly different classes of claims discussed in this chapter. '

Paragraph 250101. Editorial change for clarity.

Paragraph 250102.A. Editorial change for clarity.

Paragraph 250102.B. Editorial change for clarity.

Paragraph 250102.C. Requires that requests for advance decisions be submitted through the appropriate
chain of command to the servicing DFAS Center and provides the address to which the requests are
submitted

i’aragraph 250104.B. Revises the first sentence for clarity.

Paragraphs 250202 and 250203. Editorially revised to remove the improper use of the term "doubtful
claim". ,
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Paragraph 250204. Retitles the paragraph as "Corrected Claims" and removes the improper use of the term
"doubtful claim".

Paragraph 250205. Retitles the paragraph as "Reclaims of Items Disallowed or Recouped Due to Fraud"
and editorially revises to remove the improper use of the term "doubtful claims". '

Section 2503. Editorially revises the section to properly reference the Act of October 9, 1940 (54 Stat. 106.1;
31 US.C. 3702). ' ‘ :

Paragraph 250401. Replaces this paragraph in its entirety with data compliant with Title 4, chapter 2,
section 5 of the GAO Policy and Procedures Manual for Guidance of Federal Agencies. :

Paragraph 250402. Editorial change for clarity.

Chapter 26. Revises and updates the chapter on Automated Teller Machines to incorporate use of ATMs -
ashore. '

bParagl_faph 280101. Provides a disclaimer for contract, sovereign, and individual garnishment collections
for commercial debts from eivilian and military employees. Also, specifically excludes child support,
_ alimony, and involuntary allotments from the coverage of Volume 5.

Paragraph 30030LE. Revises procedures for debtor hearings.

Paragraphs 300602 and 300603. Removes the reference to obsolete forrhs.

Pafagraph 310303.B. Indicates the proper version of the IRS Form (1099-C) used to report canceled debt.

Paragraph A10102.E. Revises this paragraph to standardize the cash verification statement throughout
Volume 5. ' :

Paragraph A10304. Revises this paragraph to make the distribution of the report of cash verification
requirements consistent with paragraph 030201.D.1.

Paragraph C10211. Revises this paragraph to make it consistent with sections 0607 and 0610 concerning
reporting an investigation.
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" DEFINITIONS

1. Accommodation Exchange. The exchange of
Treasury checks or U.S. dollar instruments for
. US. dollars (i.e. check cashing). Also, the ex-
change of U.S. dollars or dollar instruments for
foreign currency for the convenience of author-
ized personnel, or where permitted, the exchange
of foreign currencies for U.S. dollars or dollar
instruments.

2. Accountable Official. The term "Account-

* able Official" as used in this Volume refers to all
personnel, whether military or civilian, to whom
public funds are entrusted and includes the
disbursing officer as well as the deputies, agents,
(e.g., collection agents, paying agents, etc.),
cashiers, and imprest fund cashiers to whom the
disbursing officer advances public funds for the
purpose of making disbursements.

3. Administrative Hearing. ~Administrative
hearings are examinations of debt documentation
done in lieu of oral hearings. Administrative
hearings will be made by hearing officials who
have been authorized to hold hearings for debts
being reviewed. ‘

4. Administrative Offset. Administrative offset
is the withholding of money payable by the
United States to, or held by the United States for
a debtor to satisfy a debt the debtor owes the
United States. Administrative offset includes
offset from salary (pay). ‘

5. Agent. An agent of a disbursing officer is
an individual who is acting under a formal letter
of appointment from the disbursing officer.
Agents are not authorized to sign U.S. Treasury
checks. The disbursing officer may authorize an
agent to perform any duty (other than signing
checks or the Statement of Accountability and
other documents attesting to the disbursing
officer’s accountability) relating to public funds
in the name of and for the account of the dis-
bursing officer. These duties usually consist of
making cash payments and collections, perform-
ing check cashing services, and preparation of
financial documents. Agents may be authorized
to sign such other official documents attesting to
transactions made by the agent as specifically

designated by the disbursing officer. In certain

instances, the DFAS Centers may approve Treas-
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located throughout the vessel.

ury check issue authority for a disbursing agent
who meets the minimum qualification require-
ments of a deputy disbursing officer and who is,
in fact, appointed as a deputy. ‘

6. Annuity. Anannuity is the monthly benefit

payable to an annuitant or survivor annuitant.

7. Authorized Personnel. All individuals
authorized to purchase goods, supplies, and
services from facilities controlled or sponsored
by the U.S. Government that operate in a desig-
nated military payment certificate (MPC) area.
U.S. Government facilities and personnel autho-
rized to hold and use MPCs are categorized in
Military Department and Unified Command
regulations. All military and civilian personnel
under the jurisdiction of the Department of
Defense as well as authorized dependents either
collocated with sponsors or located at safehaven
areas during emergency evacuations.

8.  Automated Teller Machines at Sea. A pay
delivery system aboard Naval vessels which
accepts an electronic transfer of net pay and
allowances due to each account holder. The
funds are then delivered at various machines

9. Basic Agreement. An intergovernmental
agreement negotiated with the government of a
friendly nation that states, in general terms the
policies of Public Law 89-265, and authorizes
their use by mutual consent.

10. Canceled Check

a. Available Check. A check which is in
the possession of the disbursing officer and is
canceled due to non-entitlement or because it is
mutilated or undeliverable.

7

b.  Unavailable Check. A properly vouch-
ered and issued check which is not held by the
disbursing officer or payee (not received by
payee, lost, or destroyed). :

c¢. Mass Canceled Check. A Treasury
check issued prior to October 1, 1989, which was
automatically canceled by Treasury if not cashed
by October 1, 1990.
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d. Limited Payability Canceled Check. A
Treasury check issued on or after October 1,1989
which is automatically canceled by Treasury if

not cashed within 12 months from the date of .

issue.

11. Cancellation: The process whereby an
issued check that has not been presented for
payment is put in a paid status in the Depart-
ment of the Treasury’s Check Payment and
Reconciliation system.

12. Ca$h-Link Identification Number. A nine-
digit identification number used by the Federal
‘Reserve Banks (FRB) or branches as a part of
their deposit reporting and cash concentration
system. All deposits to an FRB or branch must
indicate this nine-digit identification number in
block 3 of the deposit ticket instead of the dis-
bursing station symbol number. The identifica-
tion number is derived by adding four leading
zeroes to the symbol number and calculating a
check-digit for the ninth position.

13. Cashier. A cashier can be a military or
civilian employee designated by the disbursing
officer to perform duties involving the handling
of public funds. The recruitment, screening, and
selection of persons for cashier positions should
be accomplished with primary regard to the
sensitive nature of the position.

14. Certificated Air Carrier. A U.S. air carrier
that has been issued a certificate of public corive-
nience and necessity under the provisions of
Title 49, United States Code, section 1371.

15. Certifying Officer. An individual designat-
ed to attest to the correctness of statements, facts,
accounts, and amounts appearing on a voucher,
or other documents. ‘

16. Change Fund Custodian. A change fund
custodian operates from an appropriated fund
sales activity (e.g., dining hall, hospital, commis-
sary) and is responsible for safeguarding the
funds provided and may be held pecuniarily

| . liable for any loss of the change fund.

17. Check Issue Discrepancies

a. General. A check issue discrepancy
occurs when the issue amount reported by the
disbursing office differs from the amount for

. which the check was actually issued as evi-

denced by the printed amount on the check itself

when presented for payment.

b. Check Issue Overdraft

(1) Treasury Check. A check issue
overdraft occurs when the amount printed on a

 check and paid by the Treasury is greater than
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the issue amount of that check as reported by
the DO on the check issue report. A check issue
overdraft also.occurs when the amount printed
on a check and paid by the Treasury is greater
than the amount due as shown on the payment
voucher. ‘

(2) Limited Depositary _Check. A
check issue overdraft occurs when the amount
printed on a check and paid by the Limited
Depositary Bank is greater than the issue amount

of that check as reported by the DO on the check

issue report. A check issue overdraft also occurs
when the amount printed on a check and paid
by the Limited Depositary Bank is greater than
the amount due as .shown on the payment
voucher.

c.  Check Issue Underdraft

(1) Treasury Check. A check issue
underdraft occurs when the amount printed on
the check and paid by the Treasury is less than
the issue amount of that check as reported by
the DO on the check issue report. A check issue
underdraft also occurs when the amount printed

on a check and paid by the Treasury is less than

the amount due as shown on the payment
voucher. ‘

. (2) Limited Depositary _Check. ~ A
check issue underdraft occurs when the amount
printed on the check and paid by the Limited

‘Depositary Bank is less than the issue amount of

that check as reported by the DO on the check
issue report. A check issue underdraft also
occurs when the amount printed on a check and

paid by the Limited Depositary Bank is less than

the amount due as shown on the payment
voucher.

18. Check Status Inquiry. " An inquiry by a

Government agency as to the payment status of

a check or a request for a copy of a check.

1
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19. Claimability. The length of time a payee
can present a claim of non-receipt, loss, or theft
of a U.S. Treasury check to a Government agen-
cy. Claims continue to be valid on an underly-
ing obligation until expiration of the statute of
limitations, normally for 6 years. If the payee’s
right to entitlement to funds has exp1red the
claim is denied.

20. Coin. Metallic specie representing either
U.S. dollars and foreign currency units, fractional

amounts, or multiples thereof.

21 Collectlon Agent. A collection agent is an

individual who has been designated to perform
duties relating to the collection of official funds,
including funds held as safekeeping deposits, at
a point other than a disbursing office. The
individual designated as a collection agent must
perform the collection duties under the general
supervision of and as prescribed by the appoint-

ing officer. Responsibility for duties and func-

tions should be segregated between receipt of
funds, recordkeeping, determination of amount
owed, and making demands on the debtor, so as
to minimize opportunities for unauthorized,
fraudulent, or otherwise irregular acts. Collec-
tion agents should not be involved with billing
or accounting for funds received. Additionally,
disbursing office personnel will not be designat-
ed as collection agents. A collection agent is
appointed by the local commander.

All acquisitions of U.S. and
foreign currencies except those acquired by the
United States through purchase with dollars or
accommodation exchange transactions. °

*23. Commander. The term "Commander”
as‘used in this Volume refers to a Director of the
servicing DFAS Center, base commander, instal-
lation commander, commanding officer, .com-
mander-in-chief, officer-in-charge, or equivalent
civilian head within the chain of command of the
activity or individual concerned.

24. Consent. Consent means a debtor has
agreed to salary or administrative offset. Con-

.sent may be implied or in writing.

25. Continental United States (CONUS). The
term "continental United States," unless other-
wise qualified, means the 48 contiguous states
and the District of Columbia.

26. Contingency. As designated by the Chair-
man, Joint Chiefs of Staff (CJCS), an emergency
involving military forces caused by natural
disasters, terrorists, subversions, or by required
military operations. Due to the uncertainty of
the situation, contingencies require plans, rapid
response, and special procedures to ensure the
safety and readiness of personnel, installations,
and equipment.

27." Contributed Currencies. The term "contrib-
uted currencies” refers to currencies made avail-
able to the United States by foreign governments
for administrative expenses of the Security
Assistance Program in accordance with mutual
security bilateral agreements.

28. Control Checks. A control check is a check
without a preprinted serial number used to
replace prenumbered check stock that is spoiled
for any reason. Control checks are numbered in
the bottom center with a control number. '

*29. Convening Authority. The term "con-
vening authority” as used in appendix C and the
term "commander” as used in chapter 6 in rela-
tion to the authority to appoint an investigating
officer(s) or board(s) of officers to. conduct
investigations of losses of funds are synony-
mous. The "commander/convening authority"
responsible for appointing an officer(s) - or

. board(s) of officers to conduct investigations for
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losses .of funds is the commander in the disburs-
ing officer’s chain-of-command who has com-
mand authority over all accountable individuals
involved in a fiscal irregularity.

30. Country Use Currency. Currency in the
custody of the participating foreign government
which may be expended under mutual agree-
ments for loans and grants within the country
involved and is not controlled under the dollar
appropriation process.

31. Credit Card Collections. - A Government-
wide network established by the Treasury to
enable the Federal Government to accept credit
cards from the public to collect payment for
sales, services, debts, etc.

32. Creditor Component or Agency. A creditor
component or agency is the DoD Component,
Federal agency, or organization owed money or

property.
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33. Currency. Paper money in the form of U.S.
dollars, foreign banknotes, and military payment
certificates. )

34. Currency Use Payments (CUP). Foreign
currency, other than excess or near-excess for-

eign currencies, comprising a part of the pur-

chase price of U.S. products or services (most
generally U.S. surplus agricultural commodities)
that, by agreement between the two nations, will
remain in that country and be spent by that
country.

35. Current Limited Depositary Check. A check
unpaid and outstanding .against the limited
depositary checking account for any time less
than one full fiscal year after the fiscal year in
which the check was issued.

36. Debt. A debt is any amount of money or
any property owed to a DoD Component by any
person, organization, or entity except another
United States Federal agency. Debts include
insured or guaranteed loans and any other
amounts due from fees, leases, rents, royalties,
services, sales of real or personal property, or
overpayments, penalties, damages, interest, fines
and forfeitures, and all other claims and similar
sources. Delays in processing employee elected

_ 41. Deputy Disbursing Officer.

40. Deposits-In-Transit System. A Treasury
Department system that identifies, notifies, and
possibly charges or credits disbursing officer (or
bank) deposit dlscrepanc1es back to the disburs-
ing officer.

An individual
appointed by the disbursing officer to act in the
name of and for that disbursing officer to per-
form any and all acts relating to the receipt,
disbursement, custody, and accounting for public
funds. The appointing disbursing officer may
restrict the acts a deputy is authorized to per-
form.

42. Direct Deposit System. Electronic Funds
Transfer of net pay and allowances, travel, and
savings allotments for civilian or military person-

" nel to their personal bank account. For military

personnel, dependent’s allotments may also be
included.

43. Disbursing Agent. A disbursing agent is an
agent to the disbursing officer that has not been
appointed as a deputy disbursing officer. Gener-
ally, a disbursing agent operates a permanently
located disbursing office of considerable size that

is geographmally separated from the disbursing

coverage or a change in coverage under federal

. benefits programs and delays in processing
ministerial ad)ustments are not normally consid-
ered debts if processing delays did not exceed 2
monthly or 4 biweekly pay periods. Fines and
forfeitures arising under the Uniform Code of
Military Justice are not subject to the due process
provisions of this regulation. Amounts due a
nonappropriated fund instrumentality are not
debts owed the United States unless specifically
included by this regulation.

37. Debt Compromise. Settlerhent of a debt for
less than the full amount owed. '

38. Default. A default occurs when a debtor
fails to make a debt payment by the due date.

39. Delinguent Debt. A debt is delinquent if it
has not been paid by the due date specified in
the initial demand letter, normally within 30
days, unless other satisfactory payment arrange-
ments have been made by that date. A debt is
delinquent any time thereafter a debtor fails to
satisfy obligations under a paymerit agreement.
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officer’s office, however the use of disbursing.
agents is not restricted to geographic separation
from the DO.

44. Disbursing Office. A disbursing office is an
activity or that organizational unit of an activity
whose principal function consists of the dis-
bursement and collection of public funds. The
term disbursing office includes both tactical and
non-tactical disbursing activities. Each disburs-
ing office will have a disbursing officer and at
least one deputy position. Disbursing offices
within DoD were formerly referred to as Finance
and Accounting Offices (FAO), Accounting and
Finance Offices (AFO), and Finance Offices (FO).

45. Disbursing Officer (DO). A military or
civilian employee of a DoD Component designat-
ed to disburse moneys and render accounts -
according to laws and regulations governing the
disbursement of public moneys.

46. Disbursing Station Symbol Number (DSSN).
A four-digit number assigned to each disbursing
office by the Treasury. The DSSN is an identifi-
cation number that indicates authority to receive
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and disburse public funds and issue checks on
the Treasurer of the United States.

47. Dishonored Instrument. Any negotiable
instrument (other than a Treasury check) which
becomes dishonored (returned by a depositary)
for any reason.

48. Disposable Pay. Disposable pay is that
‘amount which remains after pay (salary) is
reduced by amounts which are:

a. required by law to be deducted;

b. properly withheld for federal, state,

and local income taxes;

c. deducted as health insurance premi-
ums;

d. deducted as normal retirement contri-
butions; and

e. deducted as normal life insurance
premiums.

. %49, Doctrine of Laches. The Doctrine of
Laches is based upon neglect or omission-to do
what one should warrants presumption that one
has abandoned right or claim. That is, if a payee
neglects or fails to file a timely request, the
payor can presume that the payee has aban-
doned the claim.

50. DoD Component. DoD Components in-
clude the Office of the Secretary of Defense; the
Chairman, Joint Chiefs of Staff and the Joint

 Staff; the Inspector General of the Department of
‘Defense; the Military Departments including the
Coast Guard when assigned to the Department
of the Navy; Defense Agencies; DoD Field
Activities; the Unified and Specified Commands;
the Uniformed Services University of the Health
Sciences; and, all non-appropriated fund instru-
mentalities. As used in this Volume, the term
DoD Component also refers to a ship, camp,
post, station, base, activity, unit, installation, or
facility.

51. Duplicate Check. Two checks issued by the

same DSSN with the same serial number.

52. Electronic Certification. An automated
function which permits the secure, accurate, and
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rapid communication and certification of pay-
ment data. Electronic certification also elimi-
nates the highly labor-intensive processing of
paper documents. It allows Components to
generate and certify voucher schedules on micro-
computers, and then transmit the data over
telephone lines. Payments are verified and
accepted using message authentication technolo-

8y-

53. Electronic Commerce. -A wide range of -

financial functions which are performed using
data communications techniques.

54" Electronic Data Interchange (EDI). The
exchange of standardized information between
business partners typically communicated elec-
tronically between computers. It is DoD policy
that DoD Component EDI applications shall
conform to the American National Standards
Institute (ANSI), Accredited Standards Commit-
tee (ASC) X12 standard.

55. Electronic Funds Transfer (EFT). A system
that provides the authority to debit or credit
accounts in financial institutions by electronic
means rather than source documents (e.g., paper
checks). Processing typically occurs through the
Federal Reserve System and/or the Automated
Clearing House (ACH) computer network. EFT
transmissions shall conform to the American
National Standards Institute (ANSI) Accredited
Standards Committee (ASC) X12 standard.

56. Emergency Condition. Any situation result-

ing from war, armed aggression, or other hostili-
ties ,against U.S. personnel or interests; and
sudden, extensive natural or manmade disasters.

57. Employee. Er;iployees are current or retired
civilians paid from appropriated funds.

58. Excess Foreign Currencies.. U.S.-owned
foreign currencies that the Treasury has deter-
mined to be in excess of normal requirements of
the U.S. Government (generally more than a 2-
year supply) in the country concerned.

59. Exchange-for-Cash Check. A check issued
by a disbursing officer to obtain cash funds for

_disbursements or in exchange for cash for official

or accommodation purposes.
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60. 'Foreign Currency Fund Account. Accounts
established for recording foreign currency ac-
quired without payment of U.S. dollars abroad
and which may be expended with or without
charge to dollar appropriations. The short title
for these accounts is "FT" accounts.

61. Foreign Exchange. A term with the same"

meaning as foreign currency; ie., the legal
monetary unit of a foreign nation and negotiable
instruments, such as travelers checks, money
orders, and bank drafts, payable in such mone-
tary units. .

62. Fraudulent Claim. A fraudulent claim is
any claim against the Government involving the
presentation of false information, or misrepresen-
" tation on the part of a claimant or any other
party having an interest in a claim.

- '63. Functional Area. Each individual unit of a

disbursing office (also known as subject matter

- areas) responsible for specific types of transac- -

tions. For example: Accounts Control; Travel;
Military Pay; Commercial Services; Civilian Pay;
or Fiscal.

64. General Depositary. ‘A financial institution
(also called Treasury General Account (TGA)
Depositaries) designated by Treasury to accept
deposits of cash and checks from specifically
authorized disbursing officers.

65. Holder-in-Due-Course. A holder-in-due-
course is a person, financial institution, or busi-
ness other than the original payee who, in good
faith, takes possession of a check through en-
" dorsement. A claim to payment by a holder-in-
due-course will be honored, even if the original
payee is not due or entitled to the check.

66. Illegal, Incorrect, or Improper Payment. An
illegal, incorrect, or improper payment is defined
as:

a. an overpayment of a payee;

b. two or more payments to a payee for
the same entitlement;

c. a payment to the wrong payee;

d. a U.S. Treasury check issue over-draft .

(in some instances);

x1

e. a negotiation of both the original and
a substitute U.S. Treasury check;

f.  a negotiation of both the original and
a recertified U.S. Treasury check;

g. any payment based on fraudulent,

forged, or altered documents prepared or pre-
sented by individuals who do not work in the
disbursing office; or

h. a payment made in violation of a
regulation.

67. Imprest Fund. A cash fund of a fixed
amount -established by an advance of funds,
without charge to an appropriation, from a
disbursing officer to a duly appointed cashier,
for disbursement as needed in making cash
payment for relatively small purchases.

68. Imprest Fund Cashier. An individual
appointed by the local commander to make
authorized cash payments for materials or servic-

~es. An imprest fund cashier is required’ to

maintain custody of public funds and to file
periodic vouchers to account for and replenish
the imprest fund. Disbursing personnel are not
eligible for appointment as imprest fund cash-
iers.

69. Irregularity in a Disbursing Officer’s Ac-

count. An irregularity in a disbursing officer’s
account is any action (or lack thereof), event,
practice, or circumstance that causes an out of
balance condition in the financial accountability
to the United States of the disbursing officer
and/or deputies, agents, and cashiers to whom
public funds have been entrusted.

70. Limited Depositary. - A U.S. or foreign

" commercial bank designated by the Treasury to

receive deposits from disbursing officers for

credit to their official limited depositary.checking

accounts. :

71. Limited Depositary Account.” A checking
account in foreign currency maintained in a
limited depositary by a disbursing officer (DO).
The account is in the name of the DO. Limited
depositary accounts may also be referred to as
operating accounts.
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72. Lockbox. A collection and processing

service provided by a financial institution to

accelerate cash flow to the Treasury General
Account (TGA). :

73. Member. Military personnel on active duty
or retired (including those receiving retainer pay)
from active duty in a military service or Reserve

. or National Guard personnel on active duty or
retired.

74. Military Payment Certificate (MPC). An
instrument (scrip) denominated in U.S. dollars
that is used as the official medium of exchange
at U.S. military establishments in overseas areas
that are designated as "MPC Areas." MPCs are
implemented, circulated, converted, withdrawn,
and accounted for by series number. The notes
of each MPC series have distinctive designs,
colors, symbols, and numbering with each
denomination ($1.00, $5.00, $10.00 and $20.00)
within a series being a different color. Each note
shall bear the statement "For use only in U.S.
military establishments by U.S.-authorized
personnel in accordance with applicable rules
and regulations” and shall contain special coding
or markings to verify its authenticity.

75. Military Payment Certificate (MPC) Area.
A particular foreign country or other geographic
or geopolitical area that has been officially
designated as such by the Comptroller, DoD.

76. Military Payment Certificate (MPC) Conver-

~ sion. The authorized withdrawal of an MPC
series currently in circulation as legal tender and
the concomitant introduction and designation of
a new MPC series as legal tender.

77. Military Payment Certificate (MPC) Reserve
Series. MPCs of a series physically available but
not placed in circulation as legal tender.

78. Military Post Office Addresses. Military
post office addresses (APO and FPO) are re-
quired to be compatible with automated mail
processing. The next to the bottom line will
show a "Unit" or "Postal Service Center" number
followed by a box number (if appropriate). This
line will equate to the U.S. Postal Service’s
standard street address and apartment number
format. The bottom line is required to be com-
patible with the U.S. Postal Service’s standard
city, state, ZIP Code format.
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a. .~ APO and FPO are the "city" name.

b. The 'state" abbreviation is shown
below.

(I) AE is the state designator for
military post offices located in Canada, Europe,

" Africa, and the Middle East. For example, APO

New York is now APO AE and FPO New York
is FPQ AE.

(2) AA is the state designator for
military post offices located in Central and South
America. For example, APO Miami is now APO
AA and FPO Miami is FPO AA. ’

(3) AP is the state designator for
military post offices located in Alaska and the
Pacific area. For example, APO San Francisco
and APO Seattle are now APO AP and FPO San -
Francisco and FPO Seattle are FPO AP.

79. Ministerial Adjustment. = A ministerial
adjustment is any non-discretionary pay adjust-
ment such as an adjustment prescribed by statute
or regulation. '

80. Near-Excess Currencies. U.S.-owned foreign
currencies that the Treasury has determined to
be above immediate needs within the country
concerned but not sufficient to be declared
excess. ) ‘

81. Non-tactical Disbursing Activity. As used
in this Volume, a disbursing activity permanent-
ly assigned to a post, camp, station, base, etc.,
and not subject to mobilization or deployment.

*82. - Officer or Military Officer. As used in
this Volume, officer or military officer includes
all commissioned and warrant officers (appoint-
ed officers) of the uniformed services.

- 83. On-Line Payment and Collection System.

An automated intragovernmental system used
for billing services and supplies.

84. Oral Hearing. An oral hearing is an infor-
mal oral proceeding held by a hearing official
with representatives of the creditor agency, the
debtor or representative, and witnesses present.

85. Out of Service.Debtor. A former civilian -
employee, a former member of the Armed
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Forces, or any other individual who is not re-
ceiving any compensation from the Federal
Government.

86. Outstanding Check. A check is identified as
outstanding when the Treasury Check Payment
and Reconciliation (CP&R) system has the check
recorded as issued but not paid.

87. Overage of Funds. Funds held in an
- amount greater than the amount shown to be on
hand by the daily accountability records.

88. Overseas. For purposes of this Regulation,
any area located outside the states of the United
States, the District of Columbia, or the Common-
wealth of Puerto Rico. ’

89. Paid Status. A check is identified as paid

when it has been presented to the U.S. Treasury -

for payment through the banking system, report-
ed as a void (zero value issue), or when it has
been canceled.

90. Pay (Salary). In this regulation, pay and
salary have the same meaning. They. include

basic, special, incentive, retired, or retainer pay,
consultant’s fees, and any other authorized pay
and allowances.

91. Pay Period. Pay periods are normally
biweekly for civilians working for federal agen-
cies; monthly for active duty military and all
retirees; periodically based on ‘completion of
active or inactive duty for training for reserve
personnel; and weekly for piecework employees
at the Defense Personnel Support Center’s cloth-
ing factory. '

92. Payability. The term "payability” as used in

this Volume is the length of time a U.S. Treasury

check can be negotiated.

93. Paying Agency. The paying agency is the
DoD Component or Federal agency authorizing
or disbursing payment. '

94. Paying Agent. A paying agentisa military
orcivilian employee appointed by the command-
er to act as an agent of a disbursing officer. The
purpose of a paying agent is to make specific
payments, currency conversions, or check cash-
ing transactions from funds temporarily ad-
vanced to the agent by the disbursing officer.
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Paying agents are individuals whose regular
duties do not involve disbursing functions and
who are not organizationally located in the
disbursing office. They are appointed to the
position of paying agent as a collateral duty and
will be under the exclusive supervision of the
disbursing 'officer in all matters concerning
custody and disposition of funds advanced to
them.” They will comply with all instructions.
and regulations pertaining to their paying agent
duties as issued by the disbursing officer. All
payments or currency conversions made by a
paying agent are made for and in the name of
the disbursing officer. Funds advanced to a

‘paying agent are held at personal risk by the

paying agent and must be accounted for to the
disbursing officer immediately upon completion
of the transaction(s) for which advanced.

95. Physical Loss of Funds. A physical loss of
funds is defined as:

a. a loss of official cash by theft, embez-
zlement, unexplained disappearance, Or cash
handling errors;

b. aloss of paid vouchers and/or negotia-
ble instruments from a disbursing office;

“¢. a loss of an official deposit en route
from a disbursing office to a depositary or after
confirmation by a depositary;

d. any payment based on fraudulent,
forged, or altered documents prepared or pre-
sented by individuals, both accountable and non-
accountable disbursing personnel, who work in
the disbursing office;

e. aloss or theft of cash from an imprest
fund; :

£ a failure to obtain (or loss of) official
receipts and/or documents representing cash;

g. a loss or destruction by fire, accident,
or natural disaster; or

h. stale or unidentifiable DO suspense
account charges (DITS).

96. Prevailing Rate of Exchange. The most
favorable rate that would be legally available to
the US. Government for the acquisition of
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foreign exchange for its official expenditures and
accommodation exchange transactions.

. 97. Recertified Check Payment. A replacement
payment using a U.S. Treasury check bearing a
different check serial number from the original
check. A recertified check may be issued to
replace any lost, stolen, or destroyed original
check (except holder-in-due-course), regardless
of the disbursement purpose (e.g., pay, travel, or
-vendor payment).

98. Reconsideration. Reconsideration is a
creditor organization review of the written debt
record. The review will consider debtors’ sub-
missions and will result in a new determination
as to debt validity and amount and propriety of
an offset schedule established other than by
agreement with a debtor.

99. Recovered Check. An original check which

is-returned to or recovered by the disbursing
officer after it has been canceled by submission
of an SF 1184, Unavailable Check Cancellation.
A recovered check can also be a recertified check
which is returned to or recovered by the disburs-
ing officer after the original check which it
replaced has been negotiated by the payee.

100. Routine Pay Adjustment. A routine pay
adjustment is the correction of an overpayment
to a member resulting from clerical or adminis-
trative error or delay in processing pay docu-
ments that is discovered and corrected (that is,
~collection action is completed) within no more
than 2 monthly or 4 biweekly pay periods after
the date the overpayment was originally made.

101. Salary Offset. In this regulation, salary
offset is the collection of a debt from the current
salary (pay) of a debtor under 5 U.S.C. 5514
authority.

102. Settlement Office. A disbursing office
designated to clear any outstanding transactions
and/or deficiencies from the accounts of prede-
cessor disbursing officers. The disbursing officer
assigned to the settlement offlce is referred to as
settlement officer.

103. Small Differences. The term "small differ-
ences" as used in this Volume refers to any check
issue discrepancy (involving a Treasury check)
which is $1 or less. :
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- 104. Special Drawing Right (SDR). An interna-

tional reserve asset created by the International

Monetary Fund (IMF) to supplement the existing

reserve assets of its member countries. The SDR
is the IMF’s unit of account and SDRs may be .
used by members in transactions with the IMF,
other member countries, and other authorized
holders. Since January 1, 1981, a basket of five
currencies (the U.S. dollar, Deutschemark, French
franc, Japanese yen, and Pound sterling) serves
as the basis for determining both the valuation
and the interest rate of the SDR.

105. Spoiled Check. A check that is misprinted,
mutilated, or returned by the payee as uncasha-
ble. Spoiled checks are replaced by control
checks..

106. Supplemental Agreement. The local operat-
ing procedures formulated and used by the
commanders of the armed forces of two friendly
foreign nations, whose governments have signed
a basic agreement, as contemplated under Public
Law 96-436. Such procedures shall be used in
territories of mutual concern to provide each
other with emergency financial support, under
the policies of the basic agreement. Supplemen-
tal agreements may be entered into by com-

- manders of unified or separate armed forces, as

considered appropriate.

*107. Tactical Disbursing Activity. As used
in this Volume, any tactical unit (including Navy
ships) that is authorized to provide disbursing
services under an assigned Disbursing Station
Symbol Number (DSSN) and is subject to move-
ment from one location to another. Some tactical
disbursing activities provide disbursing services

~ on a full-time basis (as in the case of Navy

ships). Others perform disbursing services only
while in a deployed (or mobilized) status. When
not deployed, the DSSNs are held in reserve in
an inactive status to be activated on short notice
as required. '

%x108.  Tolled. To suspend or stop temporarlly
as the statute of limitations is tolled.

109. Treasury General Account (TGA). A bank
account in a commercial bank or other financial
institution (FI) in which an agency can deposit
cash and checks. ‘TGAs are designed to move
funds quickly and efficiently from numerous and
widely dispersed points of initial deposit to a
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centrally controlled, or "concentration,” account.
TGA depositaries are selected. on the basis of
their proximity to Federal agencies. The receipts
are hand-delivered to the bank prior to the
bank'’s deposit cutoff time. This reduces process-
ing float. Mailing deposits to a TGA is not
allowed without prior approval from the Depart-
ment of the Treasury, Financial Management
Service (FMS).

110. U.S.-Owned Foreign Currency. Currency of
a foreign country that is as follows:

a. oWned by the United States;

b. determined excess or near-excess by the
U.S. Treasury Department;

¢ available in the country of issuance to
pay obligations of the United States within that
country; and-

d. disbursed by the U.S. Treasury disburs-
ing officer in the country concerned, either
directly to a contractor or to a DoD disbursing
officer, as appropriate.

111. Uncurrent Limited Depositary Check. A
check drawn on a limited depositary which is
unpaid and outstanding against the limited
depositary checking account for at least one full
fiscal year after the fiscal year in which the check
was issued, except where the laws of the country
in which the limited depositary is located pro-
vide that the negotiable period of a check is
shorter.

112. Undeliverable Check. A check that is not
delivered to the payee within 60 days after the
month of issue.

113. United States. The term "United States,"
unless otherwise qualified, means the 48 contigu-
ous states, the District of Columbia, and the
States of Alaska and Hawaii.

114. United States Use Currency.' Currency.
usually expended through the dollar appropria-
tion process to pay U.S. obligations abroad; to
pay for U.S. technical, scientific, and other pro-
grams; and to make sales for dollars to U.S.
citizens and nonprofit organizations in selected
countries.

.

xliv

115. Valuables. The term "valuables" means any
articles or things or representation of value in
which the United States has any interest, or in
connection with which it has any obligation or
responsibility.

116. Vendor Express. Electronic Funds Transfer
to a company or corporate bank account of the
payment due a vendor for rendering goods or
services to the Government.

117. Voided Check A check that is:

a. prenumbered with a serial number;

b. voided for any reason prior to report-
ing as a check issue by the disbursing officer;

c. reported as a zero dollar value issue;
and

d. not replaced by another check.

\
.
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ABA
ACH
ADCC
AFB
ALC
ANSI
ASC
ATM
BAC
CDN
CFR
CIN
cjcs
C.OD.

. Comp. Gen.

CPU
CP&R
CSD

DAO
DAS
DCC

DD

-DDO

DDS
DD/EFT
DFAS
DO
DoD
DoD(C)
DOJ
DPO
DSN
DSSN
EDI
EFT .
EIN
FAADC

_FAR

FDIC
FDS
FI
FIPC
FMS
FRB
FRS
FTS
GAO
GBL
GPO

* ABBREVIATIONS AND/OR ACRONYMS

American Bankers Association

Automated Clearing House

Adjudication Division, Check Claims, Department of the Treasury
Air Force Base

Agency Location Code

- American National Standards Institute

Accredited Standards Committee
Automated Teller Machine
Billing Address Code

Claims Disposition Notice
Code of Federal Regulations
Ca$h-Link Indicator Number

‘Chairman, Joint Chiefs of Staff

Cash on Delivery

Comptroller General of the United States

Central Processing Unit

Check Payment and Reconciliation System

Computer Services Division, Financial Management Service, Department of the

. Treasury

Defense Accounting Office

Daily Advice of Status ‘
Division of Check Claims, Fmanc1al Management Service, Department of the
Treasury

Department of Defense Form

Deputy Disbursing Officer

Direct Deposit System

Direct Deposit/Electronic Funds Transfer .
Defense Finance and Accountmg Serv1ce
Disbursing Officer

Department of Defense

Comptroller of the Department of Defense
Department of Justice

Defense Printing Office

Defense Switching Network

Disbursing Station Symbol Number
Electronic Data Interchange

Electronic Funds Transfer

Employer Identification Number

Fleet Accounting and Disbursing Center
Federal Acquisition Regulation

Federal Deposit Insurance Corporation
Fedwire Deposit System

Financial Institution

Financial Information Processing Center
Financial Management Service, Department of the Treasury’
Federal Reserve Bank

Federal Reserve System

Federal Telephone Service

General Accounting Office

Government Bill of Lading

Government Printing Office

xlv
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ICN
ILC

IMF

IRS

JCL

JCs

JUMPS

LD

LDA

LVL or LVLS
MBF

MICR
MMPA

. MOA

MOU
MPC
NCUSIE
OCR

* OF

OMB
OPAC
OPM
OSD

*OUSD (C) AP

O&M
PIN
PL
RIN
SDN
SDR
SF
SSN
TFO
TFS.
TGA
Treasury
ucc
US.C. -
USDA
uUsPs
WHS

Inventory Control Number

Irrevocable Letter of Credit
International Monetary Fund

Internal Revenue Service

Job Control Language

Joint Chiefs of Staff

Joint Uniform Military Pay System
Limited Depositary

Limited Depositary Account

Level 8 Magnetic Tape Reports

Military Banking Facility

Magnetic Ink Character Recognition
Master Military Pay Account
Memorandum of Agreement
Memorandum of Understanding
Military Payment Certificates

National Credit Union Share Insurance Fund
Optical Character Recognition

Optional Form

Office of Management and Budget
On-Line Payment and Collection System
Office of Personnel Management

Office of the Secretary of Defense

Office of the Under Secretary of Defense (Comptroller) Accountmg Pohcy
Operations and Maintenance :
Personal Identification Number

Public Law

Routing and Transit Number

Standard Document Number

Special Drawing Right

Standard Form -

Social Security Number

Transaction for Others

Treasury Financial Service

Treasury General Account

Department of the Treasury

Unavailable Check Cancellation

United States Code '

United States Department of Agriculture
United States Postal Service

Washington Headquarters Service

xlvi
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CHAPTER 01

PURPOSE, ORGANIZATION, AND DUTIES

0101 PURPOSE

010101. Authority. This Volume of the Depart-
ment of Defense Financial Management Regula-
tion is issued under the authority of DoD In-
struction 7000.14, "DoD Financial Management
Policy and Procedures,” (reference (a)). It gov-

erns all DoD disbursing policy by establishing

and enforcing requirements, principles, stan-
dards, responsibilities, procedures, practices, and
liability for disbursing officers (DOs) throughout

“the DoD. This Volume incorporates the policies
and procedures of references (b) through (k),
which are hereby canceled.

010102. Recommended Changes. Forward
recommended changes to this Volume through
channels to: Office of the Comptroller of the
Department of Defense, Room 3E822, The Penta-
gon, Washington, DC 20301-1100.,

010103. Requests for Deviation or Exceptions.
Submit requests for deviations from or excep-
tions to the policies, procedures, and standards
in this Volume, with complete justification,
through channels to: Office of the Comptroller
of the Department of Defense, Room 3E822, The
Pentagon, Washington, DC 20301-1100.

010104. Use of This Volume. Various para-
graphs in this Volume specify the use of specific
Treasury symbols (e.g., **F3880, **F3878, or
*E3875). In all instances, the double asterisk
must be replaced by the appropriate DoD
Component designator of 17 for Navy (including
Marine Corps), 21 for Army, 57 for Air Force, or
" 97 for Defense, as appropriate. This Volume also
prescribes the use of specific forms. Some of
these forms are currently used by the DoD
Components. However, some of the DoD Com-
ponents are using specific DoD Component
forms in lieu of the prescribed forms. In many
instances, these equivalent forms are generated
by disbursing systems currently in operation. It
is not necessary or desirable for the DoD Com-
ponents to modify existing disbursing systems to
incorporate the forms prescribed by this Volume.
Affected Components should continue to use
existing automated systems and the forms they

generate until all existing disbursing systems are
replaced by a standard DoD disbursing system.
However, all disbursing offices which manually
prepare forms are required to begin using the
forms prescribed herein as soon as supplies of
the forms can be obtained through normal
supply channels. Examples of forms provided in
this Volume are for illustrative purposes only.
Under no circumstances should they be repro-
duced for use.

0102 ORGANIZATION

010201. Defense Finance and Accounting
Service (DFAS). Pursuant to the authority vested
in the Secretary of Defense under the provisions
of Title 10, United States Code (reference (1)), the
DFAS was established as an agency of the DoD -
by DoD Directive 51185 (reference (m)). The
DFAS is under the direction, authority, and

“control of the Comptroller of the Department of

Defense (DoD(C)). The Director, DFAS is the
principal DoD executive for finance and account-
ing requirements, systems, and functions identi-
fied in DoD Directive 5118.3 (reference (n)), and
shall: ' :

A. Direct finance and accounting
requirements, systems, and functions for all
appropriated, nonappropriated, working capital,
revolving, and trust fund activities, including
security assistance. ‘

B. Establish and enforce require-
ments, principles, standards, systems, proce-
dures, and practices necessary to comply with
finance and accounting statutory and regulatory
requiremerits.

C. Provide finance and accounting
services for DoD Components and other Federal
activities.

D. Direct the consolidation, standard-
ization, and integration of finance and account-
ing requirements, functions, procedures, opera-
tions, and systems and ensure their proper
relationship with other DoD functional areas.
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E. Execute statutory and regulatory
- financial reporting requirements and ‘render
financial statements.

F. Approve the establishment or
maintenance of all finance and accounting activi-
ties independent of the DFAS.

The mailing address for DFAS Headquarters is:
Director, Defense Finance and Accounting Ser-
vice, DFAS-HQ/__, 1931 Jefferson Davis High-
way, Arlington, VA 22240-5291.

%010202. Defense Finance and Accounting

Service Centers. Effective January 20, 1991, the
DFAS took operational control of the DoD
Component’s finance centers. Accordingly, each
center was redesignated as a DFAS Center.

A. DFAS - Cleveland Center. DFAS
Cleveland Center (formerly the Navy Finance
Center, Cleveland, OH) is responsible for:

1. Operation of the central site
processing operations of the Joint Uniform
Military Pay System. (JUMPS) for the Navy.

2. Navy allotment program
operations relating to payment of allotments and
issuances of the U.S. Savings Bonds for all Navy
~ members and retirees.

3. Examining and conducting a
centralized program for the analysis of closed
Navy master military pay accounts.

4. Payment of Federal income
taxes withheld from Navy members and retirees.

5. Adjudication and payment of
claims for military pay and allowances of Navy
members and retirees.

6. Payment of drilling Naval
reservists.

_ 7. Payment of retired military
pay for all DoD Components and Fleet Reserve
rolls. :

8. Preparing and forwarding to
Treasury through DFAS Headquarters (Finance)
(DFAS-HQ/F) requests from assigned Compo-
nent(s) for establishment of disbursing offices.

9. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for a change in the desig-
nation or location of disbursing offices.

10. Preparing and forwarding to
Treasury through DFAS-HQ/F requests and
notifications from assigned Component(s) for
disestablishment of disbursing offices.

11. Maintaining files containing

. appointments, revocations, and specimen signa-

tures of all assigned DOs and deputies.

12. Approving the use of check-
signing machines and the certified facsimile
signatures for all assigned DOs. After approval,
notifying the DO that use of the check-signing
machine and facsimile plate is authorized.

13. Providing copies of specimen
signatures of assigned DOs to the Federal Re-
serve Banks on request. ‘

14.  Processing purchase orders
for blank U.S. Treasury checks from all assigned
DOs.

15. " Reporting of financial infor-
mation. ' '

16. Accounting for Navy funds
and property.

17. Consolidation of Navy and
Marine Corps financial reports.

, 18. Providing a centralized
service for clearance of exceptions against Navy
DOs.

19. Processing requests for relief
of liability from accountable officials:

20. Performing other accounting
and disbursing functions as prescribed.

The mailing address for DFAS Cleveland Center
is: Defense Finance and Accounting Service,
Cleveland Center, DFAS-CL/_, Cleveland, OH
44199-2056.
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B. DFAS - Columbus Center. DFAS
Columbus Center (formerly Defense Finance
Center, Columbus, OH) is responsible for:

1. - Payment of vendor’s invoices.
2. Payment of civilian payrolls.

3. Accounting for funds and
property. '

' 4. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for establishment of dis-
bursing offices. :

5. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for a change in the desig-
nation or location of disbursing offices.

6. Preparing and forwarding to
Treasury through DFAS-HQ/F requests and
notifications from assigned Component(s) for
disestablishment of disbursing offices.

7. Maintaining files containing
appointments, revocations, and specimen signa-
tures of all assigned DOs and deputies.:

8. Approving the use of check- -

signing machines and the certified facsimile
signatures for all assigned DOs. After approval,
notifying the DO that use of the check-signing
machine and facsimile plate is authorized.

9. Providing copies of specimen
signatures of assigned DOs to the Federal Re-
serve Banks on request.

v 10. “Processing purchase orders
for blank U.S. Treasury checks from all assigned
DOs.

' 11. Reporting of financial infor-
mation.

12. Processing requests for relief
of liability from accountable officials.

13. Performing other accounting
and disbursing functions as prescribed.

The mailing address for DFAS Columbus Center
is;. Defense Finance and Accounting Service,
Columbus Center, DFAS-CO/__, Columbus, OH
43218-2317.

C. DFAS - Denver Center. DFAS
Denver Center (formerly Air Force Accounting
and Finance Center, Denver, CO) is responsible
for:

1. Operation of the central site
processing operations of the JUMPS for the Air
Force. '

2., Air Force allotment program

operations relating to payment of allotments.
=4 :

3. Examining and conducting a
centralized program for the analysis of closed
Aiir Force personal financial records.

4. Payment of Federal income
taxes withheld from Air Force members.

5. Adjudication and payment of
claims for military pay and allowances for Air
Force members.

: 6. Payment of drilling Air Force
reservists. :

7. Payment of civilian payrolls.

8. ' Providing a centralized
service for clearance of exceptions against Air
Force DOs. '

9. Payment of annuitant pay.

10. Examination and consolida-
tion of Air Force DO’s financial reports.

11. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for establishment of dis-
bursing offices.

12. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for a change in the desig-
nation or location of disbursing offices.

13. Preparing and forwafding to
Treasury through DFAS-HQ/F requests and




Volume 5, Chapter 01

DoD Financial Management Regulation

notifications from assigned Component(s) for
disestablishment of disbursing offices.

14. Maintainirig files containing
appointments, revocations, and specimen signa-
tures of all assigned DOs and deputies.

15. Approving the use of check-
signing- machines and the certified facsimile
signatures for all assigned DOs. After approval,
notifying the DO that use of the check-signing
machine and facsimile plate is authorized.

16. Providing copies of specimen -

signatures of assigned DOs to the Federal Re-
serve Banks or, request.

17. Procéssing purchase orders
for blank U.S. Treasury checks from all assigned
DOs.

18. Reporting of financial infor-
mation. '

19. Processing requests for relief
- of liability from accountable officials.

20. Performing other accounting
and disbursing functions as prescribed.

The mailing address for DFAS Denver Center is:
Defense Finance and Accounting Service, Denver
Center, DFAS-DE/___, 6760 E. Irvington Place,
Denver, CO 80279-1500.

D. DEFAS - Indianapolis - Center.
DFAS" Indianapolis Center (formerly Army
Finance and Accounting Center, Indianapolis,
IN) is responsible for:

1. Operation of the central site
processing operations of the DJMS for the Army.

» 2. "Army allotment program
operations relating to payment of allotments.

3. Examining énd ‘con;lucting a
centralized program for the analysis of closed
Army personal financial records.

4. Payment of Federal income
taxes withheld from Army members.

5. Adjudication and payment of
claims for military pay and allowances of Army
members.

‘ 6. Paymént of drilling Army
reservists. ‘

7. Providing a centralized
service for clearance of exceptions against Army

DOs.

8. Examination and consolida-
tion of Army DO’s reports. :

9. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s) for establishment of chs-
bursing offices.

10. Preparing and forwarding to

Treasury through DFAS-HQ/F requests from as-

signed Component(s) for a change in the desig-
nation or location of disbursing offices. =

11. Preparing and forwarding to
Treasury through DFAS-HQ/F requests and
notifications from assigned Component(s) for

~ disestablishment of disbursing offices. .

12. Maintaining files containing
appointments, revocations, and specimen signa-
tures of all assigned DOs and deputies.

13. Approving the use of check-
51gmng machines and the certified facsimile
signatures for all assigned DOs. After approval,
notifying the DO that use of the check-signing
machine and facsimile plate is authorized.

14. Providing copies of specimen
signatures of assigned DOs to the Federal Re-

serve Banks on request.

15. Processing purchase orders
for blank U.S. Treasury checks from all assigned
DOs.

_ 16. Reporting of financial infor-
mation. <

17. Processing requests for relief
of liability from accountable officials.
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18.  Performing other accounting
and disbursing functions as prescribed.

The mailing address for DFAS Indianapolis
Center is: Defense Finance and Accounting
Service, Indianapolis Center, DFAS-IN/ ,
Column , 8899 E. 56th Street, Indianapolis,
IN 46249-0833, . :

E. DFAS - Kansas City Center. DEAS
Kansas City Center (formerly Marine Corps
Finance Center, Kansas City, MO) is responsible
for:

1. Operation of the central site
processing operations of the JUMPS for the
Marine Corps. ,

2. Marine Corps allotment pro-
gram operations relating to payment of allot-
ments. ,

3. Examining and conducting a

centralized program for the analysis of closed
Marine Corps personal financial records.

, 4. Payment of Federal income
taxes withheld from Marine Corps members.

5. Adjudication and payment of
claims for military pay and allowances of Marine
Corps members. .

6. Payment of drilling Marine
Corps reservists.

7. Providing a centralized
service for clearance of exceptions against Ma-
rine Corps DOs. ‘

8. Examination and consolida-
tion of Marine Corps DO’s reports.

9. Reporting of financial infor-
mation. ‘

- 10. Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-
signed Component(s). for establishment of dis-
bursing offices. ‘

11.  Preparing and forwarding to
Treasury through DFAS-HQ/F requests from as-

signed. Component(s) for a change in the desig-
nation or location of disbursing offices.

12. Preparing and forwarding to

| Treasury through DFAS-HQ/F requests and

notifications from assigned Component(s) for
disestablishment of disbursing offices.

13. Maintaining files containing
appointments, revocations, and specimen signa-
tures of all assigned DOs and deputies.

14. Approving the use of check-
signing machines and the certified facsimile
signatures for all assigned DOs. After approval,
notifying the DO that use of the check-signing

- machine and facsimile plate is authorized.

15.  Providing copies of specimen
signatures of assigned DOs to the Federal Re-
serve Banks on request.

16. Processing purchase orders
for blank U.S. Treasury checks from all assigned,
DOs. '

17.  Processing requests for relief
of liability from accountable officials. -

18. Performing other accounting
and disbursing functions as prescribed.

The mailing address for- DFAS Kansas City
Center ‘is: Defense Finance and Accounting
Service, Kansas City Center, DFAS-KC/ ,
Kansas City, MO 64197-0001.

010203. DoD Disbursing Offices. Commanders
shall ensure that DOs in their command are
following the provisions of this Volume.

010204. Disbursing Officers. The DO shall
ensure that the operation of the disbursing
activity follows the provisions of this Volume.

0103 DISBURSING OFFICER DUTIES AND

AUTHORITY '

010301.  Keeping of Public Funds

A. General. DOs are required to keep
safely all the public funds collected by them or
otherwise placed in their possession and ‘custo-
dy. Lending, using, depositing in banks, or
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exchanging for other funds except as specifically

allowed by law is prohibited. DOs are required
to safeguard public funds until ordered by the
proper authority to transfer or pay out the funds.
When such orders for transfer or payment are
received, DOs shall faithfully and promptly
make the transaction directed. DOs shall do and
perform all other duties as fiscal agents of the
~ Treasury which may be imposed by law or
regulations made in conformity to law. In case
of disaster, DOs shall secure and preserve the
accounts of all personnel, public money, and
such other papers and property, in the ordet of
their importance, as circumstances permit.

B. Deposit of Public Funds. Except
as otherwise authorized by law and by regula-
tions, it is the duty of every DO to deposit funds
in excess of amount authorized to be held at
personal risk with an authorized depositary of
the United States without delay.

010302. Accounting and Reporting. Every DO
is required to maintain detailed records of all
transactions. These records shall be available for
examination by authorized representatives of the
Secretary of the Defense and the Comptroller

General of the United States. Every DO is:

further required to submit periodic financial
reports.

010303. Specific Authority for Disbursements

A. Authority. Public funds shall be
_received and disbursed by order of, or on proper
authority of, the commander, when sanctioned
by the Comptroller General.

- B. - Legality and Propriety

1. Sanction of Law. Transac- °

tions involving payments shall be examined for
legality, propriety, limitations, and time frames
under the statutes governing the various classes
of expenditures and for validity under general
provisions of law. There is no authority to
disburse public funds to satisfy demands which
are of doubtful validity or which should be
supported by judicial action. .

2. Sanction of Comptroller
General’s Decisions. DOs are governed by the
rulings of the Comptroller General of the United
States. When decisions of general application

are made by the Comptroller General, appropri-
ate instructions shall be promulgated by the
DFAS Headquarters. Doubtful claims or con-
structions of law not clearly covered by pub-
lished decisions or instructions should be re-
ferred to the Comptroller General via official
channels for decision. Disbursements made by
a DO in accordance with a decision of the
Comptroller General cannot be disallowed in the
audit of the accounts upon a different construc-
tion of law.

3.  Sanction of Regulations. A

valid regulation of the head of an executive
department providing for the payment of money
under certain conditions by DOs has binding
force on the accounting officers of the General
Accounting Office. To be valid, a regulation
shall be reasonable and shall be consistent with
the law..

C. . Substantiating Vouchers

1. Written Record of Transac-
tion.” Unless otherwise provided by law, each
transaction conducted by an officer, agent, or
employee of the Government of the United
States, which when completed shall require the
payment of money from the U.S. Treasury or
payment to be made by a DO or agent of the
Government of the United States, shall be evi-
denced by a written or printed signed document
or series of documents which- shall consist of a
complete record of the transaction. Each state-
ment of fact contained in such document or
documents is to be certified or otherwise verified

by a person who, in regular line of duty, has

knowledge of the fact or facts certified or other-
wise verified by that person, and who, when

 certification is made, shall state in the certifi-

cation that the individual has personal knowl-
edge of the facts certified or otherwise verified.

* 2.  Electronic Transactions. The

Federal Reserve System (FRS) and its twelve
Federal Reserve Banks (FRBs) act as the Treas-
ury’s fiscal agent in disbursing by -electronic
methods. Each disbursing office processing

disbursements by electronic methods shall have
" a detailed written agreement with the servicing

FRB of the FRS. These agreements contain

" detailed instructions for controlling tape delivery

to the servicing FRB of the FRS, tape remaking
procedures, credit routines, file label require-
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ments, and other details explaining each office’s
unique requirements. Local operating instruc-
tions shall be written to implement these require-
ments. Further guidance on electronic transac-
tions is provided in chapter 24 of this Volume.

3. Additional Evidence. The DO
is not required to make payment on merely
formal evidence. If the facts do not justify
payment, a reasonable explanation or the sub-
mission of further evidence should be required.

010304. Alternatives Available in Connection

with Questionable Payments. Upon the determi-
nation that a matter concerning the receipt or
disbursement of public money is questionable in
regard to the appropriate public law, previous
Comptroller General decisions, court rulings, or
regulations, a request for clarification shall be
addressed to the DFAS Headquarters via the
servicing DFAS Center. When, in the opinion of
the DO, the matter requires a decision by the
Comptroller General of the United States rather
than a clarification of existing regulations or
decisions, a request for advance decision shall be
initiated. Procedures for requesting an advance
decision from the Comptroller General of the
United States are outlined in chapter 25 of this
Volume. :

0104 ACCOUNTABILITY AND RESPONSI-
BILITY

010401. = Nature of Accountability

A. General. DOs are held personally
and pecuniarily, accountable for their disbursing
acts and for the legal expenditure of the funds
placed under their control. An officer shall be
charged with all funds received for the Govern-
ment. Credit shall be received from the General
Accounting Office for all public funds expended
by the DO which are in accordance with laws
and regulations, substantiated in the required
form, and ‘accompanied by legal evidence.
Detailed accounts of the activities of every DO
shall be maintained for examination as to their
correctness by the DoD and the General Ac-
counting Office. Credit shall be withheld by the
General Accounting Office for irregular, errone-
ous, or unsupported entries in an officer’s ac-
count with the Government.

B. Knowledge of Laws Governing
Disbursements. All accountable officials whose
duties pertain to the disbursement of public
funds shall take scrupulous care to ensure that
all applicable laws are strictly observed.

C. - Responsibility for Acts of Another.
DOs are accountable for illegal, improper, or
incorrect payments or for errors in their accounts
even though they may have relied on deputies,
agents, and cashiers and the errors were caused
by the deputies, agents, and cashiers. A request
for relief of the liability for such payments and
errors shall be submitted by the DO and may
also be required by the deputy, agent, or cashier
who made the illegal, incorrect, or improper
payment or error.

D. Payment on Forged or Fraudulent
Vouchers or Pay Receipts. A DO is accountable
for a payment made on a forged or fraudulent
voucher or pay receipt even though not a partici-
pant or beneficiary in the fraud. Relief of liabili-
ty for such payments may be requested by the
DO and the deputy, agent, or cashier who made
the payment.

010402.  Relief of Liability

A. General. The Comptroller General
of the United States may relieve accountable offi-
cials of the DoD of liability for deficiencies in
their account upon a finding that the statutory
standards for relief prescribed by 31 U.S.C. 3527
(reference (0)) are met. Where a physical loss,
regardless of amount, is incurred by an account-
able disbursing official, the determination of the
Secretary of Defense that relief should be grant-
ed is binding on the Comptroller General. In
cases of illegal, incorrect, or improper payment,
the Comptroller General acts upon a recommen-
dation of the Secretary of Defense but indepen-
dently determines whether relief shall be grant-
ed. :

B. Statutory Standards

1. Physical Loss. The statutory
standards for relief of liability for a physical loss
are: :

a. That the official was
carrying out official duties when the loss or

deficiency occurred.
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b. That the loss or deficien-
cy was not the result of an illegal, incorrect, or
improper payment.

¢.  That the loss or deficien-
cy was not the result of fault or negligence by
the official.

2. Illegal, Incorrect, or Improper
Payments. The statutory standards for relief of
liability for illegal, incorrect, or improper pay-
ments are: ‘

a. That the official was
carrying out official duties when the illegal,
incorrect, or improper payment occurred.

b.  The Comptroller General
decides that diligent collection action under pro-
cedures prescribed by the Comptroller General
were carried out.

¢.  The Comptroller General
decides that the illegal, incorrect, or improper
payment was not the result of bad faith or lack
of due reasonable care by the official. -

C. Delegation of Authoriw

. 1. Secretary of Defense. The
Secretary of Defense has delegated authority to
the Director, DFAS to make determinations and
recommendations with respect to the granting of
relief from pecuniary liability pursuant to 31
U.S.C. 3527 (reference (0)).

. 2. Director[ DFAS. The Director,
DFAS has delegated authority to the Directors of
the DFAS Centers to make determinations and

recommendations with respect to the granting of

relief from pecuniary liability unless the account-
able official operates from the DFAS Center, in
which case the DFAS Deputy Director for Fi-
nance grants or denies relief pursuant to the
authority contained in 31 U.S.C. 3527 (reference

(0))-

D. Requests for Relief. Procedures
and documentation requirements for submission
of requests for relief of liability are outlined in
chapter 06 of this Volume. -

010403. ©~ Payments by Order of the Commander.
The provisions of this paragraph apply only to

Navy and Marine Corps disbursing officers.
Payments by the order of the commander are
governed by 10 U.S.C. 7863 (reference (1)). In
addition, it is the responsibility of the command-
er to inform the DO of any facts which warrant
stoppage of pay or allotment.

A. Payment Under Protest. When a
DO is ordered by the commander to make an
expenditure of money which the DO believes to
be illegal or contrary to regulation, the DO shall
communicate the facts to the commander and
request that the commander reiterate the order in
writing if it is the commander’s continued inten-
tion to order the expenditure. ' The DO shall not
make the expenditure until receipt of the written
reiteration. The pecuniary liability for the expen-
diture shall rest solely with the commander if
the expenditure is determined to be illegal or
contrary to regulation. The provisions for pay-
ment under protest apply only to commanders
and DOs of the Department of the Navy. They
do not apply to commandérs and DOs of the
Army, Air Force, or other DoD Components.
Also, these instructions do not authorize an
illegal advance of public funds to the command-
er or any other officer by written order of that
officer.

B. Notification. Whenever a com-
mander orders a DO to make a payment under
protest, the commander shall submit copies of all
available documentation, together with the facts
and circumstances surrounding the payment, to
the Director, DFAS Headquarters via the Direc-
tor of the servicing DFAS Center.

010404. Decisions of the Comptroller General.
A DO making payments in accordance with
decisions of the Comptroller General of the
United States is not liable for such payments.

010405. Turnover of Funds Upon Relief. When
a DO is relieved of duties because of transfer or
any other reason other than deactivation of the
disbursing station symbol number (DSSN), all
fund account records, public funds, and property
shall be turned over to the relieving DO.

%010406. Internal Management Controls. Dis-

‘bursing Officers are required to implement and

abide by the requirements of the DFAS Internal
Management Control (IMC) Program as set forth
in the current edition of DFAS 5010.38-R, Inter-
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nal Management Control Program. Effective
IMC procedures depend largely on eliminating
opportunities to conceal errors or irregularities.
This, in turn, depends on assigning work so that
no one individual controls all phases of a trans-
action. Separation of duties creates a situation
that.should preclude errors or attempts at fraud
or embezzlement from going undetected. Key
duties such as authorizing, approving, and
recording transactions; issuing or receiving
assets; making payments; preparing checks and
check 'signing; certification of funding; and
reviewing or auditing shall be assigned to sepa-
rate individuals to minimize the risk of loss to
the Government to the greatest extent possible.
The DO should not be assigned duties that create
a potential conflict of interest. For example: A
payment is made under the DO’s DSSN which
results in a request for a waiver of indebtedness.
If the DO also supervises those individuals
involved in the adjudication of requests for
waivers, he/she is placed in a position of influ-
ence over the decision of the waiver. It also
eliminates his/her pecuniary liability for an
illegal, incorrect, or improper payment. Appro-
priate separation of duties is not always practical

- or possible due to time constraints, manpower

shortages, or the use of mechanized systems.
For example, payments and collections through
the On-Line Payment and Collection (OPAC)
system can occur outside the disbursing work
center without . weakenmg internal controls
because the payee is always another Federal
agency and recovery of an erroneous payment is
assured. Other situations can require closer
scrutiny. The commander and the DO shall: be
aware of situations where valid, long-standing
separation of duties cannot be achieved, recog-
nize that internal controls have been weakened
as a result of such; and make every effort to
compensate for loss of the internal control.
Unique situations resulting in an inability to
separate appropriate responsibilities should be
reported to the applicable DFAS Center, together
with a request for a waiver and recommenda-
tions for compensating for the loss of the internal
control. Close review of IMC plans, policies,
adequacy, compliance, and effectiveness will be
the subject of all inspections and audits conduct-
ed in all disbursing offices.

010407. Receipts for Payments. A receipt is -

required for all cash payments. A receipt is not

required for payments made by check drawn by
the DO except when required by law or contract.
In no case shall receipt for payment be taken in
duplicate. In all cases of cash payment, the
exchange of currency and the receipt for it shall

be simultaneous. Practices requiring receipts in -

advance of actual cash payments are prohibited.
The accountable individual making the cash
payment shall positively identify the payee. If
the payee is not known personally, the accourt-
able individual making the payment shall exam-
ine an appropriate identification card which
includes both the payee’s picture and signature.
A comparison of the payee’s signature should be
made with that appearing -on the identification
card. For military personnel, the DD Form 2,
Armed Forces Identification Card should be

used. The responsibility for identifying the

payee may not be delegated.

010408. Receipts for Collections. Receipts for
collections shall be signed personally by the DO
or an agent whose designated duties include

-receipt of collections.

0105 RESTRICTIVE REQUIREMENTS

010501. Payment of Compensation. The use of
public funds for the payment of compensation to
any commission, council, board, or other similar
body is prohibited by 31 U.S.C. 1346 (reference
(0)) unless the creation of the body. has been
specifically authorized by law.

010502. Accounting for Premiums on Sales of
Public Moneys or Securities. Under 31 U.S.C.
3341 (reference (0)), no DO of the United States
shall either directly or indirectly sell or dispose
of to any person for:a premium any Treasury
note, draft, warrant, or any other public security
not of the officers private property. Further, no
officer shall sell or dispose of the proceeds of
such note, draft, warrant, or security in the
hands of the officer for disbursement without
depositing the premium and the proceeds in the
officer’s accounts to the credit of the United
States.

010503. Advances, Prepayments, and/or Over-
payments. Except as otherwise authorized under
31 U.S.C. 3324 (reference (o)), advances, prepay-
ments, and overpayments of public monies are
prohibited. Certain advances and prepayments
are permitted by this Volume and Volumes 7, 8,
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9, and 10 of this Regulation; Joint Travel Regula-

tions; and Joint Federal Travel Regulations.

010504. Payments to Third Parties

A A. General. Subject to the specific
exceptions cited in subparagraphs 010504.B
through 010504.I below, the payment of money
to a person to whom the United States is not
indebted is not authorized. Also, such payment
is prohibited even though the claimant to whom
the amount is due requests that payment be
made to another person. -

B. Levy and Distraint for Delinquent
Taxes. Salaries and wages of officers and em-
ployees of the U.S. Government, including all
members of the Armed Forces, are subject to
levy and distraint for delinquent Federal taxes as
prescribed by 26 U.S.C. 6331 (reference (p)). An
attachment for other than delinquent Federal
taxes cannot be enforced against public money in
the hands of a DO and no trustee process, gar-
nishment, or injunction can be recognized by
officers ‘of the Government with respect to
money due creditors of the United States.

_ C. Payments to Bankruptcy Trustees.
A civilian employee or military member may file
a chapter 7, 11, or 13 petition in bankruptcy
under P.L. 95-598 (reference (q)). During the
bankruptcy proceedings that follow, the Bank-
ruptcy Court may order the individual’s pay to
be forwarded to the Bankruptcy Trustee. Such
payments are proper, and DOs incur no addi-
tional liability as a result. If the individual is
indebted to the United States as the result of a
debt incurred prior to the filing of the bankrupt-
cy petition, a setoff against the individual’s pay
through the date prior to the filing date of the
bankruptcy petition should be effected where
otherwise appropriate and authorized. The
usual percentage restrictions on such a setoff are
inapplicable to this situation. Debts that are not

completely liquidated shall be collected in accor-

dance with procedures required by the Bank-
ruptcy Act. Debts incurred after the filing of the
bankruptcy petition are’ collected in the usual

‘manner.

, D. Successor in Interest. Payments
due contractors may be made to court-appointed

trustees, receivers, or other legal representatives
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under the conditions set forth in Volume 10 of
this Regulation.

E. Assignment of Claims. Amounts
due or to become due under contracts which
provide for payments aggregating $1,000 or more
may be assigned under the procedures outlined
in Volume 10 of this Regulation.

F. Authorized Withholdings and
Allotments of Pay. Deductions from military
and civilian payrolls for various purposes such -
as retirement, taxes, health benefits, group life
insurance, allotments, and voluntary payments
for child support, alimony, and other purposes

are provided for by statutory authority.

G. Drawing of Checks in Favor of
Financial Organizations for the Credit of Persons’
Accounts. Checks in payment of salaries and
wages of military members and civilian employ-
ees may be drawn in favor of financial organiza-
tions for the credit of persons’ accounts as pre-
scribed in 31 U.S.C. 3332 (reference (0)) and Vol-
umes 7 and 8 of this Regulation. An example
would be: Merchants National Bank, Cr: Tsgt
John Doe, Account Number: 346-839, Taylor, MI
04180.

H. Garnishment of Pay for Child Sup-
port and Alimony. Salaries and wages of mili-
tary members and civilian employees are subject
to garmshment for child support and alimony as
prescribed in P. L. 93-647 (reference (r)).

I Withholding of Contract Pay-.
ments. Payment is to be made to the Depart-
ment of Labor for amounts owed by contractors
to employees under a contract as prescribed in
Volume 10 of this Regulation.

010505. Egquitable Claims. Claims which are
not founded on contracts, either expressed or
implied, but upon merely equitable or moral
grounds, can be paid only after direct authoriza-
tion by Congress. The General Accounting
Office has no authority to give credit for such
payments even though they are claimed on
equitable grounds.

010506. Insurance Fees. The Government is self
insured (or bonded), therefore a DO or any of
the agents of the DO are not authorized to insure
public funds or property.
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%010507. Municipal Services. In the absence of
specific statutory authority, a DO is not autho-
rized to pay for municipal services such as police
and fire protection if those services are required
to be provided to private citizens at no cost.

0106 PUNITIVE PROVISIONS

010601. Misuse of Public Funds

A.  Disbursing Officers. DOs who
convert to their own use, loan, exchange for
other funds, or deposit public funds entrusted to

them except as authorized by law are guilty of

embezzlement. DOs who withdraw public funds
from the Treasury or other public depositary for
any purpose not prescribed by law, or who
wrongfully transfer the public funds entrusted to

- them, are guilty of embezzlement. Such officers

are subject to fine, imprisonment, or both.

B. Agents. Individuals charged as
agents who are responsible for the safekeeping
of public funds and who loan, convert to their

own use, deposit, or exchange for other funds

except as provided by law any portion of those
public funds, are guilty of embezzlement and
subject to fine, imprisonment, or both.

010602. Failure to Deposit. Accountable offi-
cials who have funds of the United States in
their possession or under their control for the
purpose of safekeeping, transfer, or disburse-
ment, and who fail to deposit with the Treasury
or other authorized depositary as required by the

Secretary of the Treasury, the Secretary of De-.

fense, or the General Accounting Office are
guilty of embezzlement and subject to fine,
imprisonment or both.

010603. Misrepresentation of Payment

~ Amounts. Any person charged with the pay-

ment of any appropriation who pays a sum less
than that required by law, and requires the
recipient of the payment to receipt or give a
voucher for an amount greater than what was
actually paid, is guilty of an embezzlement.

010604. Failure to Render Accounts. Any
officer, employee, or agent of the United States
who neglects or refuses to make a report which
is required at stated times by any Act of Con-
gress or regulation, shall be subject to fine.
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010605. Embezzlement of Public Funds, Proper-
ty, or Records. Under 18 U.S.C. 653 (reference
(s)), DOs or any other accountable officials shall
be guilty of an embezzlement if they in any
manner convert funds to personal use; loan
funds with or without interest; deposit public
funds entrusted to them in any place or in any
manner, except as authorized by law; or for any
purpose not prescribed by law, withdraw from -
the U.S. Treasury or any authorized depositary,
transfer, or apply any portion of the public funds
entrusted to them. Persons who embezzle, steal,
or knowingly convert to their own use or the use
of another; or without authority sell, convey, or
dispose of any record, voucher, funds, or thing
of value of the United States shall be subject to
fine, imprisonment or both. Further, persons
who receive, conceal, or convert such items to
their own use or gain, knowing them to have
been embezzled, stolen, or converted, are like-
wise subject to the above punishments.

010606. Falsification of A¢counts. Any DO or
other accountable individual who with intent to
deceive, mislead, injure, or defraud the United
States or any person, makes in their accounts or
records any false or fictitious entry or record of

‘any matter relating to or connected with their

duties is subject to the penalties prescribed by 18.
U.S.C. 1001 (reference (s)). :

010607. Withholding Pay of Persons in Arrears
to the United States

A. Statutory Authority. Under 5
U.S.C. 5512 (reference (t)), the pay of individuals
in arrears to the United States shall be withheld
until the individuals have accounted for and
paid into the U.S. Treasury all sums for which
they may be liable. -

B. Applicability

1. General. The law applies
only to persons who have been entrusted with
public funds and who have failed to account for
such funds. It does not apply to ordinary debt-
ors of the United States. The fact that charges of
embezzlement or other crimes or negligence are

- not brought against a person in connection with

a deficit of public funds does not, of itself, serve
to remove the requirement that the person
restore the amount for which they are account-
able. The findings of a court are not necessarily




Volume 5, Chapter 01

DoD Financial Management Regulation

conclusive as to the amount of the shortage for
which the person is accountable. Persons ac-
countable for public funds are accountable for
the total of such funds in their possession, in
cash or in valid documents representing cash.
The portion of such funds which they cannot
produce or satisfactorily account for, comprises

the amount of the shortage for which they may

be held liable.

2. Military, Personnel. For
instructions covering the withholding of the pay
of military personnel in connection with a deficit
- of public funds or public property, see Volume
7 of this Regulation. -

3. Civilian Employees. For in-
structions covering the withholding of the pay. of
civilian personnel in connection with a deficit of
public funds and public property see Volume 8
of this Regulation.

C. Right of Setoff. The right of setoff
shall govern all cases in which a person is both
creditor and debtor to the Government in any
form as prescribed in sections 3702 and 3728 of
31 US.C. (reference (0)). '

010608. Conspiracy to Defraud the Govern-

ment. Any person who enters into any agree-
‘ment or conspiracy to defraud the United States
by obtaining or aiding to obtain the payment or
allowance of any false, fictitious, or fraudulent
claim shall be subject to fine, imprisonment or

(s))-

010609. False, Fictitious, or Fraudulent Claims

A. Penalty. ~ Whoever makes or

presents to any person or officer in the civil or

" military service of the United States, or-to any

department or agency thereof, any claim upon or

against the United States, or any department or

- agency thereof, knowing such claim to be false,

fictitious, or fraudulent, shall be fined, impris-

oned, or both as prescribed by 18 U.S.C. 287
(reference (s)).

B. Forfeiture of . Unpaid Claims.
Under 28 US.C. 2514 (reference (u)), a claim
against the United States shall be forfeited to the
United States by any person who corruptly
. practices or attempts to practice any fraud

both as prescribed by 18 U.S.C. 286 (reference
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“against the United States in the proof, statement,

establishment, or allowance thereof. Fraudulent
claims against the United States may be submit-
ted in connection with civilian and military pay
and allowances, contracts and purchase orders,
reimbursement of personal funds expended on
official business around the permanent duty
station, loss and damages, as well as temporary
duty and permanent change-of-station travel. A
separate determination of fraud shall be made
for each item individually claimed on the appro-
priate claim form.

C. Paid Claims. The forfeiture of
claims described above has no application to a
claim which has been paid or to the recovery of
monies paid out as a result of fraud. However,
in any case where payment of an item of pay or
allowances is wrongfully obtained, whether
through fraud, misrepresentation, or otherwise,
such payment is an illegal, incorrect, or improper
payment and shall be recouped as prescribed by
28 U.S.C. 2514 (reference (u)) and 41 Comp. Gen.
285 (reference (v)).
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CHAPTER 02

DISBURSING OFFICES, OFFICERS, AND AGENTS

0201 - ESTABLISHMENT OF A DISBURSING

OFFICE

%*020101. Request for Establishment. Except for
tactical disbursing activities, a disbursing office
will be established only with the concurrence of
the Director, DFAS Headquarters. Tactical
disbursing activities will be established, orga-
nized, reorganized or disestablished by the
applicable Military Service with the concurrence
of the servicing DFAS Center. All requests to
- establish disbursing offices at new activities, or
at activities receiving disbursing service from
another source shall be submitted by memoran-
dum through the requesting activity’s chain of
command to the servicing DFAS Center..

020102. Information to be Included in the Re-
quest. All requests for establishment shall in-
clude the following information:

A. Reason establishment of the office
is considered necessary.

B. Prospective workload of office in
terms of number of military personnel to be
serviced, civilian personnel to be paid, and
commercial vouchers to be settled. If military or
civilian personnel are to be paid, include infor-

- mation on the automated payroll system pro-
posed for the activity.

C. Proposed date for establishment.

D. Name, location, and distance to
the nearest FRB or branch. If there is no FRB or
branch within a reasonable distance of the pro-
posed office, the name, location, and distance to
the nearest general depositary, if any, should be
furnished.

E. Estimated number of U.S. Treasury
checks required for the first 8 months of opera-
tions and whether checks will be procured

.through normal requisition or if an emergency
supply will be required. :
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F. Name, Social Security number
(S5N), and rank or grade of proposed DO, if
known. :

G. Estimate of monthly cash require-
ments. '

H. Include information on any‘other
automated disbursing system planned to be
implemented in the disbursing office.

020103. Recommendation by DoD Component
Commander. When the establishment of a dis-
bursing office is considered necessary for the
efficient functioning of the activity, the DoD
Component Commander shall endorse the
request to indicate concurrence and provide any

" additional information considered necessary. In

all cases, the DoD Component Commander
should provide justification as to why an addi-
tional disbursing office is required and why the
disbursing operation cannot be conducted by an
existing disbursing activity.

020104. Approval for Establishment. The
servicing DFAS Center will review the request
and recommendations; obtain concurrence or
non-concurrence from DFAS Headquarters for
non-tactical disbursing activities (concur or non-
concur for tactical disbursing activities); take
necessary actions to obtain a DSSN from the
Treasury; and, advise the commander whether
establishment of the requested disbursing office
is authorized.

020105. Disbursing Station Symbol Number
(DSSN)

A Assigr_wﬁ ment. The servicing DFAS |
Center shall obtain a DSSN from the Treasury
for all approved disbursing activities.  The

‘commander will be advised of the assigned

DSSN when notified that establishment of the
disbursing office is authorized. -

B. Change in Designation or Loca-
tion. The disbursing office shall keep the as-

‘signed DSSN until revoked or rescinded by the

servicing DFAS Center. Any proposed changes
o
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in the designation or location of the activity
subsequent to the assignment of the DSSN shall
be approved by the servicing DFAS Center.

C. Usage of DSSN. The DSSN shall
appear on all payment and collection vouchers,
on U.S. Treasury checks, and on limited deposi-
tary checks.

%020106. Reporting Activation of a Disbursing
Office. The DO who activates a disbursing office
shall notify the servicing DFAS Center by memo-
randum immediately upon commencement of
disbursing operations. Also, provide a copy of
the memorandum to DFAS-KC/CBP, Kansas
City, MO 64197-0001. The memorandum shall
include the name of the activity, the DSSN
assigned, the name and rank or grade of the DO,
and the opening date of the account.

020107. Emplover Identification Number (EIN).
'DOs shall obtain from the local Internal Revenue
Service an EIN for reporting tax information.

020108. Equipment, Publications, and Blank
Forms

* A. Check-signing Machines. DOs are
authorized to use a check-signing machine. An
activity issuing more than the prescribed mini-
mum of 2,000 checks per month may pro-
cure/obtain and use such a machine commensu-

rate with their work load. DOs issuing less than

the prescribed minimum of 2,000 checks per
month may request approval from the servicing
DFAS Center to procure/obtain and use a check-
signing machine. See Chapter 07 of this Volume
for machine specifications, signature plate re-
quirements, and ordering procedures. -

B. Publications. It is essential that
publications which govern the operation of a

disbursing office be kept cugrent and remain in

the office for reference purposes. Posting of all
changes received shall be made promptly.

C. Supply of Blank Forms. An
estimate of the type and quantity of blank forms
necessary to sustain the actual or anticipated
volume of business shall be prepared. The
estimate shall be updated periodically to avoid
stockpiling of seldom used forms.
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D. Miscellaneous Office Supplies.
Miscellaneous office supplies such as rubber
stamps and stationery shall be requisitioned
using normal supply procedures. ‘

10202 DEACTIVATION OF A DISBURSING
QOFFICE
020201. Pérmanent Deactivation (Closure)

A. General. The policiés and proce-
dures in this section shall be followed when a
disbursing office is deactivated.

B. Designation of a Settlement Office.
The servicing DFAS Center shall be responsible
for designating another disbursing office to
handle any uncleared transactions for the deacti-
vating office after deactivation has occurred.
This designated disbursing office shall be hereaf-
ter called the settlement office.

* C. Notification of Deactivation. The
DO shall notify all affected activities upon
deactivation of a disbursing office, as follows:

* ‘ 1. Notify all affected activities,
agencies, commercial concerns (including dep051-
taries when applicable), and individuals of the
date of the deactivation of the disbursing office
and the name and location of the settlement
office to which all accounts will be transferred.

* 2. Notify the Treasury through
the servicing DFAS Center that the DSSN is
being deactivated. Indicate in the memorandurm
the date of deactivation, the office to which the
accounts and records have been forwarded for
settlement, and the last check number issued
under the deactivated symbol. Include the date

and check number of the last check signed by
each deputy in cases where a separate series of
checks is assigned to deputies at branch disburs-
ing offices. Also, provide a copy of the memo-
randum to DFAS-KC/CBP, Kansas City, MO

 64197.

3. Request the commander to
terminate the appointment of all agents that the
commander was responsible for appointing.

4, Terminate all deputy, agent,
and cashier appointments. :
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5. Request the commander

_terminate the DO’s and all agents” authority to

hold cash at personal risk.

6. Clear all outstanding agent,

imprest fund cashier, and change fund custodian

advances.

D. Deposits. Deposit all currency,
coin, negotiable instruments, and limited deposi-
tary account balances to the credit of the U.S.
Treasury on an SF 215, Deposit Ticket.

E. Deposit Fund Account Balances.
Transfer to the designated settlement office any
balance in a deposit fund account which could
not be cleared prior to deactivation of the dis-
bursing office. *A detailed list of the persons
owed or funds to be reimbursed along with any
documents or backup  information shall be
submitted with the SF 1081, Voucher and Sched-
ule of Withdrawals and Credits to the settlement
office. The SF 1081 shall be used to adjust the
general ledger for the amount of funds trans-
ferred. ’

F. Undeliverable Checks. The DO
shall cancel all undeliverable checks. Checks
forwarded by other DOs that are undeliverable
will be returned to the forwardmg DOs for
cancellation.

| G. Blank Treasury Check Stock. The
DO shall destroy all remaining blank check stock

as prescribed in chapter 08 of this Volume and
report the checks on the SF 1179, Month End
Check Issue Summary ‘and level 8 check issue
report as VOIDS (zero dollar value issues).

H. Blank Bond Stock and Validating

Stamps. The DO shall send all unused blank
bonds and validating stamps directly to the FRB
from which the bonds were received and shall
notify the FRB that the bond issuing agent’s
appointment has been terminated.

I Undelivered Bonds. The DO shall
dispose of all undelivered savings bonds as

_ prescribed in chapter 23 of this Volume.

J.  SF 1219, Statement of Accountabil-

ity. ‘When a disbursing office is deactivated the
DO shall prepare and submit an SF 1219 cover-
ing the period from the first day of the account-
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ing period through the close of the last business
day and marked FINAL. - iy

K. SF 1179, Month End Check Issue

' Suminary. When a disbursing office is deacti-

vated the DO shall prepare and submit an SF

1179 covering the period from the first day of

the accounting period through the close of the
last business day and marked FINAL. The SF
1179 shall include all checks issued during the
accounting period ‘as well as all blank check
stock which must be destroyed and reported as
VOIDS (zero dollar value issues) as prescribed in
chapter 08 of this Volume.

L. Check Signing Machine. If any of
the disbursing office equipment is in excellent
usable condition, the DO shall notify the servic-
ing DFAS Center so that the Center can advise -
other disbursing offices of the equipment avail-
able. Every effort should be made to transfer
useable equipment to an office where it can
continue to be utilized. If no other disbursing
offices need the equipment, the DO shall turn
the equipment in to the property disposal office.

- See chapter 07 of this Volume for dlsposmon of

signature plates.

M. Retained Records. The DO shall
send the retained records to the designated

- settlement office as prescrlbed in chapter 22 of

this Volume.

NOTE: DOs preparing an office for deactivation
have a responsibility to ensure that no discrepan-
cies exist in their accountability. The servicing
DFAS Center reviews all accounts transferred to
settlement offices and has the authority to order
collection action to be taken against the relieved
DO who submitted ‘a disbursing account to a
settlement office with unresolved deficiencies in
accountability (i.e., dishonored personal checks,
unconfirmed deposits, physical losses of funds,
unresolved open debit items in **F3878 and
*F3880 clearing accounts, etc.) for which no
relief or corrective action was taken.

020202.- Temporary Deactivation. Occasionally
temporary deactivation of a disbursing office is
necessary. For example, a . ship undergoing
extensive overhaul for a period of several
months may arrange for disbursing service from
a shore activity. In order to eliminate the neces-
sity of submitting monthly financial and check-
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ing account reports during the period of inactivi-
ty, the DO sHall-deposit all currency, coin, and
negotiable instruments; close the limited deposi-
tary checking account, if applicable; properly
dispose of all undeliverable checks; submit the
memorandum required for deactivation of dis-
bursing offices with additidnal information that
the account is closed only on a temporary basis;
and, retain blank U.S. Treasury check stock for
~ use when the disbursing operation is reactivated.
Inventory and storage requirements specified in
chapter 07 of this Volume apply. The disbursing
account may be reopened at any time under the
‘same DSSN by submitting the report of com-
mencement of disbursing operations.. NOTE: A
disbursing account cannot be temporarily closed
if any cash or documents representing cash are
on hand. Any assets on hand, including defi-
ciencies such as dishonored checks or losses of
funds require submission of the monthly SF
1219. '

0203
TIES

DISBURSING OFFICERS AND DEPU-

020301. Persons Authorized to Have Custody

of Public Funds

-A. General. To ensure proper securi-
ty and accounting for public funds and fix
responsibility for custody and authorized dispo-
sition, it is necessary to limit the number of
persons who are authorized to receive, maintain
" custody, and disburse or otherwise dispose of
public funds.

B. - Accountable Positions. Except as
otherwise specifically provided, the function of
regularly receiving and maintaining custody of
public funds shall be performed only by DOs
and their duly appointed deputies, agents, and
cashiers in respect to all public funds; personnel
designated to distribute salary checks or savings
bonds; and individuals appointed by the com-
mander as imprest fund cashiers, collection
agents, change fund custodians, or paying agents

in connection with functions which are not the

direct responsibility of a DO.

C. Exceptions

"1.  General. It is not required
that every person who may, on occasion, receive
or maintain custody of public funds be designat-
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ed formally to fill one of the positions listed in

paragraph 020301.B above. Public funds may be

received at times, at locations, and under circum-

stances which preclude any advance arrange-
ment for their receipt and at some activities

collections are so infrequent that it is impractica-

ble to have a formal designation in effect. When

funds are received by other than those individu-

als formally designated, it is required that the

fundsbe forwarded promptly to the DO serving
the activity or to another individual formally
designated to receive them. DOs and agents
responsible for property and the funds derived
therefrom need not formally designate all or any
substantial number of their subordinates to
receive or maintain custody of public funds even
though the entire staff of the activity performs
functions- closely associated with public funds.
It is sufficient that formal designations be made
for those individuals who regularly receive and
maintain custody and control of public funds
and who have the opportunity to act indepen-
dently in respect to the custody, movement, and
disposition of such funds.

2. Specific Exceptions. Individu-
als performing only the following functions in
connection with public funds shall not be ap-
pointed formally to an agent position:

a. Sales personnel in retail
outlets and mess cashiers.

b. Mailroom employeesand
messengers who may handle public funds on
occasion in connection with their regular duties.

c. Personnel receiving
public funds exclusively in the form of checks
drawn payable to a component of the DoD.

d. Personnel who handle
funds as assistants to holders of accountable
positions but who do not sign receipts holding
themselves accountable for the funds.

%020302. Restrictions on and Excéptions to Duty -
Assienments of Individuals Handling Public
Funds ‘

A. Restrictions. Individuals perform-

" ing duties as disbursing agents, cashiers, paying
‘agents, collection agents, change fund custodians

or imprest fund cashiers involving the custody
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or disbursement of public funds shall not be con-

currently appointed to other accountable posi- -

tions involving the handling or custody of or
accountability for other funds.

B. Ekcegtions

1. Disbursing officers at DEAS

"Centers and  consolidated operating locations

may hold more than one DSSN. Each deputy
appointed by the DO may serve as a deputy
under one or more of the DSSNis assigned to the
appointing DO. Likewise, a DO holding one or
more DSSNs may serve concurrently as the
deputy to one or more other DOs.

2. Disbursing officers aboard
Navy vessels may. also serve concurrently in
other accountable positions such as ship’s store
officer or food service officer when the ship’s
manpower  authorization does not provide
supply corps officers for each accountable func-
tion.

3. When directed by appropriate
authonty in accordance with law and regulation,
it shall be the duty of DOs aboard Navy vessels
to accept, safeguard, account for, and dispose of
personal funds-and valuables received for safe-

‘ keepmg

' 020303 Additional Duties. Except as specifical-

ly authorized in this Volume, DOs shall not be
assigned the additional duties of order approv-
ing authority, certification officer for claims for
reimbursement and contingency funds, custodian
of any fund, or other conflict of interest assign-
ments. '

» 020304. Appointment of a Disbursing Officer ‘

* A. Military Billet. When a military
DO billet is approved, orders to the designated
officer will be issued by the Component man-
power center or local commander, as appropri-
ate. A copy of the orders assigning military DOs
and the required specimen signatures shall be
provided to the servicing DFAS Center. Gener-
ally, a DO shall be an officer. However, the
servicing DFAS Center may approve the ap-
pointment of senior enlisted personnel as DOs at

“smaller DSSNG.
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B. Civilian Position. To be eligible
for appointment as a DO a civilian employee
must:

1. have experience as 'a DO or
deputy; or,

2. have completed or agree to

- complete specific disbursing officer training

courses or schools.

Grade levels of civilian DO positions shall be
determined in accordance with standards estab-
lished by the Office of Personnel Management.
Appointment of a civilian employee as DO is
accomplished by the commander in a formal
Letter of Appointment. A copy of the Letter of
Appointment and the required specimen signa-
tures shall be forwarded to the servicing DFAS
Center.

C. Qualifications. Civilian appomtees

must be U.S. citizens.

020305. Deputy Disbursing Officer

* A. Request for Establishment of
Deputy Positions. Except for DoD Component
disbursing activities, the establishment of all
deputy positions shall be approved by the servic-
ing DFAS Center. The establishment of deputy
positions for DoD Component disbursing activi-
ties shall be approved by the appropriate DoD
Component Commander. From a security stand-
point, excessive numbers of individuals should
not be allowed to have access to public funds.
Commanders shall take appropriate steps to
ensure that only the minimum number of deputy
positions are requested at disbursing activities
under their jurisdiction. The request for estab-
lishment of a deputy position shall include the
circumstances that support the requirement for

~a deputy position. The request shall include:

1. The specific location where
the deputy will serve. -

. 2.~ Thenumber of other deputies
already serving.

3.  The specific duties to be per-
formed by the deputy.
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4. An estimate of the montlﬂy
value of funds to be»advanced, collected, and
disbursed by the deputy.:

B. Approval of Positions. The servic-
ing DFAS Center shall advise the commander of
the approval or disapproval of deputy positions
in writing.

* " C. Eligible Individuals. Any officer,
senior enlisted memper, or civilian employee
satisfactory to the DO may be appointed to the
position of deputy DO.

* D. Appointment. Deputy DOs are
appointed by the DO with a formal letter of
appointment addressed to the individual. The
letter shall state the specific duties authorized to
be performed by the deputy and include the
statement "I acknowledge that I am strictly liable
to the United States for all public funds under
my control”; and a statement that the individual
has been counseled as to the pecuniary liability
‘and has been given written operating instruc-
tions. The appointee shall acknowledge accep-
tance of the appointment on the original and all
copies of the letter of appointment. A copy of
the letter of appointment with the required
specimen signature forms and a copy of the
approved request for establishment of the depu-

ty position shall be provided to the servicing

DFAS Center. These copies will be maintained
along with the disbursing officer files.

E. Termination of Appointment. The"

DO may revoke the appointment of a deputy at
any time for any reason. When the DO is re-
lieved from disbursing duties, the appointment
“of all deputies shall be revoked by the DO. In
all cases, the revocation of the deputy’s appoint-
ment shall be by memorandum addressed to the
deputy. A copy of the memorandum shall be
forwarded to the servicing DFAS Center. If
another individual will succeed the deputy, a
~ copy of the letter of appointment and the re-
quired specimen signatures for the new deputy
shall be forwarded with the copy of the memo-
randum of revocation.

020306. Submission of Signature Card and
Specimen Signatures . i

* A. Official Signature. Prior to com-
mencing disbursing operations, a DO and all
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appointed deputies shall determine which of
their given names or initials will comprise their
official signature. This official signature shall be
used on all checks, vouchers, official papers, and
correspondence pertaining to the DoD, the
General Accounting Office, and the Treasury.
The official signature shall be furnished to the
servicing DFAS Center by completion of the TFS
Form 5583, Signature Card and TFS Form 3023,
Specimen Signatures. - The signature on the TFS
Form 5583 shall be certified by an officer whose
signature is recorded with the servicing DFAS
Center. The completed forms shall be forwarded
to the servicing DFAS Center for recording. A
permanent dark blue, blue-black, or black ink
shall be used for manual signatures. The ink
should not be subject to fading and not readily
soluble in water. See figures 2-1 and 2-2. In
addition to the above, three specimen official
signatures are required to procure a signature

~plate.  See paragraph 070402.A for specific

guidance.

B. Official Signatures to Other Depos-
itary. If checks are to be drawn on a depositary
other than the Treasury, the DO’s official signa-

ture (as well as that of the deputy, if authorized .

to sign depositary checks) shall be furnished to
the depositary. The forms shall be duly certified
by an officer whose signature is known to the
depositary. ‘

_ C. Change of Official Signature. The
official signature of a DO or deputy, as provided
to the servicing DFAS Center, shall not be
changed without the written authority of the
DFAS Center.

D. Furnishing' Additional Signatures

When Transferred to a New Station. It will not
ordinarily be necessary to furnish another TFS
Form 5583 on resumption of disbursing duty at
a different disbursing activity since the original
TFS Form 5583 becomes a permanent part of the
servicing DFAS Center’s records. However,
since an individual’s signature often changes

over a period of years, the servicing DFAS'

Center may request additional signatures. When
a DO or deputy frequently changes disbursing
offices, the supply of specimen signatures fur-
nished on TFS Form 3023 may become exhausted
since a specimen signature is filed under each
DSSN used and specimen signatures are fur-

nished to different banks on request for their use-




DoD Financial Management Regulation

Volume 5, Chapter 02

in cashing and processing checks and savings
bonds. In this event, the servicing DFAS Center
may request that an additional TFS Form 3023 be
furnished.

COMMENCING AND RELIEEF FROM

0204
DISBURSING DUTY
020401. Commencement of Disbursing Duty. A

DO who activates a new disbursing office,

* reactivates a disbursing “office that has been

temporarily closed, or relieves another DO will
forward a memorandum to the servicing DFAS
Center immediately upon commencement of
disbursing duties. The memorandum will
include the name of the activity, the DSSN as-
signed, the name and rank or grade of the DO,
the opening date of the account; the beginning
and ending serial number of all blank Treasury
checks; and, if applicable, the name and rank or
grade of the relieved DO. For Navy DOs, a copy
shall also be forwarded to the financial informa-
tion processing center (FIPC) to which the finan-
cial reports will be submitted.

020402. Relief From Disbursing Duty

A. ]oinf Action by Both the Relieved

and the Relieving DO. Upon reporting for
disbursing duty as relief of the DO, a date upon

which relief will actually be effected will be

established (subject to approval by the com-
mander). If possible, relief should take place on
the last day of the month to eliminate the neces-
sity of submission of two sets of financial reports
in the same month. On the date relief is to take
place, ‘the following actions shall be taken by
both the relieved and the relieving DOs:

1. Verify cash on hand.

: 2. Verify. all other documents
that support the SF 1219 as assets.

3.  Verify and inventory all blank
uUs. Treasury checks and prepare a letter of
transfer of the checks. Both the relieved and the
relieving DOs shall sign the transfer receipt
document.  The relieving DO is responsible for
reporting all checks issued by the relieved officer
that were not reported to the Treasury prior to
the transfer of accountability and for resubmit-
ting any rejected tapes containing data on checks
issued by the relieved officer. Therefore, the
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check numbers that the relieving officer receipts
for should be included in the commencement of
disbursing duties announcement memorandum.
The first check in the series shall be the next
sequential number after the last check listed on -
the relieved officer’s last check issue report. The
last check receipted for should be the same as
the last check number previously ordered and
received by the relieved officer., Any checks
missing or out of numerical sequence should be
researched immediately and voided if necessary.

4. Verify postal money orders
on hand, if applicable.

5. Verify safekeeping deposits,
if applicable.

6. Verify blank savings bond
stock and validating stamps (if machine equip-
ment is not used) and prepare a letter of transfer,
if applicable. Both the relieved and relieving
officer shall sign the transfer receipt document.
Notify the FRB from which the savings bonds
were received by forwarding a copy of the letter
of transfer to the FRB. ‘

7. When local, regulations re-
qu1re, prepare a memorandum of relief for
submission to the commander.

8. Verify and transfer all backup
documentation for open debit balances in deposit
fund accounts **F3878 and **F3880. :
account -

a. For deposit

**F3878, the relieved DO must present a detailed

list of individual subsidiary transactions support-
ing the balance in the account along with certifi-
cation and supporting documentation that irreg-
ularities in the account have been properly
processed in accordance with chapter 06 of this
Volume.

b. For

deposit account

" **E3880, the relieved DO must present a detailed

list of individual subsidiary transactions support-
ing documentation or backup information and
current status. Documented evidence must
include certification 'that the DO or primary

deputy personally reviewed the balances in the

account within the last month as requ1red by
chapter 08 of this Volume.
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B. Action bv Relieved DO. Upon

relief from disbursing duty, the following actions

are required to be taken by the relieved officer:.

* 1. Terminate all deputy, agent,
and cashier appointments and clear all related
DD Forms 1081.

2. Transfer all money accounts,
books, property, vouchers, and other retained
records to the relieving officer.

: 3. Prepare and submit a final SF
1219. The relieving DO shall sign a certificate of

- acceptance of total accountability on the SF 1219
as prescribed by paragraph 050602 in chapter 05
of this Volume. See figure 2-3.

_ 4. Forward a copy of the reliev-
ing DO’s commencement of disbursing duty
memorandum (including copies of all the letters
of transfer of the total accountability) with the
final SF 1219 to the activity to which financial
reports are submitted. -

5. - Prepare and forward a memo-
randum to the servicing DFAS Center advising

the date and check number of the last check is- .

sued.

: 6. If it is anticipated that the
signature plate will be used at a subsequent duty
station, forward the plate to the servicing DFAS
Center for safekeeping.

7. When a signature plate is
withdrawn from service and is not to be used
~ again, it shall be delivered to the servicing DFAS
"Center for destruction. When the plate has been
destroyed, a properly executed certificate identi-
fying the specific plate and date of destruction
shall be furnished the DO.

8.  Transfer custody of thé check
signing machine to the relieving officer, if appli-
cable.

9. Verify balances in suspense
accounts are properly documented.

10. A final accounting for savings
bonds shall be made to the FRB if the DO is also
designated as a bond issuing agent.

C. Action by Relieving DO. The
provisions in this subparagraph pertain to the
relieving DO upon transfer of accountability
from the relieved officer. The relieving officer
shall insure that all actions listed in this section
are accomplished, -documented, and verified
prior to signing for the accountability. The
actions listed below summarize the actions to be
taken by a relieving DO prior to reporting to the
new disbursing activity as well as actions re-
quired as part of the relief process: '

‘ _ 1. Upon receipt of orders to dis-
bursing duty, furnish specimen signatures to the
servicing DFAS Center by completing TFS Forms
5583 and 3023. If signatures have been previous-
ly furnished as DO or deputy DO, submission of

_new specimen signatures is not required unless

specifically requested or a change of official
signature is desired. If, however, the relieved

- officer has a limited depositary checking account,
~ then specimen signatures shall be provided to

the limited depositary.

* 2. Contact the disbursing activi-
ty to determine if a check-signing machine is in
use. Obtain all necessary information about the
machine (e.g. make, model, number of -plates
required, etc.). If the relieving officer has never
had a signature plate, then provide specimen

signatures and request that the servicing DFAS '

Center order the required plates in sufficient

~ time to arrive prior to the actual date of relief.

~If a signature plate which is compatible with the
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check-signing machine is in safekeeping at the

- DFAS Center, then request that it be sent to the

new disbursing office. If signature plates cannot
be received or obtained prior to the actual date
of relief, the relieving DO may request the
servicing DFAS Center to authorize the use of
the relieved DO’s signature plates until the new
DO’s plates are received. This procedure is to
allow continued efficient operations of the dis-
bursing office. Under this procedure, pecuniary
liability for improper payments made on or after
the date the relieving DO assumes responsibility
rests with the relieving DO. :

3. Submit a memorandum of
notification announcing the commencement of
disbursing duties to the servicing DFAS-Center.

4. Request appointment as a
bond issuing agent, if required. '
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5. Appoint at least one deputy
DO and submit the required copies of the ap-
pointment and signature cards to the servicing
DEAS Center. Also, appoint agents, cashiers,

and other internal designations as necessary.

6. Verify the adequacy of the
safekeepmg facilities for funds, blank checks,
bonds, and other accountable documents. If the
facilities are inadequate, report the deficiencies to
the commander and request that proper facilities
be provided.

7. Change the combination of all
safes including those assigned to other account-
able individuals.

. 8. Review on hand cash require-
ments. If the current cash authority continues to
be valid, it may be retained by the new DO until
the normal resubmission date. If not acceptable,
a new cash holding authority shall be resubmit-
ted by the new DO as soon as possible after
taking over the account.

9. Order all required official

publications not on hand.

10. Notify all serviced activities,
agencies, commercial concerns, and individuals
of the account holder change.

0205 CHANGE IN THE STATUS OF DIS-
BURSING OFFICERS OR DEPUTIES

020501. Authorized Absence of DOs or Depu-
ties at Branch Offices. During an authorized

absence, the DO remains liable for the account
until or unless the DO is officially transferred.

The account need not be transferred unless, in

the DO’s judgement, the ability to effect proper
supervision is impaited. The DO shall maintain
an adequate system of procedures and controls
to avoid errors and to take appropriate steps to
ensure the systems’ implementation and effec-
tiveness. In order for relief of liability to be
granted, the DO shall clearly show what the
procedures were and how they were implement-
ed during the absence (e.g., the record shall
show that any loss incurred was not the result of
bad faith or lack of reasonable care).

020502. Death, Incapacity, or Removal of a D(i.)

from Duty for Cause
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A. General. When a DO dies, is -
incapacitated, or removed from disbursing duty
for cause (including unauthorized absence), the
deputy is authorized under 10 U.S.C. 2773
(reference (1)) to continue to disburse in the
name of and under the accounts of the DO for a
period of time not to extend beyond the last day

"of the second month following the month of

death, incapacity, or removal. If there is more
than one deputy, the commander shall designate
the deputy authorized to disburse in the name of
the DO.

B. Responsibility of the Commander. .
The commander shall take the following action:

1. Seize and seal all disbursing
spaces, keys, property, and safe(s) to ensure the
security of the funds, property, and spaces
involved.

2. " Appoint a board of not less
than three disinterested but qualified officers to
take an inventory of the vouchers, funds, and
property then on hand (see subparagraph
020502.C below). :

3. Based on the disbursing
needs of the activity, take one of the followmg
actions:

a. Appoint a suitable
person to act as custodian of the vouchers,
funds, and property of the disbursing office (see

subparagraph 020502.D below).

b.’ Appoint a suitable
person (normally a deputy DO) to take charge of
the vouchers, funds, and property involved and
to perform the duties of the DO as Acting Ac-
countable DO until a regular relief reports (or is
appointed) or until the last day of the second
month following the date of death, incapacity, or
removal (see subparagraph 020502.E below).

4. Notify the servicing DFAS
Center by message of all actions taken. Provide
an information copy to DFAS Headquarters, and
for Navy disbursing offices, the applicable FIPC
receiving the DO’s financial reports.

C. Responsibility of the Inventory

Board. The board of officers appointed as pre-
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scribed in paragraph 020502.B.2 above shall take
a complete inventory of all public funds, includ-
ing advances to deputies, agents, and cashiers;
vouchers evidencing receipt, transfer, or dis-
bursement of funds; safekeeping deposits, if
applicable; and property of the DO in the pres-
ence of the immediate custodians and the ap-
pointed custodian, acting accountable DO, or
relief. All official records shall be verified to
determine that the cash on hand is in agreement
with the records and that all checks used in the
current accounting period have been properly
accounted for. Blank checks shall also be inven-
toried to determine if there are any blank checks
missing. In the event a shortage or deficiency is
discovered, the commander shall take the actions
~ prescribed for losses of funds or deficiencies in
the DO’s account as prescribed in chapter 06 of

this Volume. An original and four copies of the -

inventory shall be prepared and certified by all
members of the board as a true and accurate
inventory. The inventory board shall turn over
to the appointed custodian, acting accountable
DO, or relief, all public funds and property
certified on the inventory. The custodian, acting
accountable DO, or relief shall receipt the origi-
nal inventory and retain a copy. The original of
the inventory shall be turned over to the com-
mander by the board and each member of the
board shall retain one of the remaining certified
copies.

7 D. Responsibility of the Custodian.
The custodian shall assume custody of the public
funds and property held by the DO upon re-
ceipting of the original of the inventory. No
transactions other-than collections shall be con-
ducted. Upon the return of the incapacitated DO
_or reporting of a new permanent DO as relief,
the custodian and the DO shall inventory and

transfer all vouchers, funds, and property as -

prescribed for relief procedures.

E. Responsibility of the Acting Ac-

countable DO (Deputy). When authorized by
the commander to continue the accounts of a DO
as acting accountable DO, the deputy shall per-
form all official duties that would have been
required of the DO. The deputy shall prepare
‘and submit financial reports for the DO as of the
date of the death, incapacity, or unauthorized
absence of the DO. Only those vouchers actually
paid by the former DO shall be included in the
reports. The reports shall be submitted in the
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name of the former DO by the deputy; i.e., "John
Hancock by G.C. Garland." The reports shall
include information as to the date of death,
incapacity, or unauthorized absence and the fact
that transactions included were made by the DO.
Vouchers for which checks have been drawn but
not delivered shall be included in the first of the
subsequent reports covering transactions made
by the deputy. Subsequent financial reports
shall be submitted at the normally prescribed
times in the name of the former DO; shall be
signed by the deputy as indicated above; and
shall include an explanation that the reports
include only transactions made by the deputy
under authority of this subparagraph subsequent
to the death, incapacity, or unauthorized absence
of the former DO. The financial reports of
transactions performed by an acting accountable
DO shall not be merged with those of the officer

" for whom appointed, or with those submitted by

the regular relief after the regular relief assumes
duties. All checks drawn by the deputy should
be signed in the manner normally used when the
deputy signs checks. However, if the volume of
checks warrants, the signature plate of the
former DO may be used. The deputy shall be
legally liable and responsible for all payments
and official acts subsequent to the death, inca-
pacity, or removal of the DO and not the former

- DO or the estate of the former DO.

F. Responsibility of the Relief. If the
commander appoints an individual as DO to
relieve the deceased, incapacitated, or removed
DO, the relieving officer shall be responsible for
performing all actions required in section 0204 of
this chapter. The relieving DO shall be respon-
sible for rendering financial reports in his own
name the same as any other DO.

G. Administration of the Accounts of
an Incapacitated or Removed for Cause DO. The
rights of a deceased, incapacitated, or removed
DO, as well as the custodian, acting accountable
DO, or relief shall be fully protected so that, in
the event of differences discovered during settle-
ment of the accounts, the responsibility may be
assigned to the appropriate individual. The
acting accountable DO or relief shall take the
actions necessary to complete the vouchers, close
the accounts, maintain custody of records, and
render the final reports of the former DO.
Documents prepared in connection with the
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administration and settlement of the accounts of
a former DO shall be signed as follows:

(Name of Disbursing Officer)

By
Actmg (appointed per 10 U.S.C. 2773)

The commander may allow an incapacitated or
removed' DO a reasonable time to close the
disbursing accounts and render the final account-
ability reports. If a DO is restored to duty
following arrest, suspension, or other incapacity,
the commander shall direct that a second inven-
tory be taken by the restored DO and the custo-
dian, acting accountable DO, or relief. The DO
restored to duty or the relief shall be accountable
only for the vouchers, funds, and property on
hand when the inventory is taken. The custodi-

an, acting accountable DO, or relief shall be -

accountable for all vouchers, funds, property,
and transactions which took place from the date
the original inventory was receipted.

‘ H. Deputy at Branch Disbursing
Office. In the event of the death, incapacity,
unauthorized absence, arrest or other emergency
absence of a deputy at a branch disbursing
office, the DO shall be advised by the most
expeditious means available. Depending upon
the circumstances; the DO shall request the
commander of the activity at which the branch
office is located to appoint a board to take an
inventory of the vouchers, funds, and property

of the deputy and appoint a suitable person to-

take custody of the vouchers, funds, and proper-
ty until inventory can be taken by the DO. If
practical, the DO shall take an inventory of the
vouchers, funds, and property in the presence of
a competent witness.

0206 AGENTS OF DISBURSING OFFICERS

020601. General. Officers, enlisted members, or
civilian employees satisfactory to the appointing
officer, may be appointed to the position of
disbursing agent, cashier, or paying agent. It is
undesirable from a security standpoint to allow
excessive numbers of individuals to have access
to public funds. Commanders and DFAS Cen-
ters shall take appropriate steps to ensure that
~ only the minimum number of accountable posi-
tions are authorized at activities under their
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jurisdiction. Examination and inspection teams
should review the number of accountable posi-
tions in use at disbursing activities and include
comments and recommendations, as appropriate,
in the report of examination or inspection.
Accountable positions as agents of disbursing
officers shall be established and approved locally
by the commander. The individuals shall be ap-
pointed in writing by the appropriate appointing
official as explained in the following paragraphs
for each specific type of position. In all cases the
letter of appointment shall include the specific
duties and limitations, effective date, duration of
the appointment, and the name of the individual
being relieved, if any. The appointed individual
shall acknowledge appointment and acceptance
of the position on the original and all copies of
the letter of appointment and shall include the
statement "I agree to hold myself accountable to
the United States for all public funds received."
Letters of appointment shall be maintained in a
permanent file at the activity to show the succes-
sive holders of each position and shall be re-
tained for a period not less than 6 months after
the individual ceases to serve in the position.
Appointments as agents of disbursing officers
are effective only while the DO continues to
serve as DO of that activity. Appointments as -
agents of disbursing officers may be revoked by
the appomtmg officer at any time. The revoca-
tion shall be in writing and shall include the
effective date of the revocation. Except as pro-
vided in this Volume, individuals appointed as

_ agents of DOs are not authorized to serve con-

currently in any other accountable position and
shall not be charged with the handling or custo-
dy of any other funds.

020602. Disbursing Agents

* A. Duties and Responsibilities. A
disbursing agent is an agent to the DO who has

. not been appointed as a deputy DO. Normally,

a disbursing agent operates a permanently
located disbursing office of considerable size

- (i.e, most functional areas such as military pay,

civilian pay, material, commercial services, etc.,
being present) that is geographically separated -
from the DO’s office. In some instances a one or
two person disbursing agent office may be estab-
lished. However the use of disbursing agents is
not restricted to geographic separation from the
DO. Unlike the DO, or deputy DO, a disbursing
agent cannot sign/issue Treasury checks (unless
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the appointment is changed from disbursing
agent to deputy DO). See paragraph 020305,
Deputy Disbursing Officer. A disbursing agent
prepares disbursement and collection vouchers
as an agent of the DO. Such vouchers become
part of the DO’s overall accountability.

* B. Establishment of Position. Dis-
bursing agent positions are established in writing
by the major command or Defense Agency.
When the duties of the position include the
authority to sign/issue Treasury checks, see
paragraph 020305.

C. Appointments to Position. The
commander shall make written appointment of
the individual who will fill the established
disbursing agent position. The letter of appoint-
ment shall be issued in an original and two
copies and shall contain the name and rank or
grade of the agent; office where duties are to be
performed; description of duties or job descrip-
tion to be performed; effective date of the ap-

pointment; acknowledgement of acceptance of

the appointment and the statement "I agree to
hold myself accountable to the United States for
all public funds received”; and a statement that
the individual has been counseled as to the
pecuniary liability and has been given written
operating instructions. This appointment must
be coordinated with the parent DO.

020603. Cashiers .
* A. Selection Procedure. An officer,
enlisted member, or a civilian employee, with
working knowledge of the cash functions and
operations, may be designated as cashier. The
DO or disbursing agent should make a thorough
investigation of the selectee to ensure that the
individual is of unquestionable integrity. To
accomplish this the DO or disbursing agent
should examine personnel records and talk to
the individual and other persons as necessary.

In addition a credit report should be obtained if
the service is available. Costs associated with
obtaining a credit report are a valid charge to
Operations and Maintenance (O&M) funds
available to the DO. Credit reports shall be
adequately safeguarded.

B. Duties and Responsibilities.
Duties .include disbursing, collecting, and ac-
counting for cash. The cashier may also perform
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other duties as required, concerning the receipt,
custody, safeguarding, and preparation of checks
and U.S. savings bonds. To facilitate training
and effectively utilize personnel, cashiers may
perform other duties on days when they do not
perform cashier functions.

* ~ C. Letter of Appointment. Cashiers
shall be appointed in writing by the local DO or
disbursing agent. The letter of appointment
shall be issued in an original and two copies and
shall contain the name and rank or grade of the
cashier; office where duties are to be performed;
description of duties or job description to be
performed; effective date of the appointment; ac-
knowledgement of acceptance of the appoint-
ment and the statement "I acknowledge that I am
strictly liable to the United States for all public

- Funds under my control”; and a statement that

the individual has been counseled as to the
pecuniary liability and has been given written
operating instructions. -

D. Distribution. The original of the
letter of appointment shall be delivered to the
cashier; a copy to the office where duties are per-
formed; and a copy to the appointing DO or
disbursing agent.

E. Restrictions. A cashier is not
authorized to:

1. Sign checks.

2. Accept checks drawn (and en-
dorsed to the cashier) in the name of the DO or
disbursing agent to procure cash and disburse
for any purpose. '

3. Prepare billing documents

and make collections for these same items. This
restriction also applies to agents performing
cashier duties. '

4. Prepare vouchers that will be
paid later by the cashier. '

_ 5. Prepare vouchers on those
days when cashier functions are performed.

6. Prepare DO accountability re-
ports, where practical. If the cashier must pre-
pare DO accountability reports, the DO or depu-
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ty (or disbursing agent) shall personally review
the reports.

* F. = Letter of Termination. The DO or
disbursing agent, as applicable, -shall issue a
letter of termination to the individual when the
DO or agent is relieved or when the individual
cashier’s duties are terminated.

020604. Paying Agents
* A. Restriction on Appointment.

Paying agents may be appointed only when
adequate payment, currency conversion, or check
cashing service cannot be provided otherwise.
Paying agents shall not be appointed solely as a

convenience when it is feasible for the transac- *
tions to be made by the DO, deputy, disbursing .

agents, or cashiers. In an unusual situation, such

as payments or. currency conversions at remote

locations where use of checks is not feasible, the
DO may request the commander of the remote
location to appoint a paying agent to make the
payments for and in the name of the DO from
funds advanced for that purpose. Paying agents
shall never be appointed or utilized over protest
of the accountable DO. Paying agents will not
act as purchasing officers.

* B.
be appointed in writing by the commander. The
appointment letter shall contain the paying
agent’s name, rank or grade, SSN, and duty
station; the name, rank or grade, and station of
. the DO for whom the paying agent will act, and
the DSSN; the duties and responsibilities of the
agent; a description of the type of payments or
currency conversions to be made by the paying
agent; the maximum amount of funds to be ad-
vanced to the agent; the period of time the
appointment covers; and, the agent’s acknowl-
edgement of acceptance of the appointment and
the statement "I acknowledge that I am strictly
liable to the United States for all public funds
under my control'; and a statement that the indi-
vidual has been counseled as to the pecuniary
liability and has been given written operating
instructions. Appointments may be for a specific
transaction, for a definite period of time, or for
an indefinite period of time. For an indefinite
period, the paying agent’s designation shall
continue until transferred or relieved of such
duty by the appointing officer or until the DO is
transferred or relieved from disbursing duty. In

Appointment. Paying agents shall
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all cases, the paying agent shall clear his or her
account with the DO upon the transfer of the
DO.

0207  COLLECTION AGENTS

020701. Establishment of Positions. The com-
mander may approve and establish the position
of a collection agent to receive funds derived
from functions such as hospitalization fees and
other charges at medical facilities; communica-
tions charges; rentals and other charges at hous-
ing developments; fees for research or reproduc-
tion of records; safekeeping deposits where the .
safekeeping function is not performed by the
DO; and similar functions when deemed appro-.
priate by the commander. -

%020702. Appointments. Appointments. of
collection agents remain in effect during the
agent’s service at the activity unless revoked by
the appointing authority. The appointment does

‘not require reissue by successors to the positions

of commander or other authorized appointing
officer. Individual collection agents shall be
appointed in writing by the appointing authori-
ty. The letter of appointment shall be issued in
an original and two copies and shall contain the
name and rank or grade of the collection agent;
office where duties are to be performed; de-
scription of duties or job description to be per-
formed; effective date of the appointment; ac-
knowledgement of acceptance of the appoint-
ment and the statement "I acknowledge that I am
strictly liable to the United States for all public
funds under my control”; and a statement that
the individual has been counseled as to the
pecuniary liability and has been given written
operating instructions. Individuals appointed as
collection agents are not authorized to serve

~ concurrently in any other accountable position

and shall not be charged with the handling or
custody of any other funds. -

020703. Revocation of Appointment. The
appointment of a collection agent may be re-
voked by the appointing authority at any time.
The revocation shall be in writing addressed to

the agent and shall include the effective date of

the revocation.

0208

CHANGE FUND CUSTODIAN
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020801. Duties and Responsibilities. ~ The
change fund custodian receives the change fund
from the parent DO and uses the fund to make
change in conjunction with sales transactions
and, in some cases, for providing accommoda-
tion cash in exchange for a check made for more
than the purchase amount. The change fund
custodian is responsible for safeguarding the
funds provided and may be held pecuniarily
liable for any loss of the change fund.

020802. Establishment of Position. The com-
mander of the sales activity establishes the
position of change fund custodian.

x020803. Appointments to the Position. The
commander or designee of the activity; e.g.,
commissary, hospital, etc., shall appoint the indi-
vidual who will fill the established position. The
letter of appointment shall contain the custodi-
an’s acknowledgement of the appointment; the

statement "I acknowledge that I am strictly liable

to the United States for all public funds under
my control"; and a statement that the individual
has been counseled as to the pecuniar§7 liability
and has been given written operating instruc-
tions. The appointment shall be: coordinated
with the parent DO. Individuals appointed as
change fund custodians are not authorized to
serve concurrently in any other accountable
position and shall not be charged with the
handling or custody of any other funds.

0209 IMPREST FUNDS

020901. General. This section prescribes the
general policies and procedures for using im-
prest funds to make small purchases of supplies
or services. Specific policies and regulations
concerning the establishment, use of, and ac-
counting for imprest funds, including the re-
sponsibilities of designated imprest fund cashiers
and alternates are contained in Part 4 of the
Treasury Financial Manual for Guidance of
Departments and Agencies, Volume I (reference
(w)), Title 7 of the General Accounting Office
Policy and Procedures Manual for Guidance of
Federal Agencies (reference (x)), and the Federal
Acquisition Regulation (reference (y)).

020902. Authority. Commanders of installa-
tions and of activities with contracting authority
are authorized to approve the establishment of
imprest funds when their use is advantageous to
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the Government. Use of the imprest fund meth-
od of purchase by Navy vessels must be ap-
proved in writing by the Type Commander. As
a general rule, only one imprest fund may be

established on any installation or activity.

Exceptions to this general rule may be justified
for remote or isolated areas when the location of
the established fund is not readily accessible.
Requests for establishment of more than one
imprest fund must contain complete justification
and shall be submitted through channels (includ-
ing the servicing DFAS Center) to the Director,
DFAS. The authorization to establish an imprest
fund shall be in writing, signed by the com-
mander, and shall set for the maximum amount
of the fund. The original authorization to estab-

“ lish an imprest fund shall be retained by the

imprest fund cashier.

020903. Amount of Imprest Funds. The maxi-
mum amount of any DoD imprest fund, other
than aboard Navy vessels, shall not exceed the
estimated average monthly disbursements from
the fund and in no case shall it exceed $10,000.
For Navy vessels, the imprest fund amount shall
not exceed $1,000 for vessels with Supply Corps
officers, or $500 for vessels without Supply
Corps officers. A review shall be made, at least
once each quarter of the fiscal year, to determine
the continuing need for each imprest fund estab-
lished and whether the amount of the fund is in
excess of actual needs based on the average
monthly volume of expenditures. This review
shall be accomplished as a part of the quarterly
verification requirements prescribed in chapter
03 of this Volume. Imprest fund transactions are

~ limited to $500. A single requirement totaling

more than $500 may not be split into multiple
transactions to avoid the use of conventional
purchasing techniques and procedures. Perma-
nent exceptions or waiver requests of the above
limitations may only be approved by the Direc-
tor, DFAS. Emergency, one-time exceptions for
a single transaction may be approved by the
commander of the installation or designee.
Copies of approvals must be retained for audit
review. During periods of specified contingency
operations as specified by the Joint Chiefs of
Staff (JCS), the limitations on imprest fund
transactions may be increased to $2,500 and the
ceiling on cash holdings may be increased to
$100,000 per imprest fund.
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020904. Uses of Imprest Funds

A. General. Each imprest fund shall

be under the sole cust custody of one individual (i.e, -

any officer, enlisted person, or civilian employee
who is not responsible for originating, approv-
ing, and processing requirements). Additionally,
an alternate imprest fund cashier may be ap-
pointed with the same requirements as the
principal cashier; however, the alternate is to act
only in the absence of the principal. Both princi-
pal and alternate shall be responsible financially
to the DO from whom the fund was advanced.
Each fund shall be operated on an imprest basis;
i.e., the amount of the fund shall remain con-
-stant. The DO shall reimburse the imprest fund
cashier for the exact amount of disbursements
‘made and documented properly.

B. - Conditions for Use. The imprest
fund may be used for small purchases when:

* 1. The transaction does not

exceed $500. When the purchase is in support of

overseas contingencies declared by the Secretary
of Defense, the transaction must not exceed
$2,500.

2. The use of the imprest fund
is considered to be advantageous to the Govern-
ment. ‘ :

3. Supplies or services are
available for delivery within 60 days whether at
the contractor’s place of business or at destina-
tion.

4. The purchase does not require
detailed technical spec1f1cat10ns or technical
mspectlon

C. Other Uses of the Imprest Fund.
Imprest funds may also be used for the follow-
ing: :

1. Delivery charges associated
with the purchase from the imprest fund when
the contractor is requested to arrange for deliv-
_ ery. These charges include local delivery, parcel
post (including cash on delivery (C.O.D.) postal

charges) and line haul or inter-city transportation

charges, provided the charges are determined to
be reasonable and acceptance is in the best
interest of the Government.
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ok ‘ a.

© items; and

2. © C.OD. charges for supplies
ordered for payment from the imprest fund.

3.  Civilian volunteers for partici-
pation in approved medical research projects.

4. Theimprest fund can be used
for other expenditures not related to small
purchases when such expenditures are autho-

' rized by other regulations. These expenditures

include:

. Travel advances when no
DO is available in the immediate area to effect
payment.

* b. Local travel expenses
(i.e., mileage allowance for travel in and around
the permanent duty station not under travel
orders) when no DO is available in the immedi-
ate area to effect payment. .

¢.  Transportation charges
(not related to purchases).

d. Money orders when

necessary:

. (1) to transmit collec-
tions for deposit; .

(2) to make approved
one-time purchase of books and periodicals;

(3) for bcatalog type

v (4) for fees for inter-
library loan of professional books.
e. Postage stamps.

: f.  Transportation passes or
tokens.

D. ~ Prohibited Uses of Imprest Funds.
Imprest funds shall not be used for:

1. Payment of salaries and
wages.

2. Travel advances or any other
advances except as authorized above.
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* 3. Payment of travel claims
(except for claims for local travel not under
-orders, when a DO is not available in the imme-
diate area to effect payment as authorized
above). ' «

4. Payment of public utility bills.

5. Cashing of checks or an
other negotiable instruments. :

6. Purchase from contractors or
contractor’s agents who are military personnel or
civilian employees of the Government.

7. Purchase of foreign items
unless the applicable decisions of exception and-
documentation are made prior to procurement.

8. Repetitive purchases from the
same contractor when another method of pur-
chase, such as a blanket purchase agreement, .
would be more appropriate.

* _ 9. Payment of spot awards.

020905. Imprest Fund Cashiers

* A. Appointment. Imprest fund
cashiers shall be appointed by the commander to
make authorized cash payments for materials

and nonpersonal services, maintain custody of ‘

funds, and file periodic vouchers to account for
and replenish the imprest fund. The imprest
fund cashier should be located organizationally
and physically at a convenient location on the
installation or activity for the purpose of making
payments to vendors or carriers. DOs, disburs-
ing office personnel, and individuals responsible
for originating, approving and processing re-
quirements are not eligible' for appointment as
imprest fund cashiers. In no event shall an
imprest fund cashier (or alternate) have access to
or control of more than one fund or be concur-
rently appointed to any other accountable posi-
tion. [Each appointment and termination or
revocation of appointment shall be made in
writing by issuance of a letter of appointment as
appropriate. The appointment document shall
contain the following:

1. ‘name and rank or grade of

the individual and duty station;
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2. identification of the disburs-
ing station for which the cashier will act (includ-
ing the accounting or fiscal station number
assigned, if applicable);

: 3. description of specific duties
to be performed; -

4. effective date of the appoint-

ment;

5. amount and location of the
fund;
* 6. the cashier's acknowledge-

ment of acceptance of the appointment and the
signed statement "I acknowledge that 1 am
strictly liable to the United States for all public
funds under my control”; and '

' 7. astatement that the individu-
al has been counseled as to the pecuniary liabili-
ty and has been given written operating instruc-
tions. : '

The appointing document shall be maintained in
a permanent file. Two copies of the appointing
document shall be furnished to the cashier, and
one copy each to the disbursing office and the
installation or activity contracting office.

B. Advance of Funds to Imprest
Fund Cashier. Funds to establish an imprest
fund shall be advanced by the DO serving the
activity to which the imprest fund cashier is
attached. A signed copy of the document ap-
pointing the imprest fund cashier shall be fur-

nished to the DO at the time the cashier first

obtains the advance of funds. The advance shall
be documented and receipted as prescribed in
chapter 03 of this Volume. If the average month-
ly dollar value of the imprest fund purchases
decreases and the authorized amount of the fund
is greater than required, imprest fund cashiers
shall draw only the amount of funds justified by
the volume of purchases made. However, this
will not be construed as a limitation on funds
available to the imprest fund cashier when
seasonal or other factors justify an amount
greater than that indicated by this method of
computation. S

C. Safeguarding Imprest Funds.
Cash and disbursement documentation shall be
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safeguarded properly at all times through the
use of safes, locked cash drawers, etc., as pre-

scribed in chapter 03 of this Volume. Imprest
funds may not be commingled with other cash
funds (i.e., disbursing funds, change funds, cash
receipts for other funds, etc.). Cashiers must be
able to account for the full amount of funds
being held at any given time. Receipts or sub-
“ vouchers supporting temporarily unreimbursed
expenditures from any imprest fund shall be
under the accountability of the responsible
imprest fund cashier, together with the cash on

hand, in support of the total amount of the fund.

D. Alternate Imprest Fund Cashier.
An alternate imprest fund cashier may be ap-
pointed to provide service during the absence of
the principal cashier. Appointment requirements
for principal cashiers shall apply to alternate
cashiers. In planned absences of the principal
cashier, cash may be advanced by the principal
to the alternate in any amount up to the limit of

the fund. The principal shall obtain a signed -

cash receipt from the alternate. Upon resump-
tion of duties, the principal cashier shall return
the cash receipt to the alternate after obtaining
paid receipts, subvouchers and residual cash. In
the unforeseen absence of the principal cashier,
funds may be advanced to the alternate in the
normal manner by the DO. These funds shall be
in addition to the amount currently advanced to
the principal cashier under the established fund,
but shall not exceed the authorized amount of
the fund. Upon return of the principal cashier,
the alternate shall return paid receipts, sub-
vouchers, and residual cash, to the DO.

E. Revocation. Imprest fund cashier
appointments may be revoked at any time. The
revocation shall be in writing addressed to the
cashier and show an effective date. A copy of
the revocation shall be provided to the disburs-
ing office and the contracting office.

020906. Imprest Fund Procedures

* A. Purchases. Each purchase using
imprest funds shall be based upon an authorized
purchase requisition. Normally, orders to sup-
pliers should be placed orally and without
soliciting competition if prices are considered
reasonable.  Purchases shall be distributed
~ equitably among qualified suppliers. Prompt
payment discounts shall be solicited. Responsi-
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bility for determining requirements, making
purchases, and receiving materials and services
should be the responsibility of separate individu-
als. All payments from an imprest fund shall be
made for goods and services that have been
procured by personnel authorized in accordance
with the Federal Acquisition Regulation (refer-
ence (y)). Imprest fund purchases need not be
supported by a purchase order, unless they
provide some advantage to the Government such
as vendor discounts. In these cases, a regular
purchase order form endorsed "payment to be
made in cash” may be used. Receipts shall be
secured for each payment made from imprest
funds. Since purchases with imprest funds are
of relatively small value, Government tax exemp-
tion certificates shall not be required.

* . B. Receipt of Material. All material
purchased through the imprest fund shall be
delivered to a designated receiving activity. The
receiver shall examine the material to ascertain
that the quantities and items described on the
purchase request document and the supplier’s
sales document are present and in satisfactory
condition. If the material is acceptable, the
receiver shall stamp the supplier’s sales docu-
ment "Received and Accepted,” date and sign the
document, and pass it to the imprest fund cash-
ier for payment. A supplier’s sales document, a
DD Form 1155, Order for Supplies or Servic-
es/Request for Quotations, or a DD Form 1348-1,
DoD Single Line Item Release/Receipt Document
may be used to record the receipt of purchases
made from the imprest fund. When it is not
practicable to obtain delivery of material at
destination on a c.o.d. basis, advance ‘arrange-
ment may be made for the material to be picked
up. The imprest fund cashier may then advance
cash to an authorized individual to pick up and
pay for the material. Necessary certification of
receipt and acceptance of material shall .be
obtained on one of the documents as indicated
above. Receipt for cash payment shall be made
on the same document, which will serve as the
imprest fund receipt. When prior arrangement
for pick up of material is not practicable, the
imprest fund cashier may advance cash to an
authorized individual to make a proposed
purchase.

* C. Advance of Funds. Individuals
receiving a cash advance from the imprest fund
cashier shall be required to sign a receipt for
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cash. After purchase has been made, the indi- ’

vidual shall return any unused cash to the
imprest fund cashier with the necessary certifica-
tions of receipt, acceptance, and cash payment, at
which time the imprest fund cashier shall "void"

the receipt for cash. Cash so advanced should .

be accounted for daily, but under unusual cir-
cumstances, cash may be advanced for a longer
period (not in excess of seven (7) calendar days).

D. Certification of Cash Payment.
The original receipt document (or a copy ten-
dered as the original) presented to the imprest
fund cashier for payment shall be stamped with
a certification containing the following informa-
tion:

1.  Statement that cash payment
~was received in full.

2. Amount paid.
- 3. Date of payment.

4. Signature and title of supplier
or supplier’s agent receiving the cash payment.

Alterations or corrections to documents tendered
for payment shall be initialed by the person
making the change. Changes in the amount paid
shall be initialed by the individual receiving
payment.

* E. Responsibilities of Imprest Fund

Cashier. Pending receipt of material, the imprest
fund cashier shall keep a file of purchase request
documents covering imprest fund purchases.
Prior to payment, or acceptance of the document
tendered for settlement of an advance, the cash-
ier shall verify the necessary certification of
receipt and the supplier’s billed price or the
price paid. If the supplier’s receipt for cash
payment is not obtained for purchases of $15 or
less, the imprest fund cashier shall complete the
cash receipt document and have the. person
receiving the fund sign this document. Receipt
for US. parcel post c.o.d. charges should be
obtained. When a receipt cannot be obtained for
c.0.d. purchases, imprest fund cashiers located in
.foreign countries are authorized to certify on the
receipt document, "Delivered by (name of post
* office or carrier) no receipt given." The c.o.d.
label shall be removed from the parcel and

affixed to the receipt document in support of the
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reimbursement voucher. Imprest fund cashiers
at any location may accept a signed c.o.d. receipt
to support the subvoucher if the carrier refuses
to sign a Government form. After completion of
settlement transaction, each subvoucher shall be
numbered consecutively beginning with one each
fiscal year and this number placed on the origi-
nal of the paid receipt documents. These
subvouchers will support the cashier’s claim for
reimbursement of the imprest fund. The imprest
fund cashier will not request duplicate receipt

documents, nor retain such documents if provid- -

ed. When total charges stated on the sales
document are paid, without deduction of dis-
counts offered and earned, or without correction
of minor billing errors, action will be taken to
obtain a refund from the supplier. Collection

~action may be waived for refunds of one dollar

or less.

F. Payments

1. C.O.D. Upon presentation of

" an authorized document with the necessary

certification of receipt for supplies or services,
the. imprest fund cashier or other authorized
individual shall pay the supplier or supplier’s
agent and obtain the certification of cash pay-
ment as set forth above.

2. Receipt From Common Carri-
er or Post Office. When c.0.d. shipments are
received or picked up from a common carrier or

post office, the certification of cash payment may -

be accomplished on a list of the packages pro-
vided by the post office or common carrier.

Such receipt will be supported by copies of the

applicable sales documents, if available.

3. Periodic Payments. When a
blanket purchase agreement is not suitable and

* itis administratively convenient and agreeable to

the supplier, periodic payments from the imprest
fund may be made for supplies delivered on a
repetitive basis, provided that the accumulated
amount of the deliveries for the specified period
does not exceed the dollar limitation imposed on
the imprest fund method by paragraph 020903
above.

4. Failure to Ship C.0.D. When
material is ordered c.o.d. but is shipped by the
supplier subject to payment by check, SF 1034,
Public Voucher for Purchases and Services Other




DoD Financial Management Reguiatibn

Volume 5, Chapter 02

than Personal shall be used to make payment.
Under these circumstances, the receiver, shall
prepare the necessary certification of receipt and
forward the receipted document through the
imprest fund cashier, for attachment of the
supporting documents which authorized the
shipment and submission to the DO for pay-
ment.

‘ 5. Money Orders. Cashiers may
purchase money orders using imprest funds,
when necessary, to do the following:

a. Transmit collections for

deposit.

b. Deposit part of the fund
when the fund is to be reduced or liquidated.

c. Make approved cost-
effective mail order purchases for one-time
acquisition of reference manuals, singular publi-
cations or pamphlets, catalog-type ‘items, and
fees for the inter-library loan of professional
books. This procedure shall not be used to
circumvent controls on the procurement of
periodic subscriptions. :

In implementing this authority, DoD Compo-
nents shall establish and maintain internal con-
trols which shall include attaching a legible copy
of the money order (that shows purchasing
activity, payee, and amount) to the requisition
file, together with annotation of the date mailed.
The original money order receipt shall be re-
tained by the imprest fund cashier to substanti-
ate disbursement of the money order fee.

G.  Reimbursement of Imprest Funds.

. The imprest fund shall be reimbursed by use of
OF 1129, Cashier Reimbursement Voucher

and/or Accountability Report supported by
cashier’s subvouchers. The imprest fund cashier
shall prepare and submit OF 1129 in triplicate to
the DO as frequently as necessary, but not less
often than monthly. At the close of the fiscal
year, an OF 1129 covering all remaining sub-
vouchers through 30 September shall be submit-
ted before the closing of the allotment accounts
for the month. When required, subvouchers
shall be summarized by account to complete the
accounting classification block of OF 1129 and
submitted to the DO for reimbursement of the
imprest fund. One copy of OF 1129 shall be

31

retained by the imprest fund cashier pending the
return of the "paid" copy of the form with the
reimbursement checks or currency in the
amounts requested by the cashier. When the
imprest fund is reimbursed by mail, or when
long delays in the reimbursement are encoun-
tered, the imprest fund cashier may retdin copies
of subvouchers until reimbursement is accom-
plished. When copies are retained, they shall be
placed in a sealed envelope identified to the
reimbursement voucher involved. When reim-
bursement is received, the sealed envelope will
be presented to the official who signed the
Administrative Certificate on the OF 1129 for
destruction. When a supplier refunds cash prior
to the submission of OF 1129 covering such
payment, the imprest fund cashier shall accept
the refund, return the money to the imprest
fund, and enter the amount of the refund on the
original of the supplier’s receipt. When the
refund is made subsequent to the submission of -
the applicable OF 1129, the imprest fund cashier
shall enter the amount of the refund on the
retained copy of the reimbursement voucher,
promptly submit the refund and a properly
prepared DD Form 1131 to the DO, and obtain a
receipt.

H. Accounting. Recordkeeping for
the imprest fund shall be as simple as possible

~ consistent with the maintenance of adequate

controls. A file of supplier’s receipts for
amounts paid and not yet vouchered for reim- -
bursement, and copies of paid reimbursement
vouchers ordinarily will suffice for the record of
the imprest fund cashier.

1. Review. The imprest fund cashier
shall be required to account for the established
fund at any time, by cash on hand, paid suppli- .
er’s receipts, unpaid reimbursement vouchers,
and interim receipts for cash. Unannounced
inspections, including cash counts are required
to be made of each imprest fund at least quarter-
ly by the Cash Verification Team appointed by
the commander who authorized establishment of
the fund and appointed the imprest fund cashier.
See chapter 03 of this Volume. Reports of dis-
crepancies and investigations, as appropriate,
shall be made as prescribed in chapter 06 of this
Volume. -

020907. Imprest Fund Depositary Demand
Withdrawal Account. An imprest depositary
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demand withdrawal account may be established
for cash withdrawals only when large sums of
cash must be secured for investigative accounts
or locally available financial institutions refuse to
cash replenishment checks, even for a fee, when
an account is not maintained with them. A
demand withdrawal account shall be established
only upon request to, and approval by, the
Director, DFAS. The approval shall be retained
by the imprest fund cashier as part of the official
records. Procedures on depositary accounts are
as follows:

A. Financial institutions selected to

maintain an imprest fund cashier’s account must

meet the eligibility requirements of 31 CFR 202
(reference (z)).

- B. Signature cards for access to the
account must be signed by both the principal
cashier and the DoD Component Head, or other
authorized official (not lower than the comptrol-
ler or chief accounting officer of the installation)
as designated by the DoD Component Head.

C. A letter signed by the DoD Com-
ponent Head, or designee, must be sent to the
. financial institution advising that the funds
deposited to the account are official funds of the
U.S. Government and are in no way subject to
claim by a surviving relative of any of the indi-
viduals who are designated to sign on the ac-
count.

D. Checks must be made payable to
cash for withdrawal by the cashier only; ie.,
checks may not be made .payable to fellow
employees, vendors, etc.
~ mated teller machine is not authorized. Specific
internal controls must be used to prevent such
check issuances or withdrawals.

E. Accounts may be interest bearing
or noninterest bearing. However, balances held
in the account shall be limited to immediate
disbursing needs. Any interest earned from the
account must be deposited to the applicable DoD
Component miscellaneous receipt account.

F. A minimum balance should be

maintained to preclude service charges, unless
payment of the service charge is more advanta-
geous to the U.S. Government. Service charges
or any other fees related to the account, or for

Withdrawal by auto- -
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cashing U.S. Treasury checks, must be paid by
the DoD Component.

G. DoD Components may not enter

' into any arrangement with a financial institution

for overdraft protection.

H. Replenishment checks shall not be
deposited to the account until the funds are
needed for issuance.

, . Maximum size of the account is
left to the discretion of the DoD Component
Head, or designee, but under no circumstances

~ may the amount exceed $10, OOO

.~ J. Deviations from the demand
withdrawal account requirements within this
paragraph may be authorized on an individual
case basis by the Director, DFAS. -

K. A monthly reconciliation of any
depositary demand account, using SF 1149,
Statement of Designated Depositary Account,
must be performed by the cashier. The cashier
shall submit the SF 1149 to the official who
approved the establishing of the imprest fund
together with the OF 1129. A copy of the com-
pleted SF 1149 and OF 1129 shall be retained by
the cashier as part of the official records. Recon-
ciliation, audit trails, verification, and account-
ability shall be in accordance with I TFM, Part 4,
chapter 8000 (reference (w) and chapter 14 of this
Volume.

*020908. Requests for Deviations. Requests for
deviations to the imprest fund policies and
procedures prescribed in this Volume shall be
submitted in writing through channels to the
Director, DFAS, for approval. Items requiring
approval to deviate include, but are not limited
to, the following:

A. Temporary or permanent excep-
tions or waiver of imprest fund amount or
payment limitations.

B. Placement of imprest funds in
depositary accounts or use of third party pay-
ment drafts.

Copies of approvals must be retained for post
review by representatives of the U.S. Treasury
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" Department or the DoD Component audit orga-
nizations. '

0210 ALTERNATE AGENTS

When required, one or more individuals
may be designated as an alternate agent to serve
only during the absence of an imprest fund
cashier, disbursing agent, cashier, change fund
custodian, or collection agent. Alternate agents
are not permitted in the case of deputy DOs or
paying agents. Alternate agents shall be issued
letters of appointment as prescribed for the
primary agent by the official authorized to
appoint the agents. The alternate is an agent of
- the appointing official and when serving in place
of the primary agent is governed by all regula-
tions applicable to the primary agent. Funds
received by alternates shall not be merged with
those of the primary agent. Separate records
shall be maintained to establish the amount for
which each agent (or alternate) is responsible.
Alternates are prohibited from conducting opera-
"tions involving the handling of public funds
concurrently with the primary agent. Upon
written authorization of the appointing official,
a primary agent may advance to an alternate
agent a specified portion of cash holdings for use
only during the absence of the primary agent. A
DD Form 1081, Statement of Agent Officer’s
Account shall be signed by the alternate and
held by the primary agent as evidence of the
advance.

0211
THORIZED ABSENCE OF AGENTS

‘ In the event of the death, incapacity, unau-
thorized absence, arrest, or other emergency
absence of an agent, the commander shall take
action as prescribed in section 0205 of this chap-
ter for deputies at branch offices except that
relieving agents shall be appointed in accordance
with the procedures applicable to the position in-
volved. In the case of an imprest fund cashier,
the final voucher should be prepared by the
relieving imprest fund cashier.

0212 CERTIFYING OFFICERS

021201. Purpose of Certification. The signature
of a certifying officer attests to the correctness of
statements, facts, accounts, and amounts appear-
~ ing on a voucher (and/or other supporting docu-

DEATH, INCAPACITY, OR UNAU-
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ments from which a voucher is prepared and
payment made) when certified. This does not
include certification of fund availability. Under
current law, determination and certification of
fund availability is the responsibility of the DO
making payment on the voucher. =

- 021202. OQualifications and Selection

* A. Qualifications. An officer, enlisted
member, or a civilian employee may be designat-
ed as a certifying officer. Eligible personnel
include:

1. The disbursing officer.
2. A deputy disbursing officer.

3. Agents whose appointment
orders specify responsibility for certification of
vouchers and/or supporting documents.

4. Individuals operating under
the direct supervision of a disbursing officer,
disbursing agent, or an accounting agent who
are authorized and designated in writing to
provide certifications on vouchers and/or sup-
porting documents.

5. Commanders, deputy com-
manders for resource management, personnel

.officers, contracting officers, program managers

who initiate administrative commitment docu-
ments, and other personnel designated by the
commander or deputy commander for resource
management (or equivalent staff position) to
provide certifications on vouchers and/or sup-
porting documents to be sent to. disbursing
officers or agent officers for payment. '

B. Selection

1. Personnel Who Work Under
the Direct Supervision of a DO. An individual
selected to certify shall be appointed in writing
by the DO. The appointment letter shall specify
the extent of the authority to certify and state
how certifications are to be made. The letter
shall contain a statement that the appointee is
not authorized to provide certifications on
vouchers and documents specifically required by
directive to be accomplished by the DO, deputy,
disbursing agent, or by a person outside the
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disbursing office functional area. A copy of the
appointment letter shall be furnished to the
appointee, the servicing functional area, and a
copy shall be kept in the permanent files of the
1ssu1ng office.

2. Personnel Selected by the
Commander, Deputy Commander for Resource
Management, or Equivalent Staff Positions. The
approprlate official shall appoint the individual
by issuing a letter of appointment and complet-
ing DD Form 577, Signature Card. The appoint-
ment letter shall specify the extent of the authori-
ty to certify and state how certifications are to be
made. All such appointments shall be coordinat-
ed with the DO. A copy of the appointment
letter and the DD Form 577 shall be furnished to
- the DO. The DO shall advise the appointee of
certifying officer’s responsibilities and stress the
importance of notifying the DO in the event
appointment is terminated. The DO may accom-
plish these requirements with a form letter.

3. Persons Assigned to Tenant
Units. Tenant unit commanders are certifying
officers by virtue of their position. Other certify-
ing officers assigned to tenant units shall be
appointed by the commander of the tenant unit.
The commander shall appoint the individual by
issuing a letter of appointment and completing
a DD Form 577. The appointment letter shall
specify the extent of the authority to certify and
state how certifications are to be made. All such
appointments shall be coordinated with the DO.
A copy of the appointment letter and the DD
Form 577 shall be furnished to the servicing DO.
The DO shall advise the appointee of certifying
officer’s responsibilities and stress the impor-
tance of notifying the DO in the event appoint-
ment is terminated. . The DO may accomplish
these requirements with:a form letter.

4. Persons Assigned to Other
DoD Agencies. Appointments shall be made in

writing by the head of the office to which the

- appointee is assigned. This official shall furnish
the DO a completed DD Form 577 and a copy of
the appointment letter. The appointment letter
should clearly define the responsibilities of the
position. The DO shall advise the appointee of
certifying officer’s responsibilities and stress the
importance of notifying the DO in the event
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appointment is terminated. The DO may accom-

plish these requirements with a form letter.

021203. Restrictions. Persons who work under
the direct supervision of a DO or disbursing
agent may be authorized to certify vouchers and
other documents as an administrative aid to the
DO. -Such authorization shall not be made if:

A. Personal certification by the DO,
deputy, or disbursing agent is required.

B. Certification by an  individual
outside the disbursing functional area is required

(for example, a commander, deputy commander

for resource management, or personnel officer).

C. An individual’'s assigned duties
involve physical receipt or disbursement of cash,
or preparation and processing of Treasury
checks.

D. The person certifying the voucher
is also the payee on.the voucher.

. E. The DO or disbursing agent is
relieved from personal responsibility. -

021204. Signature Requirements

A. General. Certifying officers who
are appointed by officials other than the DO
must file a DD Form 577 with the DO or dis-
bursing agent with the only exception listed in
paragraph 021204.B below. The commander,
deputy commander for resource management, or
designee, as appropriate, shall approve the DD
Form 577 before submission to the DO or dis-
bursing agent. An example of a DD Form 577 is
shown as figure 2-4. Designees should normally
be a squadron commander or chief of a major
staff organization. DOs and disbursing agents
shall keep files of DD. Forms 577 in locations
easily accessible to their personnel for use in

_verifying signatures of certifying officers. DOs

shall make annual reviews of their signature
card files to ensure that only the names of those
individuals who are currently authorized to

certify appear in the files.

B.  Exception to Filing DD Form 577.
DD Forms 577 or appointment letters for indi-
viduals certifying JUMPS supporting documents

are maintained at the initiating activity. Unit or
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squadron commanders are authorized to certify
JUMPS supporting documents by virtue of their
position. Unit or squadron commanders may
appoint individuals under their command as
certifying officers by appointment letters or DD
Form 577. The DD Forms 577 or appointment
letters do not have to be renewed when a new
commander is assigned unless desired by the

new commander.

021205. Accomplishing Certifications. Every
certification is by original signature of the certi-
fying officer. The name and rank or grade of the
certifying officer shall be typed or stamped
below the signature.

021206. Contracting Officers and Program

anagers. Although the DO has the ultimate
respon51b111ty for determining propriety of an
expenditure of funds, the highly technical and

complex nature of many contractual documents

imposes. an extra burden on disbursing person-

nel. In many cases, they simply do not have the -

technical expertise to make the required determi-
nations. For example, the contracting officer
who executes a contract modification can best
determine whether it is in the scope, or an
increase in the scope, of the original contract.
Similarly, program managers can often make the
best determination of the proper funds to be
charged. Therefore, DOs must use the expertise
of these personnel to supplement the expertise

- available within the disbursing office.. .

A. As mutually agreed upon by the
activities concerned, DOs may require contract-
ing officers and appropriate program managers
to certify the propriety of funds cited on a
contract or administrative commitment document
before sending the document to the disbursing

. office.. Such contracting officers or program

managers must be officially designated as certi-
fying officers as prescrlbed in paragraph 021202
above.

B. The DO would then verify the
validity of the accounting classification on such
documents and certify fund availability. It must
be recognized, however, that reliance on this
supporting certification of fund propriety does
not relieve the DO of his or her basic responsibil-
ities.
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021207, Notification of Relief

C. Disbursing office personnel must
review the determinations made by such official-
ly designated contracting officers or program
managers. If there is any doubt as to the correct-
ness of the determination, the DO should ask the
certifying officer to furnish the basis for making
the determination. This review is essential to
carrying out the DO’s basic responsibilities.

D. Supporting documentation and
certification statements dealing with the propri-
ety of funds cited shall be retained with the
disbursing office copies of vouchers for audit.

Certifying
officers shall promptly notify DOs and disburs-
ing agents of the effective date of their relief
from certifying officer duties.
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PAUL JOSEPH DOE; DEPUTY FOR: JOHN ALLEN HANCOCK DSSN 5219
SIGNATURE CARD

The information requested on the enclosed form is required under the provisions of 31 U.S.C.
82b to identify the accredited official for disbursing operations. Failure to provide the
information may affect the accreditation of the individual.

Notify the Bureau of
Government Finan-
cial Operations of
any change in this USS MARS (AFS-1)
address. FPO AP 96672-3030

Sign here, in form to
be used on checks:

| certify that the
above signature is

that of the disburs- -
ing officer named. J. A. HANCOCK DISBURSING OFFICER

The signature of the person certifying should be known to Title
the Bureau of Government Financial Operations

Date: December 5, 19XX

When signed forward immediately to the Bureau of Government Financial Operations
Washington, D.C. 20226

TFS FORM 5583 PREVIOUS EDITION DEPT. OF THE TREAS-FIS. SERV.
. 976 IS OBSOLETE BUR. OF GOV'T. FIN. OPS.

Figure 2-1. Sample TFS Form 5583, Signature Card

?
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1

Department of the Treasury : : PAUL JOSEPH DOE
Bureau of Government Financial Operations DEPUTY FOR: .
Reconciliation Branch JOHN-ALLEN HANCOCK
Payment Reconciliation Section DSSN 5219
Washington, DC 20226 B '

The information requested on the enclosed form is required under the provisions of 31 U.S.C. 82b to identify the accredited
official for disbursing operations. Failure to provide the information requested may affect the accreditation of the individual.

My official signature as it will appear on checks drawn on the United States Treasury is shown in EACH of
the 14 spaces below. ‘

I understand that a legible signature is desirable and that signatures on checks should conform closely to
these specimens. | will use a permanent ink of a dark-blue, blue-black, or black color. ,
~ I will furnish new specimen signatures if a change in the form of my signature is to be made, and | will
observe all of the provisions of Tréasury Department Circular No. 8 in the issue, care, and use of checks.

December.5, 19XX

(Date) ' (Signature)

When the signagraph is used, submit additional signatures on blank sheets.

SPECIMEN SIGNATURES ~ SPECIMEN SIGNATURES

TFS - FORM 3023 FORMERLY TFS FORM 3023 DEPARTMENT OF THE TREASURY - FISCAL SERVICE
8-77 12-76, WHICH IS OBSOLETE. BUREAU OF GOVERNMENT FINANCIAL OPERATIONS

*

Figure 2-2. Sample TFS Form 3023, Specimen Signatures
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STANDARD FORM 1219

Revised April 1962. STATEMENT OF ACCOUNTABILITY

Department of the Treasury -

1-TFM 2-3100 )

NAME OF DISBURSING OFFICER LOCATION OF DISBURSING OFFICER (Mailing Address)
JAMES LAWRENCE RICHARDS

USS MARS (AFS-1)

NAME OF AGENCY
NAVY FPO AP 96672-3030
PERIOD OF ACCOUNT : AGENCY LOCATION CODE (ALC) (Show main check symbol number)
FROM 01 NOV 19XX THROUGH 30 NOV 19XX 5219
SECTION I. - GENERAL STATEMENT OF ACCOUNT
PARTA. - TRANSACTIONS -DURING PERIOD AFFECTING ACCOUNTABILITY
1.00 TOTAL ACCOUNTABILITY BEGINNING OF PERIOD 10,000.00
) . INCREASES IN ACCOUNTABILITY
2.1 CHECKS ISSUED ON U.S. TREASURY 8,000.00
2.3 OTHER TRANSACTIONS

2.34 DISCREPANCIES IN D.O. ACCOUNTS - CREDITS
2.36 PAYMENTS BY ANOTHER D.O.
2.37 TRANSFERS FROM OTHER DISBURSING OFFICERS

2.39

2.9 TOTAL INCREASES [N ACCOUNTABILITY ) 8,000.00
3.0 SUBTOTAL ) 18,000.00
4.0 : DECREASES IN ACCOUNTABILITY

4.1 NET DISBURSEMENTS 7,500.00

42 DEPOSITS PRESENTED OR MAILED TO BANK . . . 3,000.00

43 OTHER TRANSACTIONS .

4.34 DISCREPANCIES IN D.O. ACCOUNTS - DEBITS
4.38 PAYMENTS FOR ANOTHER D.O.
4.37 TRANSFERS TO OTHER DISBURSING OFFICERS

4.39 . .
4.9 . TOTAL DECREASES. IN ACCOUNTABILITY 10,500.00

5.00 TOTAL ACCOUNTABILITY CLOSE OF PERIOD ' 7,500.00
] PART B. - ANALYSIS OF INCUMBENT OFFICER'S ACCOUNTABILITY
CASH ON DEPOSIT IN DESIGNATED DEPOSITARY

6.1

(Name and location of depositary)
6.2 "CASH ON HAND 7,000.00
63 CASH - UNDEPOSITED COLLECTIONS :
6.4
6.5 CASH IN CUSTODY OF GOVERNMENT CASHIERS 500.00
6.6 ) .
6.7 .
6.8 . ) .
6.9 . - '
7.1 DEFERRED CHARGES - VOUCHERED ITEMS
7.2 RECEIVABLES - CHECK OVERDRAFTS
7.3 LOSSES OF FUNDS
7.4 RECEIVABLES - DISHONORED CHECKS
75 : ]
76
7.7
7.8
7.9
8.0 . ) TOTAL OF MY ACCOUNTABILITY 7,500.00

PART C. - ANALYSIS OF PREDECESSOR OFFICERS' ACCOUNTABILITY

9.2 : RECEIVABLES - CHECK OVERDRAFTS
9.3 LOSSES OF FUNDS
9.4 OTHER ACCOUNTABILITY . )
10.0 - . ] TOTAL PREDECESSOR OFFICERS' ACCOUNTABILITY 0.00
11.0 TOTAL DISBURSING OFFICER ACCOUNTABILITY (Same as line 5.00 above) 7,500.00

| have received on 3@ NOV XX by transfer from LT James L. Richards, SC, USN, $7,500.00, an analysis of which is included in
Sections I-B and I-C above.

John A. Hancock, LTJG, SC, USN
I certify that this is a true and correct statement of accountability for the period stated at the offlce referred to above.

NAME AND TELEPHONE NUMBER OF CONTACT SIGNATURE AND TITLE OF CERTIFIER DATE
J. A HANCOCK J. L. RICHARDS " 30NOVXX
COM. (619)952-2222 DSN 496-2222
NSN 7540-00-634-4245 (OVER) PREVIOUS EDITION NOT USABLE 1218-106
Figure 2-3. Sample SF 1219, Statement of Accountability (Final Upon Relief) ‘
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]

SECTION Il - SUMMARY BY SYMBOL OF CHECK AND DEPOSIT TRANSACTIONS WITH U.S. TREASURY
PART A. - CHECKS ISSUED AND ADJUSTMENTS FOR PRIOR PERIODS *
ADJUSTMENTS FOR PRIOR MONTH'S ISSUES
(+or-)
CHECK SYMBOL AMOUNT OF CHECKS BY TFS FORM 5206 OTHER TOTAL CHECKS 1SSUED +
* ISSUED THIS PERIOD ISSUE AMOUNT ISSUE AMOUNT (Columns 2+ 3 and + 4)
{Month and ysar{ (Month and year)
(1) i 03] (3 (4) )
TC 210

8,000.00 8,000.00

TOTALS!

'Q‘V‘PART B. - SUMMARY OF DEPOSITS PRESENTED OR MAILED TO BANK {Line 4.2)
DEPOSITS PRESENTED OR MAILED TO BANK

DEPOSITS PRESENTED IN PRIOR MONTHS BUT RECORDED TOTAL DEPOSITS
DEPOSIT SYMBOL OR MAILED TO IN ACCOUNTS THIS MONTH PRESENTED OR MAILED
BANK THIS MONTH MONTH PRESENTED OR AMOUNT TO BANK A
MAILED TO BANK (Column2 +4)

(1 : 2 €)] : : (4) ()

3000.00 3,000.00

TOTALS !

The totals reported in these columns must be in agresment with the corresponding amounts reported on the SF 1179.
The total reported in this column must be in agreement with the total shown on Line 2.1 on the face of this statement.
For use only if more than one (1) symbol is listed.

The total reported in this column must be in .agreement with the total shown on Line 4.2 on the face of this statement.

> = 4

Figure 2-3. Sample SF 1219, Statement of Accountability (Reverse)

39




Volume 5, Chapter 02 DoD Financial Management Regulation

1. NAME (Type or print) ) 2. PAY GRADE

Ernest C. Banks - Capt

4. OFFICIAL ADDRESS
Lowry AFB, CO 80239-5000

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

‘DD Form 114, Military Pay Order

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL )

7. NAME AND GRADE OF COMMANDING OFFICER (Type or print)

Ralph E. Kiner, Col, USAF

8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD Form 577, MAY 88 Previous edition may

be used unitl exhausted. -

SIGNATURE CARD

Figure 2-4. Sample DD Form 577, Signature Card
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CHAPTER 03

KEEPING AND SAFEGUARDING PUBLIC FUNDS

0301 - CASH OPERATIONS

030101. Appropriated Funds

A. Deposit Funds. Amounts appro-
priated by the Congress are held in an expendi-
ture account by the Treasury subject to disburse-
ment by DOs of the United!States. Disburse-
ments may.be made by Electronic Funds Trans-
fer (EFT), Treasury check, or cash. Cash funds
are obtained by DOs as described in chapter 07
of this Volume. Every disbursing office autho-
rized to make disbursements is identified by a
DSSN. Each disbursement of funds is charged
by the Treasury to the DSSN making the dis-
bursement. DOs outside the United States are
authorized to maintain official checking accounts
with banks designated by the Secretary of the
Treasury in accordance with regulations outlined
in chapter 14 of this Volume. These special
accounts outside the United States denominated
in local or third country currencies and are
known as limited depositary accounts (LDAs).

B. Cash Funds.- When it is necessary
to make all or some disbursements in cash, upon
approval of the commander or other authority,
DOs are authorized to maintain on hand, at their
own personal risk, currency and coin required
for official disbursements and accommodation
transactions.

C. Selection of Payment Method.
Subject to the policies outlined in this Volume,
payments may be made by EFT, check, or cash.
In the United States, EFT is the preferred method
of payment and shall be utilized to the maxi-

mum extent possible. Treasury checks (rather.

than cash) are the preferred method of payment
when use of EFT is not practical.

030102.  Cash Held at Personal Risk. Funds
that qualify as cash held at personal risk include
U.S. currency and coin on hand; foreign currency
and coin on hand; imprest funds; change funds;
and cash on deposit in an LDA. Cash held at
personal risk is for making miscellaneous cash
payments, making change, conducting accommo-
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dation exchanges, and other specifically autho-
rized transactions.

*030103. Approving Authority. Service com-
manders of DOs, deputies, agents, and cashiers

within their commands are the approving au-
thority for granting requests to hold cash funds
at personal risk. The DFAS Center Directors of
DOs, deputies, agents, and cashiers within their
organizational structure, to include defense

‘accounting officers (DAOs), are the approving

authority for granting requests to hold cash at
personal risk. Cash on hand must be kept to the
minimum necessary to meet normal require-
ments. To ensure that good cash managemént
procedures are in effect within DoD, the approv-
ing authority shall review each request to énsure
that it is in line with the total non-payroll re-
quirements. ' :

030104. Requests for Approval. Each DO shall
request authority to hold cash at personal risk
from the approving authority. Scheduled pay-
day cash requirements, including the amount
required to cash payday paychecks, shall not be
included in the request. The approving authori-
ty is responsible for ensuring the amount of the
request is within the guidelines set forth below
and that management controls exist to ensure
that routine reviews of cash requirements are
being conducted. A new request to hold cash at
personal risk shall be submitted semiannually (or
whenever a review of cash requirements will
result in a major change), allowing sufficient
approval time for the cash authority to become
effective on October 1 and April 1 of each fiscal
year. Requests to hold cash at personal risk shall
be made in writing and shall include the name,
title, and duty station of the accountable request-
or; a description of the payments and transac-
tions requiring the use of cash; a statement
attesting that adequate facilities are available to
safeguard the cash; and a breakdown of where
the cash will be held by accountable position.
For emergency and extraordmary expense funds
security concerns may require omission of the
duty station, description of payments, location of
facility, or other information that may compro-
mise classified information. However, this
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information shall be kept on file and available
for review by cleared personnel. The request
shall include not only the amount to be held by
the DO but shall also include the amounts to be
held by all deputies, agents, and cashiers.
Approval of all requests shall be indicated by an
appropriate endorsement and the original re-
quest shall be returned to the DO for retention.

030105. Determining Cash Requirements

* A. General. In considering their cash
requirements for disbursing and accommodation
transactions, DOs shall consider daily cash
collections over a representative period of time
and average the results. If daily cash collections
exceed disbursement and accommodation needs,
no further computation is necessary. Otherwise,
compute the cash requirements according to
sotrce and availability as shown in table 3-1.
The portion of the DO’s request to hold foreign
currency at personal risk may be stated in for-
eign currency units to preclude temporary
increases due to extreme currency fluctuations.
The following types of disbursements which are
authorized and/or required should be consid-
ered in determining the minimum
cash/negotiable instruments a DO must hold at
personal risk to meet normal daily cash transac-
tion requirements:

1. Routine cash payments.

2. Emergency cash payments,
e.g., emergency leave, etc.

3.~ Commercial contract travelers
checks for ‘frequent traveler’ travel advances.

4. Cashtravel advances for non-
frequent temporary duty travelers and perma-
nent change of station travelers.

5. Foreign currency require-
ments for accommodation exchanges.

6. Requirements for personal
_check cashing accommodation transactions. (See
chapter 4.)

7. Change and imprest fund
requirements.

42

8. Remote/satellite deputy dis-
bursing officers and agents.

B. Special Circumstances.  When
special circumstances require DOs to increase
their cash holdings beyond the amounts set forth
above, the circumstances and duration of the
expected need for increased cash shall be de-
tailed in the request for approval to increase cash
held at personal risk. The approving authority
may authorize holding amounts temporarily in
excess of the limits described above based on the
circumstances provided. If the circumstances are
more than temporary (over 30 days) or are
expected to become permanent, the DO shall
recompute the cash requirements based on the
addition or deletion of anticipated services and
requirements and submit a new request . for
approval.

-~

C. Cash Collections. Coin and cur-
rency received as cash collections may be held
for operating cash requirements up to the
amount authorized to be held at personal risk.
Cash _collections that increase cash on hand
above the authorized limit shall be deposited
immediately.

030106. Payroll Cash. Payroll cash is the cash
required to meet mid-month, end-of-month, or
special payday requirements. DOs can forecast
these requirements using historical data and
current personnel assigned figures. It should be
ordered and withdrawn from the institution or
activity providing cash as close to the actual
payday as practical, Any excess amount drawn
that results in the DO exceeding the authorized
limit for cash held at personal risk should be
deposited no later than the next business day

following payday.

030107. Obtaining Cash Punds for Disbursing -

Purposes

A. Procurement by Exchange-for-Cash
Checks. DOs are authorized to draw exchange-
for-cash checks as described in chapter 07 of this
Volume for procurement of cash necessary to
meet authorized requirements. Funds can be

. obtained from other DOs, an FRB, FRB branch,

or any commercial bank willing to provide the
service. If the DO is unable to go to the bank to
take possession of the funds due to excessive
workload or location, arrangements can be made
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with the FRB or bank to ship the funds by
registered mail or armored car. The commander
shall approve and fund, as requ1red this type of
dehvery

.~ B. Notification to the Bank. As
required, DOs shall provide the bank with ad-
vance notice of their cash requirements. At the
time of notification the DO should ascertain and
provide any other additional requirements of the
financial institution such as date currency re-
quired; identification required; denominations
required; fees charged; and any policies or
procedures peculiar to the particular institution
(i.e., letter of introduction, immediate credit,
ete.).

C. Immediate Credit Procedures

1. Requirement. A limited
number of banks have negotiated agreements
with the Treasury that permit the bank to receive
immediate credit when cashing an exchange-for-
cash check for DOs to obtain payroll cash (re-
ferred to as military payroll check by the Treas-
ury). DOs who obtain their payroll cash from
one of the banks so de51gnated shall notify the
Treasury by Telecopy-FAX or by message or
telegram addressed to: U.S. Treasury Depart-
ment, Financial Management Service, General
Ledger Branch, (ATTN:MTAS), Washington, DC.
There are two Telecopy-FAX lines available for
this purpose: Line 1/Burroughs-Dex 3600 (Pana-

- fax), (202) 566-3020; Line 2/ Xerox-Telecopier 200,

(202) 633-7728.

. 2. Notification. Notification
should arrive at the Treasury at least 2 days
before the transaction is to take place and should
include the name and location of the disbursing
office; the name and address of the bank; the
amount of the check; the date the check will be
presented to the bank (shall be same day cash is
picked up); a statement that the bank will be
requesting immediate credit; and the disbursing
office point of contact and commercial telephone
number. Do not use DSN numbers. If an error
is detected, a correction shall be transmitted
immediately. In the event that the check is not
exchanged for cash, the DO shall notify the
Treasury immediately.
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D. Protection of Currency in Transit -

* 1.  Notification to Commander.
When a DO or any other person leaves the
disbursing activity with official cash funds in
excess of $10,000, or for the purpose of picking
up official cash funds in excess of $10,000, the
installation commander and the security police
shall be notified. Such notice may be made

. through the command duty officer or other duty

officer by reporting the time of departure, desti-
nation, estimated time of return, amount, and the
source or disposition of the cash funds, as appro-
priate, for entry in the ship or station log.

2. Transporting Cash. Cash
shall be secured at all times. Safeguarding of
such funds is a command responsibility. Specifi-
cally, the responsibility for providing security
rests with the commander of the activity whe
requested such funds be made available. In this
regard, the decision of whether or not to have an
armed escort, how many, or the type of trans-

~ portation to be used is all part of the command’s

responsibility. The command should consider
such things as amount of funds to be protected,
the distance and terrain to be covered, type of
transportation available, and local security forces
which may be called upon.

3. Liability. The deputy, agent,
or cashier who has signed for the funds is pecu-
niarily liable for such funds until their return to
the DO. - If a deputy, agent, or cashier feels that
adequate security has not been provided by the
command, then the agent may refuse to disburse
such funds and return the funds to the DO.

E. Verification of Money. The DO
shall verify all cash received prior to acceptance.
Non-sealed. money shall be verified by actual
count prior to acceptance or immediately upon
receipt of shipment. Sealed new money bricks
(presented with the FRB’s packaging intact) can
be verified by bundle count at the DO’s risk.
When the bundle is needed, the bundle should
be verified immediately upon opening with

" individuals ‘standing by to witness both the

breaking of the seal and the count verification.
Discrepancies shall be reported immediately by
issuing a claim to the Treasury via the bank from
which the money was obtained. Claims shall
identify the bundle/brick in question and in-
clude a signed statement from the witnesses.
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The Treasury does not normally approve these
claims. If the claim is not approved, normal
request for relief procedures apply. Receipts by
shipment shall be accepted and verified in front
of the witnesses immediately upon receipt in
accordance with the above procedures, depend-
ing upon how the money is packaged.

F. Expenses. Bank charges and
shipping costs that may be incurred when pro-
curing U.S. currency shall be charged to the

operation and maintenance funds of the disburs-
~ ing activity.

" G. Registered Mail Shipments of Cur-
rency. This method of obtaining funds is highly
discouraged. If no other sources of cash are
available and cash must be obtained using this
method, it shall be accomplished by sending an
exchange-for-cash check to an FRB via registered
mail. Also, the DO shall make arrangements

with the FRB to pay the registered mail costs.

As provided in the previous subparagraph, costs
incurred in procuring U.S. currency shall be
charged to the operation and maintenance funds
of the disbursing activity. Upon notification that
the shipment has been made, the DO shall take
action to alert the shipper to trace the funds if

they have not been received within a reasonable -

period of time; maintain a copy of the exchange-
for-cash check and report the check as funds in
transit on the SF 1219 until the cash is feceived
from the FRB; and if the cash or any portion of
" the order is not received in a reasonable time,
initiate diligent action as described in chapter 05
of this Volume. ’

H. Obtaining Cash by Transfer from

Officer Relieved. The dbtaining of cash funds by
transfer from another DO without the issuance
of an exchange-for-cash check is authorized only
upon the relief of a DO and only from the DO
being relieved. : '

0302 CASH REVIEW REQUIREMENTS

030201. Quarterly Cash Verification

* - A. Purpose. The quarterly .cash
verification is the physical count of the cash,
negotiable instruments, and other assets that
comprise a DO’s total accountability (including
cash, negotiable instruments, and other assets in
the custody of all deputies and agents). Itis a

44

management control that, along with other
controls, can be used to gauge the overall health
of a disbursing operation. It is not meant to
alleviate management’s responsibility to direct
and monitor all facets of a disbursing operation. -

B.  Appointing the Cash Verification
Team. The verification shall be conducted by a
team of disinterested persons appointed by the
commander. The appointment shall be made in
writing and include at least two qualified per-
sonnel. At least one of the personnel must have
either accounting or disbursing experience. It is
in a command’s best interest to use the most
competent personnel available. In the case
where the DO is also the commander, the next
higher commander in the administrative chain of
command shall appoint the team. At small or
remote locations, it may be desirable to limit the
team to one member or have members appointed
and provided from serviced or associated com-
mands. Cash verification team members shall

" not be in the DO’s chain of command. If possi-

ble, one member should be equal or senior in
rank to the accountable individual. For imprest
and change funds, especially those held at

- installations or activities other than the installa-

tion or activity of the DO, the commander who
authorized the establishment of the fund and
appointed the imprest fund cashier or change
fund custodian is responsible for appointing the
cash verification team. As stated above, verifica-
tion team members may be appointed and
provided from serviced or associated commands.
In all cases, the appointing commander shall re-
quire the cash verification team (or individual) to
perform a verification of all funds held by depu-
ties, branch office cashiers, disbursing agents,
paying agents, collection agents, imprest fund
cashiers, or change fund custodians, at least once
each quarter. Cleared personnel will be appoint-

‘ed for the verification of emergency and extraor-

dinary expense funds.

C. Cash * Verification Procedures.
Except as modified by this' paragraph, the re-
quirements of this Volume shall be met by the
cash verification team in conducting cash verifi-
cations. When desired by the commander ap-
pointing verifying officials, the DO shall conduct
training for the verifying officials and/or pro-
vide written instructions with check-off lists.
The specific procedures for conducting the
verification are contained in appendix A. The
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team and the commander are jointly responsible
to ensure that the verification is conducted
randomly throughout a quarter. Verifications
that are continuously held at or near the end of

a quarter are counter productive. The quarterly
cash verification may be omitted for any quarter -

in which a cash verification is made by represen-
tatives of an area audit office, a disbursing on-
site examination team, or transfer of accountabil-
ity has occurred.

D. Report of Verification

* 1. General. A written report of
the results of each verification shall be made to
the commander and a copy of the report provid-
ed to the DO. If funds are found to be in excess
of that authorized to be held at personal risk in
accordance with paragraph 030105 of this chap-
ter, the report shall be expanded to so state.

Any shortage or overage in the DO’s account- -

ability shall be reported as prescribed in chapter
06 of this Volume. The verifying official(s) shall
make an entry on the face of the DO’s daily
statement of accountability, setting forth the
result of the verification in substance as follows:

"On (date) at (t_ime) , the undersigned
verified by actual count, cash in the amount
of § , together with all documents

supporting collections and disbursements,’

which (is)/(is not) in agreement with this
daily statement of accountability.

Signature and Rank of Verifying Official”

2. Limitations. Each report to
the commander shall begin with the statement:
"The quarterly cash verification is meant only to
verify that cash and other assets for which the
DO is accountable agrees with the total account-
ability amount recorded as on-hand on the DO’s
daily statement of accountability. It does not
certify the overall health of a disbursing office.
Strong management controls exercised by the
appropriate members within the chain of com-
mand are mandatory and necessary to prevent
- and preclude major loss or fraud."

0303 SAFEGUARDING FUNDS AND RE-
LATED DOCUMENTS

45

030301. General. This section sets forth the
responsibilities of commanders and DOs for
safeguarding public funds and the related instru-
ments and documents. Its provisions are equally
applicable - to deputies, agents, cashiers, and
other custodians of public funds. DOs should
hold the number of accountable positions that
require the storing of public funds to a mini-
mum. The most secure container - that is avail-
able (vault, safe, etc.) to a DO shall first be used
for safeguarding currency; undelivered checks
and bonds; negotiable instruments; public vouch-
ers; storing of blank U.S. Treasury checks, limit-
ed depositary checks, and U.S. savings bonds;
signature plates; safekeeping of valuables; and
other records in that order. The command
security program should be written to take into .
account the maximum amount of each of these
items that would normally be on hand at any
given time. Public funds and documents shall
not be stored in the same containers as classified
material and documents.

030302. Responsibilities

A. Commander. The commander is
responsible for:

* 1. Ensuringthat every individu-
al entrusted with public funds is provided a

“vault, safe or other adequate secure facility (e.g.,

a strong box) for exclusive use and ‘accessible
only to that individual. If it is not possible to
provide separate safes, separate locked compart-
ments in one safe or strong boxes stored in one
safe or vault shall be provided. Public funds
shall not be entrusted to two or more individ-
uals. Public funds shall never be merged with

any other funds.

2. Developing a security pro-
gram and promulgating the program in the form
of a command instruction or notice. The pro- -
gram shall provide adequate protection for the
maximum amount of public funds and related
documents and instruments that will be on hand
at any given time.

3. Ensuring that personnel
protection is included in the overall disbursing
security program. The program shall include
requirements for periodic review of the adequacy
of the security measures being used and for
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- testing security equipment for proper operation’

on a semiannual basis.

4. Asrequired, ensuring armed
guards are made available for escort of govern-
ment funds to and from the disbursing office
when funds are being transported..

5. Providing fire protection of
government facilities and funds.

B.  Disbursing Officer. The DO is
responsible for properly safeguarding all govern-
ment funds with which entrusted and is held
pecuniarily liable. for the loss of such funds.
When DOs, deputies, agents, cashiers, and/or
custodians have custody of government funds,
each shall be provided with a separate secure
container as described above. Although any of
the appointed or assigned personnel are liable
for any losses of government funds in their
custody, the DO also continues to hold overall
responsibility and is jointly (or even singularly)
liable for any losses associated with these per-
sonnel. For this reason, DOs shall make sure
that all deputies, agents, cashiers, imprest fund

cashiers, and other custodians are fully aware of

their responsibilities for properly handling and
protecting government funds. - At least semian-
nually, the DO or designee shall make a personal
‘inspection (and maintain a record of such inspec-
tions) of office security measures to ensure that:

1. Vaults and safes are not
accessible to unauthorized persons. Access to
vaults may be limited by vault day gates to
which only authorized personnel have the keys.

2. Cash in excess of the amount
required and authorized for official purposes is
deposited promptly.

3. Windows and doors are
limited and barred and/or locked at all times
after business hours. )

4. Access to the working area is
conspicuously marked "AUTHORIZED PERSON-
NEL ONLY." Transactions should be conducted

from a cage, room, or counter enclosure, con-

_structed in a manner which will provide a
physical barrier to normal traffic and a minimum
of interference by other activities and personnel
of the office.
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5.  Security devices for the check
signing machines, meters, and plates are kept in
the custody of the DO or authorized deputy at
all times.

6. Internal office procedures are
established to provide adequate controls on all
undelivered and returned checks. Responsibility
for receipt, holding, and final distribution of
checks shall be assigned in writing.

7. The commander is advised of
any security shortfalls or breaches.

‘ 8.  The servicing DFAS Center is
informed of any request for adequate safeguard-
ing facilities that has been denied.

‘ 9.  Written and oral instructions
are provided to all deputies, agents, cashiers,
and custodians regarding the proper care and
handling of cash and other accountable docu-
ments. The DO is advised to maintain an affida-
vit from each accountable individual attesting to
receipt of such instructions.

10. All cash, blank U.S. Treasury
checks ‘blank US. savings bonds, blank deposi-
tary .checks, and related items to which this
section refers are kept in a vault, safe or security
container that meets the minimum security stan-
dards prescribed in this section.

11. All fund containers aboard
ships and fund containers ashore that are either
on rollers or weigh less than 750 pounds are
stored in a vault or secured in such a way as to
prevent movement.

12. If the vault, safe, or container

" is visible ‘to the exterior of the office where

security patrols pass, the container is illuminat-
ed. This requirement is mandatory in all cases
aboard ships.

* 13." The combination of all vaults,

* safes, and fund containers is changed at least

once every 6 months and upon relief,’ transfer,
separation, or discharge of the accountable indi-
vidual. Except for vaults containing only bulk
stock of blank checks and bonds or several safes
or strong boxes (wherein funds are stored)
stored inside the vault, the responsible individu-
al shall not divulge the combination or key to
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anyone. At the discretion of the DO, the combi-
nation of each safe and duplicate key of each
strong bax may be placed in a sealed, signed,
and dated envelope. The envelope shall be
sealed and signed by the accountable individual
in such a manner that unauthorized opening of
the envelope can be detected. The sealed enve-
lopes of all accountable individuals other than
the DO shall be. kept in the DO’s safe. The
sealed envelope containing the combination
and/or keys to the DO’s safe or vault shall be
delivered to the commander, security officer, or
other designated official for retention. The com-
bination or key sealed in the envelope shall be
used only in the event of an emergency which
requires opening of the safe or vault. Refer to
chapter 02 of this Volume for emergency proce-
dures. ‘

14. A record of combination
changes is kept inside each vault, safe, or con-
tainer. The record shall be dated and signed by
the accountable individual.

15. The dial to the vault, safe, or
container is concealed by a shield made of
cardboard or other suitable material to limit the
possibility of the combination being observed.

* 16. Thename and phone number
of the accountable individual is posted on the
inside of the vault, safe, or container. DOs may
use an SF 700, Security Container Information,
SF 701, Activity Security Checklist, or SF 702,
Security Container Check Sheet, as appropriate,
to assist in the control and proper safeguarding
of public funds and the vaults, safes, and/or
containers.
number along with a 24-hour duty number may
be posted, on the outside of the vault, safe, or
container provided the duty personnel have
access to the accountable individual.

17. Keys to the work space or
disbursing office are strictly controlled. A record
shall be maintained that identifies who has keys,
when they were issued, and when they were
surrendered.

18. All security equipment is
tested at least every 6 months for proper opera-
tion and a record of the tests maintained.

Alternatively, a unique container
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C. Other Custodians of Public Funds.
Protective action shall be taken by all custodians
(including alternate custodians) entrusted with
public funds.

030303. = Intrusion Detection Systems (IDS)

A. General. An Intrusion Detection
System (IDS) is a vital part of any protection
system designed to provide in-depth protection
for a resource or other important area. The DoD
supports a policy on the use of IDS for resource
protection purposes. The first consideration .
shall be given to components of the DoD Joint-
Services Interior Intrusion Detection System (J-
SIIDS). In certain special cases, components of
the Base and Installation Security System (BISS)
(generally used for security applications) may
also be available for resource protection require-
ments. '

B. Alarms. Alarms should be consid-
ered for use to deter entry to the general dis-
bursing area or to the actual storage container.
There are three levels of alarm protection: pene-
tration; motion; and ‘point detection. In-depth
protection can best be achieved by equipping an
area with a minimum of two levels of detection
capability. The existence of alarms should be
well publicized to gain the full benefit of psycho-
logical deterrence, and should be identified by
conspicuous warnings.

C. Maintenance. To ensure the alarm
system operates properly, the installation shall
have an effective maintenance program and shall
test the system regularly. The alarm system
shall be protected against bypassing and spoof-
ing following DoD requirements.

D. Alarm Monitor’s Responsibilities. -
Alarm monitors shall be trained to understand
the systems they are monitoring to include
operation and basic fault isolation. They shall
work closely with the security police and unit
personnel and act as a liaison in this special role.

036304. Storage Container Requirements

A. Currency and Negotiable Instru-
ments. The following subparagraphs prescribe
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the minimum requirements for storage of curren-
cy and negotiable instruments. DoD Component
security and resource protection programs
should ensure compliance with these minimum
requirements. - Previously approved storage
containers currently in use may continue to be
used.

» 1.  Under $7,500. The command-
er shall establish fund container requirements.
Any of the security containers or burglary resis-

tant safes listed in paragraph 030305 of this .

section may be used. Additionally, the Naval
Sea Systems Command may designate specific
containers which may be used on board Navy
ships. ,

2. $7,500 - $50,000. A security
container that carries a Class 1 or Class 5 rating
or a burglary resistant safe carrying at least an
Underwriters’ Laboratories’ classification of Tool-
Resistant Safe, TL-15, and having a Group 1R
combination lock, should be used.

3. $50,000 - or more. A burglary
resistant safe or vault carrying at least an Under-
writers’ Laboratories’ classification of Tool-Resis-

tant Safe, TL-30, and having a Group 1R combi-

nation lock, should be used,

* B.
blé Instruments. Blank checks and bonds, signa-
ture plates, paid vouchers representing cash,
other disbursing records and documents, and
personal valuables as defined in paragraph
270102 held for safekeeping shall be stored in a
security container carrying at least a Class 1 or
Class 5 rating or a burglary resistant safe or
vault. Additionally, the Naval Sea Systems
Command may designate specific containers
which may be used on board Navy ships.

030305. Categories of Storage Containers

A. Security Containers.  General
Services Administration approved security
containers are manufactured under the following
Federal specifications. The Class 1 and Class 5
cabinets have been rated to provide the greatest
protection against forced entry.

1. Class 1 or Class 2 cabinet.
AA-F-357 (GSA-FSS).

Other Than Currency and Negotia-
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_this section.

2. Class 4 or Class 5 cabinet.
AA-F-358 (GSA-FSS).

; 3. Class 5 or Class 6 Map and
Plan File. AA-F-363 (GSA-FSS) or Class 6 Draw-
er File - AA-F-358 (GSA-FSS).

B. Burglary Resistant Safes. Com-
mercial burglary resistant safes are certified by
Underwriters’ Laboratories, according to the
following classifications. These containers are
designed to protect the contents against forced
entry. The numerical value utilized in the
classifications represents the time in minutes
which the safe should resist forced entry. These
safes provide a greater degree of protection than
the General Services Administration rated securi-
ty containers.

1. Tool-Resistant Safe - TL-15.
2. Tool-Resistant Safe_ - TL-30.

3. Torch and Tool-Resistant Safe
- TRTL-30.

: 4. Torch and Tool-Resistant Safe
- TRTL-60.

0304 ADVANCING FUNDS TO AGENTS

030401.
bo .

Deputies, Agents, and Cashiers of the

A. Procedure. DOs may entrust
funds for official use to the custody of their
deputies, agents, and cashiers as prescribed in
All funds that are advanced to
deputies, agents, and cashiers shall be document-
ed by DD Form 1081. Funds may be provided
by furnishing the deputies, agents, or cashiers
with currency or by issuing exchange-for-cash
checks, as required, payable to the deputy, agent
or cashier. The DO shall instruct the individual
to negotiate exchange-for-cash checks only as
funds are needed, since an unnegotiated Treas-
ury check does not represent an interest burden
on the Treasury, and, accordingly, is not consid-
ered a part of the individual’s (or the DO’s)
approved cash authority (even though the DO
reports the unnegotiated check as "Funds with
Agents" and the deputy, agent, or cashier reports
the unnegotiated checks as “"Cash on Hand").
Funds in the custody of deputies, agents, and
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cashiers in the main disbursing office shall be
reported on the SF 1219 as cash on hand and
funds in the custody of deputies, agents, and
cashiers outside the main disbursing office shall
be reported on the SF 1219 as cash in the custo-
dy of Government cashiers. See figure 3-1 for an
example of a properly executed DD Form 1081
showing an advance of funds to deputies, agents
or cashiers.

B. Limitation of Amount. Under
normal conditions, the amount of funds ad-

vanced to a deputy, agent, or cashier shall not

exceed their cash holding authority. However,
during the authorized absence of the DO, on
paydays, and at such other times as is required
for efficient operation, funds may be entrusted to
the custody of deputies, agents, or cashiers in
such amounts as are required, provided the total
amount held by the DO and the deputies, agents,
and cashiers does not exceed the amount author-
“ized to be held by the DO.

C. Custody.  Each deputy, agent, or

cashier shall store the funds entrusted to them in
a safe or adequate container which is assigned
exclusively for their use as specified in section
0303 of this chapter. The combination of the safe
or container shall be known only to the deputy,
agent, or cashier and may be placed in a sealed,
signed, and dated envelope for retention in the
DO'’s safe or vault. The combination of the safe
or container shall be changed at least once every
6 months. If it becomes necessary, in the opin-
ion of the commander, to gain access to the safe
or container, it shall be opened and the contents
verified following the procedures outlined in
chapter 02 of this Volume.

* D. Balancing. All deputies, agents,
~and cashiers entrusted with official funds shall
balance the funds in their custody following the

. balancing requirements for DOs as outlined in .

chapter 19 of this Volume. The permanent
record of balancing for deputies, agents, and
cashiers shall always be kept on the DD Form
2665, Daily Agent Accountability Summary. The
DO shall instruct the deputy, agent, or cashier
with respect to the frequency of balancing and
submission of DD Form 1081 as a summary of
cash transactions and receipt for cash and vouch-
ers on hand. In any event, DD Form 1081 turn-
ins. shall be made not less frequently than once
each month. When it is known that a deputy,
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agent, or cashier will be absent in excess of 5
workdays, all funds and accountable documents
in the deputy’s, agent’s, ‘or cashier’s custody
shall be returned to the DO with properly exe-
cuted DD Forms 2665 and 1081 prior to depar-
ture. Any shortage or overage of funds shall be
reported immediately as prescribed in chapter 06
of this Volume. See figure 3-2 for an example of
a properly executed DD Form :1081 showing
return of funds and/or vouchers to the DO.

E. Collections and Disbursements

1. Debuties, Agents, and Cash--

iers in the Main Disbursing Office. All negotia-

ble .instruments, collection and disbursement

* vouchers, and other accountable documents shall

be accounted for on DD Form 2665 and turned
in to the DO daily with a covering DD Form
1081.  Currehcy collected over and above the
currency disbursed may be retained when autho-
rized by the DO provided the total funds held
are within the limitations specified above. The
DD Form 1081 also serves as a new receipt for
the funds which remain in the custody of the
deputy, agent, or cashier. When additional
funds are required, due to disbursements greater
than collections or other authorized transactions,
the DO may replenish the funds in the net
amount of acceptable vouchers and negotiable
instruments delivered with the DD Forms 2665
and 1081. The DO shall prepare a new DD Form
1081 for the amount of funds advanced. DD
Form 1081 shall be prepared as described in
chapter 19 of this Volume.

2. Deputies, Agents, and Cash-
iers at Branch Disbursing Offices. When depu-

ties, agents, and cashiers are performing duties

_in branch offices located at such distances from

the main disbursing office that reporting of
transactions in person is considered impractica-
ble, the DO may authorize transmittal of the -
transactions by mail or messenger, accounted for
on DD Form 2665 with a covering DD Form
1081. The original DD Form 1081, signed by the
deputy, agent, or cashier and duplicate of the
report shall be forwarded with the DD Form
2665 and substantiating vouchers; negotiable
instruments, and documents to the DO who,
after examination and acceptance, shall acknowl-
edge receipt on the duplicate copy of the DD .
Form 1081 and return the duplicate to the depu-
ty, agent, or cashier. Replenishment of funds
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may be accomplished by furnishing the deputies,
agents, or cashiers with currency or by issuing
exchange-for-cash checks payable to the deputy,
agent, or cashier and a new DD Form 1081 as
‘provided in the previous subparagraph. DD
Form 1081 shall be prepared as described in
chapter 19 of this Volume.

3. Deputies, Agents, and Cash-

jiers Under Other Commands. Deputies, agents,
or cashiers who are not under the same com-
mand as the DO, such as the investigative serv-
“ice, investigative support center, intelligence
command, and U.S. Defense Attache Offices,
shall deposit negotiable instruments whenever
possible. Deposit tickets, collection and dis-
bursement vouchers, and other accountable
documents shall be transmitted by mail or
messenger, accounted for on DD Form 2665 with
a covering DD Form 1081.. The DD Form 1081
shall be prepared as described in chapter 19 of
this Volume, except that, on the determination of
the DO, the volume of transactions may ,be so
few as to permit the submission of a single DD
Form 1081 for each month.

4. Deputies, Agents, and Cash-

jers Aboard Navy Vessels. Deputies, agents, and
cashiers aboard Navy vessels shall account for
all negotiable instruments, collection and dis-
bursement vouchers, and. other accountable
documents (including documents prepared in
conjunction with the Automated Teller Machine
System, if installed on the vessel) using the DD
Forms 2665 and 1081 as prescribed in the preced-
ing subparagraphs. However, turn-in shall be
accomplished NOT less frequently than: once
each week; immediately before and after each
payday; the last day of each month; and, at any
~ other time when the DO suspects that an irregu-
larity has ‘occurred. Whenever workload and
staffing conditions permit, DOs aboard Navy
vessels are encouraged to require all deputies,
agents, and cashiers to turn in vouchers and
negotiable instruments more frequently than the
standards prescribed by this subparagraph.

F. Records. All transactions by other

than the DO shall be identified by name of the

paying deputy, agent, or cashier. The method
used to accomplish the identification shall be as
determined by the DO. Negotiable instruments
cashed by other than the DO shall be identified
~ as prescribed in chapter 04 of this Volume.
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030402. Paying Agents. Funds entrusted to
authorized paying agents for the purpose of
making specific payments, currency conversions,
or check-cashing transactions shall be document-
ed with a DD Form 1081. The amount of the
advance shall not exceed the amount required
for the- specific payments, check cashing, or
currency conversions to be made by the paying
agent. The DO shall furnish written instructions

. to the paying agent to ensure that all pertinent

disbursing procedures are properly observed by
the paying agent, including requirements for the
safeguarding of funds; identification of payees;
signature of payees; required vouchers, docu-
ments, and certifications; and the return of funds
and vouchers. Funds advanced to the paying
agent shall neither be commingled with any
other funds nor advanced to any other person.
Normally, the paying agent shall not retain
advanced funds overnight.
completion of authorized payments, the paid
vouchers, negotiable instruments, and any bal-

_ance of funds shall be returned to the DO with
‘a properly completed DD Form 1081. When

circumstances require retention of funds over-
night by the paying agent, the custody require-
ments in section 0303 of this chapter shall be
followed, and the paid vouchers, negotiable
instruments, and balance of funds shall be re-
turned as soon as possible after completion of
the authorized payments, normally within 24

‘hours. The DO shall notify his or her command-

er and the commander of the paying agent if the
paying agent fails to make prompt return of paid
vouchers, negotiable instruments, and funds or
if loss of funds or vouchers occurs.

030403. Imprest Fund Cashiers

A. Authority. The DO serving the
base, camp, post, station, installation, activity or

ship is authorized to advance official funds not -

to exceed the $10,000 limitation and authoriza-
tion as prescribed in chapter 02 of this Volume.
When an imprest fund is initially established, the
DO shall make the advance of funds only after
receiving a copy of the authorization to establish

the fund from the commander or designee.

When the commander or designee authorizes an
increase in the amount of an existing imprest

~ fund, the DO shall make the additional advance
in order to bring the amount of the fund up to -

the newly established level only after receiving

Promptly . upon |
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a copy of the authorization to increase the
amount of the fund.

B. Form of Advance of Funds. The
advance shall be made by cash or by check
payable to the order of the imprest fund cashier.
If desired by the imprest fund cashier, a series of
checks in the desired denominations (round
figures or specific amounts) may be issued. The
DO shall prepare a DD Form 1081 for the
. amount of funds advanced and the original shall
be signed and returned to the DO by the imprest

fund cashier. All DD Forms 1081 for imprest

fund advances shall include a statement that the
imprest fund cashier will immediately inform the
DO who advanced the funds of any loss of or
~ shortage.

C. Accounting. All imprest fund

advances shall be reported on the SF 1219 as

cash in the custody of Government cashiers.

D. Reimbursement and Liquidation.‘

The amount of the imprest fund shall remain
constant at all times. The imprest fund cashier
shall prepare and submit an OF 1129, Cashier
Reimbursement Voucher and/or Accountability
Report to the DO as often as-necessary but not
less frequently than once per month for reglen-
ishment of the fund. The DO shall reimburse
the imprest fund cashier for the amounts ex-
pended and properly documented as prescribed
in chapter 02 of this Volume. Upon reduction in
‘the authorized amount of the imprest fund,

funds may be transmitted to the DO by money

_order(s). The cost of the money order(s) shall be
deducted from the amount transmitted and
accounted for as prescribed in chapter 02 of this
Volume. The imprest fund cashier shall prepare
a DD Form 1081 to document the return of the
funds. The DO shall sign the duplicate of the
DD Form 1081 and return it to the imprest fund
cashier. Upon relief of the imprest fund cashier
or upon the disestablishment of the fund for any
reason, all unreimbursed transactions shall be
accounted for on an OF 1129. Immediately upon
reimbursement for the final OF 1129, the imprest
fund cashier shall prepare a DD Form 1081 and
return the total amount of the imprest fund to
the DO. When the imprest fund advance is fully
accounted for, the DO shall sign the duplicate
copy of the DD Form 1081 and return it to the
imprest fund cashier. Upon relief of the DO, the
~ DD Form 1081 receipting the amount held by the
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imprest fund cashier in the imprest fund shall be
transferred to the relieving DO.

E. Shortage or Overage of Imprest
Fund. In the event of a shortage or overage in
an imprest fund, action shall be taken as pre-
scribed in chapter 06 of this Volume. '

%030404. Establishing Change Funds

* A. Authorization. When the efficient -
and economical -operation of a Government
laundry, clothing sales store, or other appro-
priated fund activity (other than a Defense
Commissary Agency (DeCA) commissary) en-
gaged in selling property or services requires
cash for making change, the officer in charge of
the activity shall request the commander to
establish a change fund. After approval, the
commander (or designee) shall appoint a change
fund custodian and the appointment document
shall specify the amount of funds to be advanced
by the DO or an agent of the DO to the custodi-
an. The DO (or an agent of the DO) providing
disbursing service to the installation or activity
where the sales activity is located shall provide
the authorized change fund advance and record
the advance in his or her accountability as cash
in the custody of Government cashiers. This
requirement applies whether-the sales activity
deposits the proceeds of sales to the DSSN of the
local DO or to the DSSN of a regional DO. For
DeCA commissaries, the change fund for each
commissary store is authorized by the Director,
DeCA. Except in specific overseas areas, DeCA
commissary change funds are provided by the
DFAS Columbus Center. In all cases, these
change funds are issued by U.S. Treasury check
using a SF 1034 charging the DeCA Resale
Account and ARE NOT carried in the issuing
DO’s accountability as cash in the custody of
Government cashiers. .

* B. Fund Limit. The amount of the
change fund shall not exceed $250 for each cash
register machine operated in the activity. When
a cash register has more than one drawer, each
drawer may be considered as a register. The
commander may authorize additional amounts
as indicated below. These increases shall be
consistent with good cash management princi-
ples. Upon approval.of the commander, cash
may be advanced to authorized collecting agents
for making change.
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* C. Fund Increases

1. The commander may author-
ize an additional $50 for each cash register and
" an amount not to exceed $500 for each account-
able medical services custodian.. :

2. When extended operating
hours exist (for example, Sunday opening), the
commander may approve an additional amount
of up to $50 per cash register when there is
limited or no banking support.

* D. Documentation. For all change
fund advances other than DeCA commissaries,

the DD Form 1081 shall be prepared by the DO

or agent, as applicable, and the original signed
and returned to the DO or agent by the change
fund custodians for the amount of funds ad-
vanced. -All DD Forms 1081 for change fund
advances shall include a statement that the
'change fund custodian will immediately inform
the officer who advanced the funds of any loss
of or shortage in the funds. Change fund custo-
. dians shall be provided written instructions
covering their responsibility for safeguarding the
funds at the time of receiving the advance. The
- funds shall be returned when the appointment as
change fund custodian is terminated. The
change fund custodian shall prepare a DD Form
1081 to document the return of the fund. The
DO .or agent shall acknowledge receipt of the
- fund by signature on the duplicate copy of the
DD Form 1081 which shall be returned to the
custodian. Change funds may also be recalled
when it is necessary to verify the cash in the
possession of the DO or agent, as applicable. On
completion of such verification, the funds shall
be advanced again to the change fund custodian.
For DeCA commissaries, when a change fund is
no longer necessary (e.g., closure of a commis-
sary) the commissary officer shall prepare a DD
Form 1131 with credit to the DeCA Resale Ac-
count and deposit the fund using a SF 215 in the
same manner as the proceeds of sale are deposit-
ed.

ADVANCING FUNDS TO FRIENDLY

0305
- FOREIGN NATIONS
030501. Authority
* A. Basic Agreement. DOs of the DoD

are authorized by 10 U.S.C. 2396(b) (reference (1))
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to advance funds to cashiers, other DOs, or
individual members of an armed force of a
friendly foreign nation for the purpose of paying

. pay and allowances to those members or en-

abling that armed force to purchase necessary
supplies and services. Funds shall be advanced
by law and under a basic intergovernmental
agreement that has been negotiated between the

governments of the friendly foreign nation and -

the United States. Any agreement proposed to
implement the statutory authority shall be nego-
tiated in accordance with DoD Directive 5530.3
(reference (aa)), to include coordination with the
cognizant Unified Commander and the U.S.
Chief of Diplomatic Mission or U.S. Embassy.
See model agreement at figure 3-3.

B. Supplemental Agreement. A
supplemental agreement shall establish the

following:

1. Type of personal identifica-
tion that shall be shown by a DO or by an
individual Service member when drawing an
advance of funds. ’

: 2.  Maximum amount that may
be advanced to an individual Service member.

3.. The lender nation shall be
protected against loss due to fluctuating ex-
change rates.

4. The address of the respective *

settlement offices to whom the lender nation’s
DO shall forward receipts for fund advances
with requests for reimbursement.

5. Settlements shall be made
locally, whenever feasible, or when that is not
feasible, between the signatory nation’s represen-
tatives in Washington, DC, or other designated
location. ,

6. Settlement may be made in
cash, or by check, and in the type of currency
used to make the advance. Whenever possible,
settlement should be made in the lender nation’s
own medium of exchange. :

7. Such other provisions that
local conditions may make necessary.
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C. Conditions. Funds shall be ad-

. vanced only against the signed receipt of the DO -

or individual Service member receiving the
advance for the following purposes and under
the following conditions:

1. To aDO of an armed force of
a friendly foreign nation on presentation of
proper personal identification for paying pay
and allowances of troops, or for purchase of
necessary supplies and services, when the unit is
serving in an area where personnel temporarily

are unable to obtain funds from their own

nation.

2. To individual members of an -

armed force of a friendly foreign nation, who are
serving in an area where a DO of that force is
not available to make payments because the
personnel are: temporarily separated from their
units; in need of funds; and able to identify
themselves satisfactorily as members of an
armed force of a friendly foreign nation with
. which an intergovernmental - agreement for
advances has been negotiated.

3. The receipt minimally shall
contain: the name, rank, Service number, title,
organization, and country of the individual who
receives the advance; the purpose for which the
advance is needed; the type. and amount of
currency advanced; the prevailing rate of ex-
change to one U.S. dollar at the time the advance
is' made, if applicable; and the name, rank,

organization, and address of the DO making the

advance.
%0306 TRAVELERS CHECK PROGRAM
030601. Overview. This section prescribes

- policy, procedures, and assigns responsibility for
ordering, receiving, controlling, safeguarding,
disbursing, refunding, and accounting for travel-
ers checks. Provisions of this chapter prevail
where conflict or differences exist in the issuer’s
user’s guide.

030602. Travelers Checks in Lieu of Cash.
Travelers checks may be disbursed to employees
and members as travel advances in lieu of cash

‘travel advances. Commanders or their specifical-

. ly designated representatives may disburse
travelers checks to employees and members.
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030603. Misuse of Travelers Checks. Immedi-
ate cashing or depositing of travelers checks into
financial institutions should be discouraged.

.Employees and members should be advised to

use travelers checks as intended, that is, for the
purchase of goods and services while in a travel
status. Commanders should use available media
to advise and periodically reemphasize the intent
of travelers checks to all employees and mem-
bers.

030604. Appointment of Designated Represen-
tative. Each DoD Component activity participat-
ing in the travelers check program shall desig-
nate one or more individuals as the activity’s
travelers check representative(s). The individu-
al(s) shall be appointed in writing as a cashier by
the activity commander using the procedures
described in paragraph 020603 of this Volume.
The letter of appointment shall be issued in the
original and two copies and shall include the
specific duties and limitations, effective date,

‘duration of the appointment, and the name of

the individual being relieved, if any. The ap-
pointed individual(s) shall acknowledge appoint-
ment and acceptance of the position on the

original and all copies of the letter of appoint-

ment and shall include the statement "I agree to
hold myself accountable to the United States for
all public funds received." If for any reason the
individual ceases to serve in the position (i.e.,
termination of the program or change of cash-
iers), the appointment shall be terminated in
writing. The original of letter of appointment or
termination shall be delivered to the cashier, a

copy shall be retained by the appointing com-
mander, and a copy shall be furnished to Direc-
tor, Procedures and Guidance Division, DFAS-
KC/CBP, 1500 E. 95th Street, Kansas City, MO
64197-0001. - Letters of appointment and/or
termination shall be maintained in a permanent
file at the activity to show the successive holders

‘of each position and shall be retained for a

period of not less than 6 months after the indi-
vidual ceases to serve in the position.

. 030605. Safe,czuardm,gr and Controlhng Travelers

Checks

A. General. Travelers checks in the
custody of the U.S. Government (i.e., the activi-
ty’s designated cashier) are considered to be
public funds and shall be safeguarded accord-
ingly as prescribed in section 0303 of this chap-
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ter. The individual appointed as cashier to
maintain custody of, disburse to employees and
members, and account for travelers checks shall
be held pecuniarily liable under the same princi-
ples and procedures as DOs and their deputies,
agents, and cashiers. However, travelers checks
SHALL NOT be included in the DO’s cash
accountability or authority to hold cash at per-
sonal risk. Accordingly, the value of the travel-
ers checks in the custody of the cashier shall not

be included on the DO’s DD Form 2657, Daily

Statement of Accountability or SF 1219, State-
ment of Accountability.

B. Control Recofd.. The receipt of
shipments and records of disbursement of travel-
ers checks shall be recorded either on. DD Form

2667, Subsidiary Accountability Record or the .
automated inventory system provided by AMEX. -

The DD Form 2657 is easily adaptable for use as
an inventory, receipt, and disbursement record.
A separate DD Form 2667 shall be used for each
denomination of travelers checks to enable
recording the travelers checks by denomination
in serial number sequence. Should travelers
checks be maintained in more than one currency
(i.e., U.S. dollars and one or more foreign curren-
cies), separate DD Forms 2667 shall be used for
each currency as well as each denomination of
the checks. Travelers checks shall be disbursed
in package and serial number sequence.

- 030606. Establishing Accounts

A. New Accounts. The DoD Compo-
" nent activity initially establishes the travelers
check program by contacting the Director of
Travelers Cheque Sales and Services, American
Express Travel Related Service, Inc.,, 1655 N.
Fort Myer Dr., Suite 500, Arlington, VA 22209,
telefax (703) 276-8455.

B. Automatic Reporting. AMEX will
provide DoD Component activities with an
automated personal computer software system
and a point-of-sale (POS) terminal to manage
and report travelers check sales, inventory, and
settlement. The DoD Component activity must
provide the personal computer, modem and
telephone line for this system. This on-line
- system is known as Express Cheque. The Ex-
press Cheque system will fulfill the requirement
to track, add, tally, and report travelers check
sales.
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C. Obtaining Travelers Checks. The

"designated DoD Component activity cashier

authorizes issuance of the initial order of travel-
ers checks. The cashier determines the amount
of checks to be received as a standard order and
makes any subsequent changes to this amount.
Standard order travelers checks are packaged in
a manner determined by AMEX. AMEX travel-
ers checks are packaged in books of 10 checks
per U.S. currency denomination of $20, $50, and
$100. Prepare an enrollment form (provided by
AMEX) to obtain the initial order of travelers
checks and forward it to the address shown in
paragraph 030606.A above. If travelers checks
are to be disbursed in other than U.S. currency,
the cashier must provide this information to
AMEX.

030607. Receipt of Travelers Checks

# A. Receipt. The cashier shall invento-
ry and document receipt for each book of travel-
ers checks and for single (loose) travelers checks
received in shipment. The inventory shall
include: \

v "1 counfing the number of books
and/or loose checks, ' 4

2. verifying the denomination
and serial numbers of all travelers checks in each .
shipment,

3. sorting the books or loose
checks by denomination (and currency, if appli-
cable).

B. Discrepancies. Contact AMEX
immediately if travelers checks received in

" shipment do not coincide with the agreement or

shipment forms. Do not disburse any travelers
checks contained in a discrepant shipment until
AMEX acknowledges and agrees in writing to
correct or adjust the discrepancies.

030608. Reordering Travelers Checks. AMEX
has two resupply options under the program:
automatic and on request. DoD has chosen the
automatic resupply option for all DoD Compo-
nents. AMEX’s automatic resupply system will
monitor stock-on-hand based on sales data
reported to them. Each cashier shall initially
establish a "percentage of sales" limit or dollar
limit (maximum level). This limit becomes the
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automatic resupply level for the cashier. A
minimum level ("trigger point") shall also be

. established. The "trigger point" generates a new

supply of checks needed to bring stock level
back to the maximum level.

030609. ' Change of Cashiers (Representatives).
Both the outgoing and incoming DoD Compo-

nent AMEX cashier shall perform a complete,
joint inventory and document all travelers checks
on hand. The completed inventory shall be
signed by both representatives and a letter
transferring the account will be prepared and
signed by the activity Commander. The original
inventory and transfer letter shall be retained by
the DoD Component activity. Advise AMEX by
letter each time there is a change of designated
cashiers. The letter shall include the cashier’s

-AMEX agent code number and the names of

persons authorized to order and receive travelers
checks. Signature specimens are not required.
Forward the letter to the address shown in
paragraph 030606.A above.

030610. - Disbursement (Sale) of Travelers
Checks

‘A. General. AMEX travelers checks
shall be disbursed to employees and members as
a travel advance. The travelers check advance is
in lieu of a cash travel advance. Fees for the
issuance of AMEX travelers checks are based on

the method of payment to AMEX under this

program. Participating DoD Component activi-
ties may use AMEX payment option B or option
C as described below. The preferred payment

option for all DoD Component activities is.

option C.

1. Payment Option B. Under

payment option B, payment to AMEX for the .-

value of travelers checks disbursed plus the
related fees must be made within 5 calendar
days of the date the travelers checks are dis-
bursed. The paying disbursing office is the
disbursing office providing disbursing support to

* the DoD Component activity participating in the
- program. Payment option B shall be used only

for disbursement of travelers checks to members
and employees who ARE NOT participants in
the U.S. Government Travel Card Program and
in those instances when the DoD Component
activity does not participate in the central billing
process described below under payment option
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C. A fee of $.10 per $100 in travelers checks
disbursed is assessed. Refer to paragraph
030610.B and 030611.A below for specific proce-
dures for reporting disbursement of travelers
checks and payment for the checks and related
fees to AMEX.

2. Payment Option C. Within
payment option C, there are two distinctly

different methods of payment: a centrally billed -

account method and an individual charge card
account method. Payment option C is the pre-
ferred payment method for use by all DoD
Component activities. Also, use of this option
requires each participating activity to use the
automated Express Cheque system provided b

AMEX. :

a. Centrally Billed Ac-~
~counts. The centrally billed account method of

payment operates under a concept similar to the

central billing procedures for purchase of and "

payment for airline tickets.. Under this method,
the participating DoD Component activity must
obtain an activity AMEX charge card account.
The activity charge card account is charged for
all travelers checks disbursed to individuals who

ARE NOT participants in the U.S. Government

Travel Card Program. A fee of $1.50 per $100 in
travelers checks disbursed is assessed under this
method. Monthly, AMEX will bill the DoD
Component activity for all travelers checks
disbursed as well as the related fees.

b. Individual Charge Card
Accounts. . The individually billed account
method is applicable to ALL individuals partici-
pating in the U.S. Government Travel Card
Program (i.e., all holders of the American Ex-
press Travel Card). Under this method, travelers
checks are charged to the individual card hold-

- ‘er’s AMEX travel card. A fee of $2.50 per $100

in travelers checks disbursed is assessed under
this method. The individual card holder is billed
monthly by AMEX for the travelers checks as
well as the related fees. This method is identical
to the individual billing procedure currently in
effect for using the AMEX travel card at auto-
mated teller machines (ATMs) to obtain cash.

B. Disbursing Travelers Checks‘

Under Option B. Cashiers shall disburse travel-
ers checks to employees and members only upon
presentation of approved travel orders and
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appropriate identification. In all instances, the
maximum ‘amount of travelers checks disbursed
shall be limited to the amount of travel advance
authorized in the travel order. A Purchaser
Application Form (PAF) must be completed for
each travelers check disbursement. The cashier
should refer to the AMEX user’s guide for dis-
bursing travelers checks and completion of the
PAF. Under this payment option the cashier
shall: - :

1. select the appropriate travel-
ers check amount.

2. complete a PAF for each pack
of travelers checks disbursed and a separate PAF
for each loose travelers check disbursed.

3. ensure the individual inserts
his/her name, address, and signature on each
PAF.

4. give the travelers checks,
refund information, and customer copy of each
PAF to the individual. C

5. advise the individual to sign
each of the travelers checks in the upper left
hand corner immediately. NOTE: Customers

" who do not sign travelers checks immediately
upon receipt forfeit their right to refund from
AMEX. If lost or stolen, travelers checks must
have the customer’s signature in the upper left
hand corner to qualify for refund.

. 6. retain three copies of each
individual’s travel orders and the original and
remaining copies of the PAF for preparation of
the voucher for payment to AMEX.

NOTE: TRAVELERS CHECKS DISBURSED
UNDER THIS METHOD CONSTITUTE AN
ADVANCE OF TRAVEL FUNDS AS DEFINED
IN THE JOINT TRAVEL REGULATIONS (JTR)
AND THE JOINT FEDERAL TRAVEL REGU-

LATIONS (JFTR). AS SUCH, EACH INDIVID-

UAL RECEIVING TRAVELERS CHECKS
UNDER THIS METHOD MUST REPORT
RECEIPT OF THE TOTAL FACE VALUE OF
THE TRAVELERS CHECKS ON THE TRAVEL
CLAIM AS A PARTIAL PAYMENT. AT THE
TIME THE TRAVEL CLAIM IS SETTLED,
THE VALUE OF THE TRAVELERS CHECKS
MUST BE DEDUCTED FROM THE TOTAL
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TRAVEL ENTITLEMENT DUE THE TRAVEL-

ER. IN ADDITION, SINCE THE FEE FOR

THE TRAVELERS CHECKS HAS BEEN PAID

TO AMEX, THE TRAVELER IS NOT AUTHO-

RIZED OR ENTITLED TO CLAIM REIM-.

BURSEMENT FOR THE TRAVELERS CHECK
FEE. FAILURE TO REPORT RECEIPT OF AN
ADVANCE (BY TRAVELERS CHECKS) ON
THE TRAVEL CLAIM RESULTS IN DUPLI-
CATE PAYMENT OF TRAVEL ALLOWANCES
AND CAN BE CONSIDERED AN ATTEMPT
TO DEFRAUD THE U.S. GOVERNMENT.

. C. Disbursing Travelers Checks
Under Option C. As explained above there are
two methods of payment to AMEX under option

~ C, the centrally billed account method and the

individually billed account method. The central-
ly billed account method is for use to disburse
travelers checks to individuals who ARE NOT
participants in the U.S. Government Travel Card
Program. The individually billed account meth-

od is for use to disburse travelers checks to

individuals who ARE participants in the US.
Government Travel Card Program. Under either
of these options, cashiers shall disburse travelers
checks to individuals only upon presentation of

* approved travel orders and appropriate identifi-

cation. In all instances, the maximum amount of

travelers checks disbursed shall be limited to the

amount of travel advance authorized in the
travel orders.

1. . Centrally Billed Account. The

cashier shall:

a. select the appropriate

travelers check amounts required to make up the

amount of travel advance authorized in the
travel orders. : :

b. obtain authorization to
charge the travelers checks to the DoD Compo-
nent activity charge card account. The cashier
should refer to the AMEX user’s guide for dis-
bursing travelers checks and completion of the
required documents. Key or swipe the AMEX
card (DoD Component activity credit card) into
the point-of-sale (POS) terminal to obtain an
approval code. (If the POS terminal does not
return an authorization code, it may be obtained
by calling AMEX Card Authorization Service at
1-800-528-2121 and providing the requested
information.) ‘ :
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c. complete a PAF for each
pack of travelers checks disbursed and a separate
PAF for each loose travelers check disbursed.

d. ensure the individual
inserts his/her name, address, and signature on
each PAF.

: e. iIﬁprint the Record of
Charge (ROC).

: f.  complete the ROC by
recording the approval code; the face value of
the travelers checks; the fee amount (compute
appropriate amount based on the rates shown
above); the sum of face value of the travelers

checks and fee amount; and, ensure the agency

account number is recorded in the area for card
- member account number.. The member or
employee (customer) shall then sign the ROC.

g. givethe travelers checks,
refund information, the customer copy of each
PAF, and the top copy of the ROC to the indi-
vidual. :

h. advise the individual to
sign each of the travelers checks in the upper left
hand corner immediately. NOTE: Customers

who do not sign travelers checks immediately

upon receipt forfeit their right to refund from
AMEX. If lost or stolen, travelers checks must

have the customer’s signature in the upper left

hand corner to qualify for refund.

: i.  retain three copies of
 each individual's travel orders and the original
and remaining copies of the PAF and ROC for
reporting disbursement of the travelers checks to
AMEX and preparation of the voucher for pay-
ment to AMEX upon recelpt of the monthly
billing.

NOTE: TRAVELERS CHECKS DISBURSED
UNDER THIS METHOD CONSTITUTE AN
- ADVANCE OF TRAVEL FUNDS AS DEFINED
IN THE JOINT TRAVEL REGULATIONS (JTR)
AND THE JOINT FEDERAL TRAVEL REGU-

LATIONS (JFTR). AS SUCH, EACH INDIVID-

UAL RECEIVING TRAVELERS CHECKS

UNDER THIS METHOD MUST REPORT |
RECEIPT OF THE TOTAL FACE VALUE OF

THE TRAVELERS CHECKS ON THE TRAVEL
CLAIM AS A PARTIAL PAYMENT.

AT THE
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TIME THE TRAVEL CLAIM IS SETTLED,
THE VALUE OF THE TRAVELERS CHECKS
MUST BE DEDUCTED FROM THE TOTAL
TRAVEL ENTITLEMENT DUE THE TRAVEL-
ER. IN ADDITION, SINCE THE FEE FOR
THE TRAVELERS CHECKS HAS BEEN PAID
TO AMEX, THE TRAVELER IS NOT AUTHO-
RIZED OR ENTITLED TO CLAIM REIM-
BURSEMENT FOR THE TRAVELERS CHECK
FEE. FAILURE TO REPORT RECEIPT OF AN
ADVANCE (BY TRAVELERS CHECKS) ON
THE TRAVEL CLAIM RESULTS IN DUPLI-

‘CATE PAYMENT OF TRAVEL ALLOWANCES

AND CAN BE CONSIDERED AN ATTEMPT
TO DEFRAUD THE U.S. GOVERNMENT.

2. Individually Billed Account. .
The cashier shall: '

a. select the appropriate
travelers check amounts required to make up the
amount of -travel advance authonzed in the
travel orders.

b.  obtain authorization to
charge the travelers checks to the individual’s
AMEX travel card account. The cashier should
refer to the AMEX user’s guide for disbursing
travelers checks and completion of the required
documents. Key or swipe the individual’s
AMEX travel card into the point-of-sale (POS)
terminal to obtain an approval code. (If the POS
terminal does not return an authorization code,

_ it may be obtained by calling AMEX Card Au-

thorization Service at 1-800-528-2121 and provid-
ing the requested information.)

c. complete a PAF for each
pack of travelers checks disbursed and a separate
PAF for each loose travelers check disbursed.

d. ensure the individual
inserts his/her name, address, and s1gnature on
each PAF.

e. imprint the Record of
Charge (ROC).

-f.  complete the ROC by
recording the approval code; the face value of
the travelers checks; the fee amount (compute
appropriate amouﬂt based on the rates shown
above); the sum of face value of the travelers
checks and fee amount; and, ensure the individ-
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ual’s account number is recorded in the area for
card member account number. The member or
employee (customer) shall then sign the’'ROC.

g. give the travelers checks,
refund information, the customer copy of each
PAF, and the top copy of the ROC to the indi-
vidual. ’ ‘ :

h.  advise the individual to
sign each of the travelers checks in the upper left
hand corner immediately. NOTE: Customers
who do not sign travelers checks immediately
upon receipt forfeit their right to refund from
AMEX. If lost or stolen, travelers checks must
have the customer’s signature in the upper left
hand corner to qualify for refund.

‘ i.  retain two copies of each
individual’s travel orders and the original and
remaining copies of the PAF and ROC for re-
porting disbursement of the travelers checks to
AMEX.

NOTE: TRAVELERS CHECKS DISBURSED
UNDER THIS METHOD DO NOT CONSTI-
TUTE AN ADVANCE OF TRAVEL FUNDS AS

DEFINED IN THE JOINT TRAVEL REGULA- ¢

TIONS (JTR) AND THE JOINT FEDERAL
TRAVEL REGULATIONS (JFTR). INDIVIDU-
ALS RECEIVING TRAVELERS CHECKS
UNDER THIS METHOD SHOULD NOT
- REPORT RECEIPT OF TRAVELERS CHECKS
ON THE TRAVEL CLAIM AS A PARTIAL
PAYMENT. SINCE THE FEE FOR THE TRAV-
ELERS CHECKS MUST BE PAID TO AMEX
BY THE INDIVIDUAL' CARD HOLDER IN

SETTLEMENT OF THE AMEX TRAVEL CARD

ACCOUNT, THE TRAVELER IS AUTHO-
RIZED AND ENTITLED TO CLAIM REIM-
BURSEMENT FOR THE TRAVELERS CHECK
FEE ON THE TRAVEL CLAIM.

030611. Reporting Travelers Check Disburse-

ments and Remitting Payment to AMEX

A.  Payment Op‘tion B. The report of
disbursement and payment documentation for
packaged travelers checks is prepared differently
than the documentation for loose travelers

" checks. At the end of each day the cashier shall

follow the appropriate instréictions below.
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1. Packaged Travelérs Check

Disbursements

a. Sort PAFs by denomina- -

tion.

b. Run an adding machine
tape total of each denpmination.

¢. Total the denomination
tapes. ’

d. Complete a Daily Sales
Summary Form (DSF) (refer to the AMEX user’s
guide for instructions on completion of this
form).

e. Combine the forms into
package sets (do not staple forms together) as
follows:

(1) completed DSF,
(2) PAFs,

(3) authorization (travel
orders), and '

(4) tape listings.

. £ Prepareand certify an SF
1034 for the total amount due AMEX (including
the fee for the travelers checks disbursed). The
SF 1034 shall contain a separate line of account-

‘ing data for each travel order involved. The

amount charged to each line of accounting data
(travel order) shall be the amount of travelers
checks plus the applicable fee for the value of

‘travelers checks disbursed to the individual

named in the travel order.

g. Forward the SF 1034 and
two of the package sets of forms combined
above to the activity’s supporting disbursing
office on the same business day, if possible, but
not later than the morning of the next business
day. NOTE: The package set of forms contain-
ing the original DSF and PAFs must be forward-
ed to AMEX with the U.S. Treasury check issued
in payment of the travelers checks and related
fees. The additional package set of forms is for
retention by the disbursing office.
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h. Retain a complete pack-
age set of the forms and a copy of the SF 1034
for reconciliation” of travelers check inventory
and payment documentation. To complete the
cashier’s retained records, the cashier should
obtain a copy of the SF 1034 from the disbursing
office (after payment) which indicates the dis-
bursing office voucher number, date of payment,
and check number (or obtain this information
and transcribe it to the retained copy of the SF
1034).

2. Loose Travelers Check Dis-

bursements

a. Sort PAFs by denomina-
tion. .

b. Total amounts on an
addmg machine tape listing. NOTE: A daily
sales summary form (DSF) is not required for
loose travelers check disbursements.

c. Combine the forms into
package sets (do not staple forms together) as
follows: . ;

(1) PAFs,

(2) authorization (travel
orders), and

(3) tape listings.

d. Prepareand certify an SF
1034 for the total amount due AMEX (including
the fee for the travelers checks disbursed). The
SF 1034 shall contain a separate line of account-
ing data for each travel order involved. The
amount charged to each line of accounting data
(travel order) shall be the amount of travelers
checks plus the applicable fee for the value of
travelers checks disbursed to the individual
named in the travel order.

e.  Forward the SF 1034 and
two of the package sets of forms combined
above to the activity’s supporting disbursing

_office on the same business day, if possible, but
not later than the morning of the next business
day. NOTE: The package set of forms contain-
ing the original PAFs must be forwarded to
AMEX with the U.S. Treasury check issued in
payment of the travelers checks and related fees.
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The additional package set of forms is for reten-
tion by the disbursing office.

~f. Retain a complete pack-
age set of the forms and a copy of the SF 1034
for reconciliation of travelers check inventory
and payment documentation. To complete the
cashier’s retained records, the cashier should
obtain a copy of the SF 1034 from the disbursing
office (after payment) which indicates the dis-
bursing office voucher number, date of payment,
and check number (or obtain this information
and transcribe it to the retained copy of the SF
1034).

B. Payment Option C. Under pay-
ment option C, AMEX will bill the DoD Compo-
nent activity account (centrally billed account) or
the individual AMEX credit card holder’s ac-
count (individually billed account) for travelers
checks disbursed plus the related fees. The
monthly billing from AMEX is based on the
daily report of travelers checks disbursed which
is submitted to AMEX by the cashier. The ,
cashier should refer to the AMEX user’s guide
for complete details on preparing and submitting
the daily travelers check disbursement (sales)
report to AMEX. The cashier shall also comply -
with the minimum requirements as described in
the following subparagraphs.

1. Centrally Billed Account. At
the conclusjon of each individual travelers check
disbursement, the cashier shall segregate the
documentation (by individual transaction) into
package sets as shown below. Each individual
package set shall be fastened together to provide
a complete record of travelers check issuance.
At the end of each business day, the cashier shall
forward that day’s AMEX packages to American
Express, Travelers Cheque Operations Center,
GSA Support Group, 4315 South 2700 West, Salt
Lake City, UT 84184-1300. The cashier and
disbursing office copy of each package set shall

~ be retained by the cashier for use in reconcilia-

tion of the monthly AMEX billing and for prepa-
ration and certification of the voucher for pay-

‘ment to AMEX.

a. - Package Set for AMEX

(1) Original (top copy)
of the PAF,
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(2) bottom

copy
(AMEXCO copy) of the ROC, and '

(3) copy of the travel
orders.

b. Package Set for Cashier

" Files

C : (1) Center copy (yellow
tissue copy) of the PAF,

(2) center copy (Service
Establishment copy) of the ROC, and

_ (3) copy of the travel
orders.

c. bPackage Set for the

Disbursing Office’

: (1) Center copy (green
tissue copy) of the PAF, and :

| (2) copy of the travel
orders.

Upon receipt of the billing (statement of charges)
from AMEX, the cashier shall reconcile all items
appearing on the billing with the cashier’s and
disbursing office copies of the retained package
sets. After reconciliation, the cashier shall pre-
pare and certify an SF 1034 for the total amount
due AMEX (including the fee for the travelers
checks disbursed). The SF 1034 shall contain a
separate line of accounting data for each travel
order involved. The amount charged to each
line of accounting data (travel order) shall be the
amount of travelers checks plus the applicable
fee for the value of travelers checks disbursed to
the individual named in the travel order. The
cashier shall forward the completed and certified
SF 1034, the original and copies of the AMEX
billing, and the disbursing office package sets of
forms included on the billing to the activity’s
supporting disbursing office on the same busi-
ness day received, if possible, but not later than
the morning of the next business day. The
cashier shall retain a copy of the AMEX billing
with the cashier’s package set of the forms and
“a copy of the SF 1034 for reconciliation and
payment documentation. To complete the
. cashier’s ‘retained records, the cashier should
obtain a copy of the SF 1034 from the disbursing
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office (after payment) which indicates the dis-
bursing office voucher number, date of payment,
and check number (or obtain this information
and transcribe it to the retained copy of the SF

- 1034),

; 2. Individually Billed Account.
Individual AMEX travel card holders will be
billed for all travelers checks disbursed to them
in the same manner as AMEX travel card holders
are billed for ATM cash advances. Direct pay-
ment to AMEX for the amount of the travelers
checks plus the related fee is the direct personal
responsibility of the individual AMEX travel
card holders. However, as with the centrally
billed account, the monthly billing from AMEX
is based on the daily report of travelers checks
disbursed which is submitted to AMEX by the
cashier. The cashier should refer to the AMEX
user’s guide for complete details on preparing
and submitting the daily travelers check dis-
bursement (sales). report to AMEX. The cashier
shall dlso comply with the minimum require-
ments as described herein. At the conclusion of
each individual travelers check disbursement, the
cashier shall segregate the documentation (by
individual transaction) into package sets as
shown below. Each individual package set shall
be fastened together to provide a complete
record of travelers check issuance. At the end of
each business day, the cashier shall forward that
day’s AMEX packages to American Express,

Travelers Cheque Operations Center, GSA Sup-

port Group, 4315 South 2700 West, Salt Lake
City, UT 84184-1300. The cashier copy of each
package set shall be retained by the cashier for
use in reconciliation of travelers check disburse-
ments, as necessary. NOTE THAT UNDER
THE INDIVIDUALLY BILLED METHOD,
PAYMENT DATA IS NOT PROCESSED
THROUGH THE DISBURSING OFFICE BE-
CAUSE PAYMENT TO AMEX FOR TRAVEL-
ERS CHECKS DISBURSED IS THE PERSON-
AL RESPONSIBILITY OF THE AMEX TRAVEL
CARD HOLDER.

a‘. Package Set for AMEX

(1) Original (top copy)
of the PAF,

(2) bottom
(AMEXCO copy) of the ROC, and

copy
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(3) copy of the travel

* orders.

b. Package Set for Cashier

Files

(1) Center copies (yel-
low and green tissue copies) of the PAF,

(2) center copy (Service
Establishment copy) of the ROC, and

~ (3) copy of the travel
orders. .

C Remlttmg Payment to AMEX by
the DO. Upon receipt of the SF 1034 and sup-
porting documentation described above, the DO

- shall take appropriate action to process the SF

1034 and effect issuance of a U.S. Treasury check
to AMEX in payment for travelers checks and
fees disbursed under option B and® option C
(centrally billed account). Under option B,
payment to AMEX for travelers checks disbursed

- plus related fees is due within 5 days of travelers

check issuance. Under option C (centrally billed
account), payment to AMEX for travelers checks
disbursed plus related fees is due within 5 days
of receipt of the monthly billing.

030612. Refunds for Individual Cardholders.
An individual will not be responsible for the
amount of lost or stolen checks provided that the
individual has satisfied all of the requirements
AMEX
will clear their account to eliminate responsibility
for the amount of lost or stolen checks replaced
in the form of cash’or traditional American
Express travelers checks (traditional checks)
through the AMEX Refund Service Center.
AMEX will bill the individual card account upon
issuance of the traditional checks or cash. As an
alternative, AMEX can resupply Government

Travelers Checks which can be ordered through

the DoD Components cashier.

030613. Termination of Agreement

A. DoD Component Activities. As
stated in the American Express Travelers Cheque
Trust Agreement, upon termination of the con-
tract between General Services Administration
and AMEX, DoD Component activity cashiers
shall, within fifteen 15 calendar days, destroy all
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- scribed in chapter 06 of this Volume.

travelers checks on hand by cremating or shred-
ding. The cashier shall prepare a DD Form 2669,
Destruction Certificate, that describes the travel-
ers checks by serial number, currency (U.S. or

other), denomination, quantity, and total value. .

The original DD Form 2669 shall be forwarded
to AMEX, and a copy shall be retained for the
DoD Component activity’s records. In addition,
the cashier shall return any equipment, display
material or other property furnished by AMEX.

B. Individual Cardholder. Either the
DoD Component activity or AMEX may suspend
or terminate an individual’s participation in the
AMEX Travel Card Program in accordance with
the terms of the cardholder agreement. In the
event of termination the individual agrees:

1. not to cash the remaining
travelers checks,

2. to cut out the lower right
corner where the chairman’s signature appears
or write "VOID" across the face of each travelers
check in nonerasable ink,

3.  toreturn all uncashed travel-
ers checks to AMEX or the DoD Component
activity cashier. AMEX will bill the individual
credit card account for the amount of travelers
checks not returned within 15 calendar days
after participation in the program has been
terminated. The credit card account statement
must be settled upon receipt.

030614. Loss of Travelers Checks

A. DoD Component Activities. In
case of loss of any proceeds of sale or travelers
checks, whether by theft, burglary, holdup, fire,
dishonesty of employees or members, mysterious
disappearance, or any other cause, the DoD
Component activity shall notify AMEX immedi-
ately and shall report the loss of funds as pre-
In the
event of any such loss, the DoD Component
activity shall pay. all monies due in accordance
with the established agreement with AMEX.

B. DoD Component Activity Cashier.

* The loss of travelers checks or proceeds of sale

while in the custody of the DoD Component’s
cashier constitutes a physical loss of Government
funds. Required actions to be taken to report
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" and investigate the loss of funds are addressed
in chapter 06 of this Volume.

%0307 WEAPONS FOR CASH PROGRAM
030701. Authority. Upon approval of the

Secretary of Defense to establish a weapons for
cash program the following procedures shall be
-utilized to execute the program.

A. Funding' Authorization. The
commander shall provide funding authorization
for weapons procurement based upon approval
to establish a weapons for cash program. The
total amount advanced to the paying agents plus
the amount disbursed for weapons under this
program cannot exceed the funding authoriza-
tion established by the commander. In the event
additional funds are required, the commander
must, first adjust the funding authorization.

B. Paying agents. Paying agents
should be utilized as necessary to successfully
operate the program. All paying agents for this
program shall be appointed as directed in para-
graph 020604 of this Volume. Funds shall be
advanced (subject to the limitations above) by
the disbursing officer supporting the mission to
the paying agents as prescribed in paragraph
030402 of this chapter. The advances will be
provided in the currency of the country in-
volved. Disbursing officers should refer to
chapter 12 of this Volume for procedures to
obtain foreign currency to meet mission require-
ments. ‘

C. Weapons Purchases. Disburse-
ments for each purchase must be accounted for
properly. This shall be accomplished utilizing
SE 44A, Purchase Order-Invoice-Voucher or
other available chain of custody type receipt:
General preparation and distribution of these
forms are as follows:

1. . Each disbursement document
- (receipt from seller) must contain the seller’s
name and (if possible) identification number,
weapon description and serial number, and
amount disbursed. Make sure to obtain the
seller’s signature on the receipt. .

2. The original and one copy of
the disbursement document (receipt from seller)
shall be turned in to the DO, one copy attached
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to the weapon (for inventory control), and one
copy provided to the seller.

D. Clearing or Replenishment of the
Paying Agent’s Account. To clear the paying

agent’s account, the paying agent shall prepare

an OF 1129, Cashier Reimbursement Voucher

and/or Accountability Report. The OF 1129
shall be for the total amount of all disbursement
documents (receipts) turned in and must be
accompanied by the original and one copy of
each document (receipt) and any remaining
balance of the cash advanced. Additionally, a
copy of the approval to establish a weapons for
cash program shall be attached to the OF 1129..
If replenishment of the paying agent’s account is
necessary, the paying agent shall prepare the OF
1129 as prescribed above and submit the com-
pleted document to the supporting disbursing
officer. Subject to the funding limitations de-
scribed in the previous subparagraphs, the
d1sbursm§ officer will issue payment of the OF
1129 to the paying agent for the approved
amount of the OF 1129.
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~ STATEMENT OF AGENT OFFICER’S. ACCOUNT

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

K. 8. ALEX, LTC, FC
FORT FINANCE, IN 46216
0001

AGENT OFFICER'S NAME, GRADE, SSN, UNIT ADDRESS
(Include ZIP Code/APO number and Telephone number.)

K. D. ANDREA, CPT, FC
AGENT
CAMP DOLLAR, IN 46032

TRANSACTIONS AFFECTING AGENT OFFICER’S ACCOUNT

TRANSACTIONS
a

INCREASE BEGINNING BALANCE DECREASE
(Received by Agent) (In Agent’s Account) (Turned in by Agent)
b c d

0.00

. BALANCE FORWARD
. U.S. DOLLARS '

2562.00

ENDING BALANCE
(In Agent’s Account)
: 8

. FOREIGN CURRENCY

. MILITARY PAYMENT CERTIFICATES

. COLLECTIONS

. DEPOSITS

~Njojoie [0 |~

. NEGOT!ABLE INSTRUMENTS:

A. TREASURY CHECKS

15000.00

B. MILITARY PAYMENT ORDERS

C. OTHER (Specify)

8. PAID VOUCHERS

9. INCORRECT VOUCHERS RETURNED

10.

11.

12. TOTAL FUNDS IN HANDS OF AGENT OFFICER

17,562.00

STATEMENTS

DISBURSING OFFICER ’ AGENT OFFICER

ON ADVANCE: | HAVE INTRUSTED FUNDS AND/OR

OTHER ITEMS AS INDICATED IN THIS STATEMENT TO THE
ABOVE NAMED AS MY AGENT OFFICER.

AGENT OFFICER.

ON ADVANCE: I, AS AGENT OFFICER, HAVE RECEIVED
FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE. |

HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR. |
WILL NOTIFY THE DISBURSING OFFICER IMMEDIATELY

UPON DISCOVERY OF ANY LOSS OR SHORTAGE, AND | HAVE
RECEIVED AND UNDERSTAND WRITTEN INSTRUCTIONS
CONCERNING MY DUTIES AND RESPONSIBILITIES AS AN

DATE

19 JAN XX

SIGNATURE OF DISBURSING OFFICER DATE SIGNATURE OF AGENT OFFICER

19 JAN XX

[ oN RETURN: | HAVE RECEIVED FUNDS AND/OR OTHER

[ ] ON RETURN: THE ABOVE STATEMENT OF AGCOUNT IS

ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE CORRECT. \
NAMED AGENT OFFICER.
DATE SIGNATURE OF DISBURSING OFFICER DATE SIGNATURE OF AGENT OFFICER

DD Form 1081, MAY 75

PREVIOUS EDITION IS OBSOLETE

225/149

Figure 3-1. Sample DD Form 1081, Statement of Agent Officer’s Account (Advance of Funds)
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STATEMENT OF AGENT OFFICER’S ACCOUNT

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

K. S. ALEX, LTC, FC
FORT FINANCE, IN 46216
C0001

AGENT OFFICER'S NAME, GRADE, SSN, UNIT ADDRESS
(Include ZIP Code/APO number and Telephone number.)

K. D. ANDREA, CPT, FC
AGENT
CAMP DOLLAR, IN 46032

' TRANSACTIONS AFFECTING AGENT OFFICER'S ACCOUNT

INCREASE
TRANSACTIONS (Received by Agent)
b

a

. BALANCE FORWARD
. U.S. DOLLARS

BEGINNING BALANCE DECREASE ENDING BALANCE
(in Agent's Account) (Turned in by Agent) (In Agent's Account)
c d e

17562.00

. FOREIGN CURRENCY

. MILITARY PAYMENT CERTIFICATES

. DEPOSITS
. NEGOTIABLE INSTRUMENTS:
A. TREASURY CHECKS

~N | oo s W -

. COLLECTIONS 1200.00

702.00

B. MILITARY PAYMENT ORDERS

C. OTHER (Specify)
8. PAID VOUCHERS

3960.00

9. INCORRECT VOUCHERS RETURNED
10. )

11.
12; TOTAL FUNDS IN HANDS OF AGENT OFFICER

STATEMENTS

14,100.00

18,762.00

DISBURSING OFFICER

AGENT OFFICER

[:l ON ADVANCE: | HAVE iNTRUSTED FUNDS AND/OR

OTHER ITEMS AS INDICATED IN THIS STATEMENT TO THE
ABOVE NAMED AS MY AGENT OFFICER.

[: ON ADVANCE: |, AS AGENT OFFICER, HAVE RECEIVED

FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE. |
HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR. |
WILL NOTIFY THE DISBURSING OFFICER IMMEDIATELY

UPON DISCOVERY OF ANY LOSS OR SHORTAGE, AND | HAVE
RECEIVED AND UNDERSTAND WRITTEN INSTRUCTIONS
CONCERNING MY, DUTIES AND RESPONSIBILITIES AS AN
AGENT OFFICER. '

DATE SIGNATURE OF DISBURSING OFFICER

DATE SIGNATURE OF AGENT OFFICER

ON RETURN: | HAVE RECEIVED FUNDS AND/OR OTHER

ON RETURN: THE ABOVE STATEMENT OF ACCOUNT IS

ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE . CORRECT.

NAMED AGENT OFFICER.
DATE SIGNATURE OF DISBURSING OFFICER DATE SIGNATURE OF AGENT OFFICER
21 JAN XX 21 JAN XX

DD Form 1081, MAY 75 PREVIOUS EDITION IS OBSOLETE

225/149

Figure 3-2. Sample DD Form 1081, Statement of Agent Officer’s Account (Return of
' Funds/Vouchers) »

64



DoD Financial Management Regulation Volume 5, Chapter 03

MODEL INTERGOVERNMENTAL AGREEMENT (FOR DIRECT QUOTATION)

AGREEMENT BETWEEN THE UNITED STATES OF AMERICA
AND _ v FOR THE
RECIPROCAL ADVANCE OF FUNDS TO UNITS
OR PERSONNEL OF THEIR ARMED FORCES

The Governments of the United States of America and :
each realizing that units or personmel of their respective armed forces may find themselves
isolated from their parent units without financial means for support while in an area in which
the other Government’s armed force is present, and desiring to facilitate the financial support
of such units and personnel in a situation of that nature, have agreed as follows: '

-

Article I

When uriits or personnel of the armed forces of one of the parties to this agreement find
themselves separated from their parent unit without adequate financial support in an area in
which the armed forces of the other party are present, then cashiers, disbursing officers, or an
individual member of the separated force may request funds from the appropriate area
commander of the armed forces of the other party, or his or her designated representative, to
pay wages and allowances or purchase necessary supplies and services.

Article I

The responsible authorities of a party receiving a request for funds, as in Article I, above,
after satisfying themselves that resources or services of the requesting forces are unavailable
or inadequate, shall honor such request. Requests shall be approved on a case-by-case basis.
Where circumstances permit, this agreement shall be verified. Regardless of whether such
verification is obtained, the Government of the units or personnel to whom the funds are
advanced shall be responsible for effecting reimbursement.

Article 11T

The funds may be advanced in the currency of the lending State, of the State to which
funds are advanced, or of the third State in which the forces may be located, or in any other
available currency acceptable to the receiving force.

Article IV

The cashier, the disbursing officer, or the personnel of the force who receive funds shall -

‘give the authorities of the force who provided the funds a receipt for the funds received.

Such receipts shall be substantially in the form prescribed in the annex to this agreement.

Figure 3-3. Model Intergovernmental Agreement
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Article V l : '

The authorities of the force providing the funds shall present the receipts to the designat-
ed settlement officer of the State to which funds were advanced for reimbursement. ' Normal-
ly, reimbursement shall be made in the currency that was advanced at a rate of exchange to

- the currency of the country seeking reimbursement that is not less favorable to the lender
than that existing at the time of the advance. Where mutually acceptable, reimbursement may
be made in another currency, if that settlement is made at a rate of exchange that is not less
favorable to the country seeking reimbursement than that existing at the time of the advance.
Settlement of accounts shall be made within 30 days of the advance. -

- Article VI

This agreement shall apply durmg both peace and war without 11m1tat1on as to geograph-
ical area.

Article VII

This agreement shall continue in force until 3 months after the receipt by either party of
written notice of the intention of the other party to terminate it.

IN WITNESS WHEREOF the undersigned representatives have signed the present

agreement.
Done at : ‘ this day of 19,
in the English and __- - languages, both texts being equally authori- ‘
tative.
(Signature) (Signature) :

Figure 3-3. Model Intergovernmental Agreement (Continued) .
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‘ : LEVELS OF AUTHORIZED CASH HOLDINGS

IF SOURCE OF FUNDS IS:

" AND WEEKLY
REQUIREMENTS ARE:

THEN HOLD CASH
TO OPERATE FOR:

Reasonably close (not more than 24 hours
required to obtain cash)

$500 or less

4 weeks

over $500 and
less.than $5,000

2 weeks

over $5,000 and
less than $100,000

over $100,000

3 days

Not reasonably close (more than 24 hours
required to obtain cash)

$2,500 or less

4 weeks

over $2,500 and
less than $50,000

over $50,000

Remote

$50,000 or less

4 weeks

over $50,000

2 weeks

Table 3-1. Maximum Levels of Authorized Cash Holdings
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CHAPTER 04

' CHECK CASHING SERVICE (ACCOMMODATION EXCHANGE)

EXCHANGE OF CASH FOR NEGO-

- 0401
TIABLE INSTRUMENTS
040101. Policy

A. General. Asprovidedin31U.S.C.

3342 (reference (0)), DOs are authorized to
“provide check cashing and accommodation
exchange service to military and civilian person-
nel of the U.S. Government, veterans hospital-
ized or domiciled in Veteran Administration
facilities or other U.S. Government institutions,
contractors engaged in U.S. Government projects
(including contractor personnel), and personnel
of autliorized non-governmental agencies operat-
ing with agencies of the United States. It is DoD
policy that such services shall be provided only
when satisfactory banking facilities do not exist.

* B.  United - States.
banks, on-base banking facilities, exchanges, or
other finarcial institutions are not available to
provide check-cashing service, the commander
may request the Deputy Director for Finance,
DFAS Headquarters, to authorize the DO to cash
the negotiable instruments listed in paragraph
040102 of this section. Such a request, with
complete justification, should be submitted
through the Director, Procedures and Guidance
Division, Office of Disbursing Management, 1500
E. 95th Street, Kansas City, MO 64197-0001, via
the servicing DFAS Center. If approved, the
provisions of section 0402 below will apply.
Only the individuals listed in paragraph 040104
of this section are eligible to receive check-cash-
ing service. ' '

RS - C.  Overseas Areas and Ships Afloat.
If military banking facilities, commercial banks,
exchanges, or other financial institutions are not
available or adequate to provide check-cashing
service, the commander may authorize the DO to
cash the negotiable instruments listed in para-
‘graph 040102 of this section. Only the individu-
als listed in paragraph 040104 of this section are

eligible to receive check-cashing service provided

that:

If commercial
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1. The DO’s check cashing -
pohcy is in writing and approved by the com-
mander. It shall specifically identify the scope of
the services to be provided and the personnel
eligible to receive this service.

2. Adequate resources are avail-
able to provide these services without impacting

on levels of service and the primary disbursing

and pay functions.

: 3. The DO has the right to deny
check -cashing privileges to anyone based on
availability of cash or personnel resources. The
commander’s written authorization shall empha-
size this right.

040102. Negotiable Instruments. The negotiable
instruments that a DO may be authorized to cash
are: U.S. Treasury checks; U.S. postal money
orders; traveler’s checks; bank mbney orders;
certified and cashier’s checks drawn on U.S.
banks; checks from reputable companies; and
other checks and instruments drawn on U.S.
banks.in U.S. currency, that the DO can justify
honoring (i.e., guaranteed by the Government or
financial institution).

%040103. Eligibility. Eligibility for check-cashing
services shall normally extend to all personnel
permanently assigned to units in the area served
by the DO. Units desiring personal check-cash-
ing privileges from DOs of another activity or
Component shall designate a point-of-contact
(POC) to work with the DO. The DO may
require the POC to furnish a list of personnel on
TDY/TAD when approved by the DO’s com-
mander. TDY/TAD personnel shall furnish the
DO with a copy of the TDY/TAD orders in
addition to any other items of identification
required by the DO. An authorized agent,
usually a dependent, who is authorized pursuant
to a properly executed power of attorney, may
be granted check-cashing privileges for personal
checks drawn on the account of the member,
personal checks drawn on joint accounts to
which the member is a party, and any other
check which is drawn in favor of the member.
The agent shall present valid identification in the
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course of all transactions. ~All restrictions which
apply to benefiting members shall apply to
- agents of members under the terms of the exe-
cuted DFAS Form 706, Personal Check Cashing
Agreement, which serves as a power of attorney.
This form may be obtained from the servicing
'DFAS Center for local reproduction.

%040104. Eligible Individuals. Individuals who
may be authorized to receive check cashing
services are as follows:

A. Members of the U.S. Armed Forc-
es.

B. Civilian employees of the U.S.
Government who are U.S. citizens.

_ C. US. military retirees. This autho-

rization is contingent upon the requirement that
the theater commander determines that provision
of these services is not prohibited by the Status
of Forces Agreement (SOFA) of the country
involved and that other check cashing facilities
(banks, exchanges, etc.) are not available or
adequate.

D. Hospxtahzed veterans of the U. S
Armed Forces.

E. Contractors and their emf)loyees
engaged in U.S. Government projects provided

that the contractor is a U.S. firm and the ernploy- :

ee is a U.S. citizen.

F. U.S. citizens who are employees of

authorized non-Government agencies such as the .

National Science Foundation operatmg with U.S.
Government agencies.

* - G. Dependents -of all the above
- ordered to safehaven posts due to emergency
evacuation. See paragraph 120304.F for accom-
modation restrictions.

H. Dependents of the personnel
named in subparagraphs 040104.A through
040104.C above holding powers of attorney and
possessing valid DoD identification cards.

I.  Dependents of the personnel
named in subparagraphs 040104.D through
040104.F above holding proper identification and
powers of attorney.
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* J.  Third-country nationals employed
as civilian employees or under contract to the
U.S. Government, or contractors or subcontrac-

tors that are U.S. firms engaged in U.S. Govern-

ment projects in foreign countries, provided the
checks presented by the third-country nationals
are US. Treasury dollar checks or U.S. dollar
checks issued by the contractors to third-country
nationals presenting the check to be cashed.

040105. Internal Controls. Commanders and
other individuals in the chain of command shall
ensure that internal controls are adequate to
preclude the fraudulent issuance and cashing of
negotiable instruments. At a minimum, the
following procedures shall be followed:

A. Allinstruments are endorsed "Pay
to the order of the Disbursing Officer (name of
ship, station, activity, or unit)".

B. The payee shall sign or endorse
each instrument in the presence of the DO,
deputy, agent, or cashier.

: C.. The identity of the deputy, agent,
or cashier providing the cash shall be clearly
identifiable on the negotiated instrument. In the
event that the instrument has been altered or
forged, the deputy, agent, or cashier that cashed
the instrument may be held liable. If the instru-
ment becomes non-negotiable and the identity of
the deputy, agent, or cashier cashing the instru-

" ment is not apparent on the instrument, the DO

may be held accountable.

D. The deputy, agent, or cashier
cashing the negotiable instrument shall properly
verify the identity of the person presenting the
negotiable instrument for payment. There are
virtually no acceptable grounds for granting
relief to an deputy, agent, or cashier who cashes
a forged instrument.

- E. Adequate identification of the
payee is recorded on the negotiable instrument
in order that recovery can be made in the event
that the instrument is dishonored (i.e., legible
name, SSN, duty station/organization, duty
phone, 1.D. Card number, etc.).
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%0402 CASHING PERSONAL CHECKS

%040201. PROCEDURES FOR CASHING PER-
SONAL CHECKS OVERSEAS, ABOARD SHIPS,
AND, BY EXCEPTION, WITHIN THE UNITED
STATES

A. General. If military banking facil-
ities, commercial banks, exchanges, or other
financial institutions are not available or ade-
quate to provide check-cashing services, the
commander may authorize the DO to cash per-
sonal checks overseas or afloat. These DOs often
do not receive notification of dishonored checks
prior. to the individuals moving from the de-
ployed location. In order to expedite collection
on dishonored checks, standard -overseas and
afloat check-cashing procedures applicable to
appropriated fund civilians and military person-
nel throughout overseas and afloat DoD Compo-
nents are prescribed in this chapter. "Overseas
and afloat disbursing offices, all appropriated

civilian payroll offices, and, when individually,

“approved by DFAS Headquarters, all DOs within
the United States that provide accommodation
exchange check-cashing services must implement
these procedures subject to the following:

- 1. A commander may authorize
the DO to cash personal checks for certain
authorized individuals, as prescribed in section
0401 above.

2. " The term "commander" as
used in these procedures refers to a director of
the servicing DFAS Center, commander-in-chief,
base or installation commander, commanding
officer or officer-in-charge, or equivalent civilian
head in the chain.of command of the DO who is
at least grade O6 or GS-15.

3. The commanders and other
individuals in the chain of command shall
ensure that internal controls are adequate to
preclude the fraudulent cashmg of negotiable
instruments.

* B.  Exceptions. DOs of Navy vessels
may cash personal checks for crew members
when the vessel is in a U.S. port and check
cashing facilities are not available for non-resi-
dents of the area. A non-tactical disbursing
activity in the United States may provide check
cashing service when a unit, squadron, or de-
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tachment, without a DO or disbursing capability,
is performing temporary duty away from their
permanent station or homeport in an area where
check cdshing facilities are not available for non-
residents of the area. This authority also applies
when units, squadrons, or detachments are
engaged in training or exercises which preclude
use of available check cashing facilities. For any
situations not described above, the commander
may request authority to provide check cashing
service from the Deputy Director for Finance,
DFAS Headquarters. The request, with complete
justification, should be submitted as prescribed
in paragraph 040101.B aboVe.

C. Limitations. Local’commanders
shall establish maximum amounts for personal
checks that may be cashed by authorized person-
nel and/or their agents. Although check cashing
privileges are required for authorized personnel
and/or their agents in many overseas areas, such
service must be provided within sound financial
management practices. Command policy and
applicable limits, based on the dictates of the
local economy and cost-of-living, must be pub-
lished in writing. Deviations from established
command maximum limits must be provided by
the servicing DO, in writing, for each exception.
Disbursing officers must provide a copy of the
authorization to exceed the established limit
when requesting removal of deficiencies involv-
ing uncollectible insufficient fund checks and
any insufficient fund charges that may be as-

" sessed by financial institutions for personal

checks they have cashed. Section 0404 below
refers. Checks shall be made payable in multi-
ples of $5 unless local conditions make such
increments impractical. However, Treasury
checks or checks issued by insurance companies,
banks, or other institutions of similar financial
standing may be cashed without regard to dollar
amount. All checks shall be drawn on U.S.
financial institutions, overseas branches of U.S.
banks, or overseas military- banking facilities
operated by U.S. contractors; shall be payable
through U.S. banks; and shall be denominated
and payable in US. currency. The DO shall
establish the days and hours during which the
service will be provided and shall make appro-
priate notification of any changes. Suspension of
check-cashing privileges for writers of dishon-
ored checks shall be governed by this section.
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D. Check Cashmg Procedures.

1. Al authonzed military and
appropnated fund civilian personnel who re-
quest check cashing privileges must consent, in

_writing, to immediate collection against their pay
for the total of all dishonored checks. With this
procedure, dishonored checks will not become a
delinquent debt; therefore, there is no authority
to assess a service charge (penalty). However,
the recovery of any insufficient fund charges as-
sessed on the DO by financial institutions are al-
lowed. Depending on the circumstances, this
practice will allow the DO two options:

a.. OPTION 1: The DFAS
Form 706, Personal Check Cashing Agreement.

(1) If the individual’s
payroll office is not known or if the DO or
his/her deputies, agents, or cashiers are cashing
a check for a civilian employee or an authorized

agent of a civilian employee or military member, '

the DO should use the DFAS Form 706.

(2) The term "autho-
rized agent" as used on the DFAS Form 706,
pertains to an individual, usually a dependent,
who is authorized pursuant to a power of attor-
" ney to cash personal checks on behalf of a mem-
ber or civilian employee as prescribed in this
chapter.

' (3) With the proper use
of this form, a separate power of attorney on
behalf of the individual requesting check cashing
service is not required. The member/employee
must appoint an agent by providing a name(s) in
the block titled "Authorized Agent:" of the DFAS
Form 706. The form must be signed by the
member/employee. The agent’s signature would
be verified against a valid form of identification
at the time the check is presented.

b. OPTION 2. An autho-
rized statement stamped on the front of the
personal check may be used only for military
members and civilian appropriated fund employ-
ees, but not for their agents or other classes of
‘individuals authorized check-cashing privileges.

(1) If the individual's
payroll office is_known, the DO can order a
rubber stamp in small type to be placed on the

72

front of the check along the top margin or above

the bank’s name and address as shown in figure
4-1.

(2) The stamp must
mclude the following two-line statement:

"I consent to immediate collection from my pay
the amount of this check plus bank charges, if
this check is dishonored .

(3) The DO or his/her
deputies, agents, or cashiers must place this
statement on the front of the check in the pres-

ence of the individual and must ensure the

individual’s initials are provided at the end of
the statement to validate immediate collection
from the individual’s pay account for dishonored
personal checks.

(4) If the stamp is used,

adequate identification of the payee must be

recorded on the negotiable instrument in order
that recovery can be made in the event that the
instrument is dishonored (e.g., full legible name,
DoD Component, social security number, duty
station/organization, duty phone, identification
card number, etc.). This information must be
verified against a valid identification card.

2.  The following are the respon-
sibilities of disbursing officers and their deputies,
agents, and/or cashiers when pay account
collection for dishonored personal checks be-
comes necessary:

a. When a military member
is in the same component and the DO maintains
the member’s account:

(1) Immediate pay
account checkage, is authorized for the face
value of the dishonored check(s), plus any
charges assessed against the DO by a financial
institution for processing dishonored checks.

(2) As a part of the
DFAS consolidation effort, "partial/casual pay-
ments" are limited to emergency situations.
Therefore, DO’s are no longer allowed to use
"partial/casual payments" as a means of resolv-
ing a dishonored check. '
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b. When a military member
is from a different component, or from the same
component but paragraph 040201.D.2.a above
does not apply (e.g., retirees, members on PCS
orders, TDY, or in any other transitory status)the
following procedures will be applied:

(1) When the DFAS

Form 706 is used. The DO must make copies of

the form (front and back), certify on the reverse
side of the form that the individual consented to
voluntary collection, and send it to the appropri-
ate supporting DFAS Center, as listed in para-
graph 040201.E below to effect the pay account
checkage and make restitution to the negotiating
DO. The payroll office should annotate the
reverse side of the DFAS Form 706 specifying
the action taken for each dishonored check listed.

(2) When the stamp is
used on the face of a check, the DO will prepare
the DD Form 139, Pay Adjustment Authorization

"by Component as follows:

‘(a) Attachalisting
showing each military member’s name, DoD
Component, social security number, unit or duty
station, and check amount(s), along with copies
of the checks (front and back). In cases where
the depositary adds a fee to the amount of the
dishonored check, a copy of the SF Form 5515
should be included to substantiate its inclusion
in the total amount of the checkage. Send all to
the appropriate supporting DFAS Center, at the
mailing address provided in paragraph 040201.E
below for execution of a pay account deduction.

(b) Certify that the

.military members consented to voluntary collec-

tion by typing the following certification state-
ment on the DD Form 139 in the block titled
"Explanation and/or Reason for Adjustment":

"I certify that these collections are the result
of dishonored personal checks cashed by
the cited individuals for the amounts stated.
Each individual has consented, in writing,
that in consideration for cashing the in-
dividual’s personal check(s), the amount of
any check returned unpaid, plus any charg-
es assessed against the DO by a financial
institution, for any reason may be collected
from the individual’s pay.”
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c. Dishonored personal
checks for authorized appropriated fund civilian
employees whose payroll office is known will be
processed as follows:

1) Immediate pay ac-
count checkages are authorized for the face value
of dishonored checks plus any charges assessed

-against the DO by financial institutions.

. (2) The DO must make
copies of the DFAS Form 706 (front and back),
certify on the reverse side of the form that the
individual consented to voluntary collection, and
send the form, along with copies (front and
back) of the checks. In cases where the deposi-
tary adds a fee to the amount of the dishonored

- check, a copy of the SF Form 5515 should be

attached to substantiate its inclusion in the
amount of the pay account checkage. Send all to
the appropriate supporting DFAS Center payroll
office listed in paragraph 040201.E, below, for
pay account checkage(s).

d. Dishonored personal
checks for authorized appropriated fund civilian
employees whose payroll office is unknown:

(1) Ifthe DO orhis/her
deputles agents, or cashiers cannot locate the
individual’s payroll office, a copy of the DFAS
Form 706 (front and back) must be sent to their
supporting DFAS Center listed in paragraph
040201.E requesting they facsimile (FAX) the
individual’s name and social security number to
the Defense Manpower Data Center to locate the
individual’s personnel office. '

.(2) When the support-

. ing DFAS Center receives-a copy of the DFAS

Form 706 (front and back) requesting assistance
in locating the individual and/or payroll office,
that DFAS Center will be responsible for the
following:

(@ If known,

prov1de the DO the name, address, and phone
number of the individual’s payroll office.

(b) If the individ-

ual’s payroll office is not known, FAX the indi-

vidual’s name and social security number to the
Defense Manpower Data Center on (408) 656-
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2087 requestmg the location of the md1v1dua1’
personnel office.

(c) Once the loca- |

tion of the individual’s personnel office is
known, the DFAS Center will forward the infor-
-mation to the DO for action.

(d) The DO will
contact the personnel office to locate the individ-
ual’s payroll office.

(e) Once the pay-
roll office is known, the DO will follow the
procedures prescribed in
040201.D.2.c.(2) above.

. 3. When collection action be-
comes necessary and the payroll office receives
the DD Form 139 or DFAS Form 706 from the
DO, the payroll office will be respon51ble for the
following:

a. Processing the pay
account checkage following normal payroll
procedures.

b. When possible, the

paragraph

payroll office should include a statement similar .

to the following in the remarks column of the
leave and earnings statement (LES):

"Consensual collection action for a dishonor-
ed check."

¢. The DD Form 139 or
DFAS Form 706 will be annotated by the appli-
cable payroll office with the action taken for the
dishonored check(s) and returned to the submit-
ting DO to support the SF 1219, Statement of
Accountability.

d. The applicable DFAS
Center/payroll office will enter the collections
and centrally issue checks, after the debt has
been collected, payable to the DO holding the
dishonored check(s) for the amount(s) that has
been collected each pay period ‘until the total
debt is satisfied.

_NOTE: Ensure the check is made
payable and forwarded to the DO
holding the dishonored check(s). The
payment must be made in full. A
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check is necessary to remove the dis-
honored check(s) from the DO’s SF
1219 for the situations described in this
procedure.

4.  When a military member or
civilian employee is separated or cannot be
located to make restitution (e.g., when a military
member or civilian employee separates or re-
signs), the DO will process dishonored checks
following the procedures otherwise prescribed in
this chapter. '

5. The writing of checks in
advance of the availability of funds and floating
a check cannot be condoned or tolerated. There-
fore, individuals who abuse this privilege by
continuing to write checks against insufficient
funds should be denied future Check—cashmg
privileges.

6. Retention of Documents’

a. For all honored checks,
the DO that permits personnel to cash personal
checks must retain the original signed DFAS
Form 706, Personal Check Cashing Agreement
until six months after the individual transfers to_

‘anew duty station/installation or separates.

b. For all dishonored
checks, the original DFAS Form 706 must stay
with the dishonored check file until resolved. If
the statement above is stamped on the front of
the check and the check is dishonored, the DO or
his/her deputies, agents, or cashiers must make
a copy of the front and back of the check that
must stay with the dlshonored check file until
resolved.

E. DFAS Center Payroll Office Ad-
dresses. The DFAS Center Payroll Office ad-
dresses listed below are provided to help ex-
pedite collection on dishonored checks. These
addresses are to be used when mailing the Pay
Adjustment Authorization (DD 139 Form) and
the Personal Check Cashing Agreement (DFAS
706’s Form) when used as a pay adjustment
authorization. The DO should use the following

“addresses when mailing these forms to another

DoD Component payroll office and the DO
should ensure that the office codes provided are
included in the address:
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1. DFAS-Cleveland Centerv(F'or

Navy. personnel)

a. Active Duty

 Defense Flnance and Accounting SerV1ce -
Cleveland Center

(ATTN: DFAS-CL/FD)

1240 East Ninth Street

Cleveland, OH 44199-2055

b. Retirees

Defense Finance and Accounting Service -
Cleveland Center ‘

ATTN: DFAS-CL/ROA

Retired Pay

P.O. Box 99191

~ Cleveland, OH 44199-1126

c. Reservist

Defense Finance and Accountmg Service -
Cleveland Center

ATTN: DFAS-CL/FDAD

1240 East Ninth Street

Cleveland, OH 44199-2055

d. Navy Civilian Embloyees

Defense Finance and Accounting Serv1ce -
Denver Center

ATTN: DFAS-DE/ENT

6760 E. Irvington Place

Denver, CO 80279-4000

-2, DFAS - Columbus Center (For

DFAS and DLA Civilian Employees)

Defense Finance and Accounting Service -
Columbus Center

ATTN: DFAS-CO/LA

P.O. Box 369017

‘Columbus, OH 43236-9017

3. DFAS - Denver Center (Fpr,

. Air Force Personnel)

a. Active Duty and Reserv-

Defense Finance and Accounting Serv1ce -
Denver Center :
ATIN:  DFAS-DE/FJ
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6760 E. Irvington Place

Denver, CO 80279-3000

b. Retirees

Defense Finance and Accounting Service -
Cleveland Center

ATTN: DFAS-CL/ROA

P.O. Box 99191

Cleveland, OH 44199-1126

c. Civilian Emplovees

¥

Defense Fmance and Accountmg Serv1ce -
‘Denver Center

ATTN: DFAS-DE/FN

Denver, CO 80279-4000

4. DFAS - Indianapolis Center

(For Army Personnel)

ees

a. - Active Duty

Defense Fmance and Accounting Serv1ce -
Indianapolis Center

ATTIN: DFAS-IN/FJEA

8899 E. 56th Street _

Indianapolis, IN . 46249-0801

b. Retirees

Defense Finance and Accounting Service -
Cleveland Center

ATTN: DFAS-CL/ROA

P.O. Box 99191

" Cleveland, OH 44199-1126

c. Reservist

Defense Finance and Accountmg Service -
Indianapolis Center

ATTN: DFAS-IN/FJEB

8899 E. 56th Street :

Indianapolis, IN 46249-0801

d. Army Civilian Employ-

Defense Finance and Accounting Service -
Indianapolis Center

ATTN: DFAS-IN/FA

8899 E. 56th Street

Indianapolis, IN 46249
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5. DFAS - Kansas City Center
(For Marine Corps Personnel)

a. Active Duty

Defense Finance and Accounting Service -

Kansas City Center
ATTN: DFAS-KC/FBL
1500 E. 95th Street
Kansas City, MO 64197-0001 -

b. Retirees

Defense Finance and Accounting Service -
.Cleveland Center

ATTN: DFAS-CL/ROA

P.O. Box 99191

Cleveland, OH 44199-1126

c. Reservist

Defense Finance and Accounting Service -

Kansas City Center
ATTN: DFAS-KC/FJV
1500 E. 95th Street
Kansas City, MO 64197-0001

d. Marine Corps Civilian

Empb loyees

Defense Finance and Accounting Service -
Denver Center

ATTN: DFAS-DE/FNT

6760 E. Irvington Place

Denver, CO 80279-4000

6. U.S. Coast Guard Active
Duty, Reservist, and Retirees

Commanding Officer (F)

U.S. Coast Guard Pay and Personnel Center
444 S.E. Quincy Street

Topeka, KS 66683-3591

%0403  DISHONORED CHECKS

040301. Checks Received as Collections.
Checks received as payment of an obligation to
the Government that are later returned unpaid
by the depositary on an SF 5515, Debit Voucher,
shall be processed as prescribed in this para-
graph. The DO shall prepare a reverse collection
voucher charging the appropriation credited for
the collection. Record the SF 5515 on the DD
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"Form 2657, Daily Statement of Accountability, as

a reduction of deposits (line 4.2A) and the re-
verse collection voucher as a reduction of reim-
bursements (line 4.1E). A copy of the voucher
and the dishonored check shall be provided to
the collecting officer (e.g., commissary officer,
sales officer, etc.) in order for the collecting
officer to reestablish the debt. The collecting
officer is responsible for collection of the debt
under the provisions of chapter 29 of this Vol-
ume.’

040302. Checks Received as Accommodation
Exchange Transactions. Checks received by a
DO in an accommodation exchange transaction
that are later returned unpaid by the depositary
on an SF 5515 shall be processed as prescribed in
section 0402 above. The SF 5515 is recorded on
the DD Form 2657 as a decrease to deposits (line
42A) and as an increase to dishonored checks
receivable (line 7.4).

%0404 REMOVAL OF DEFICIENCIES

040401. Request for Removal. Appropriate
collection action shall start immediately on
receipt of notification that a check has been
dishonored and shall be pursued vigorously
until recovery has been made. If the debtor is
no longer employed or in the military service
and all methods and attempts of collection have
been exhausted and any further attempts at
collection become impractical, the DO shall
submit a written request for removal of the
deficiency to the servicing DFAS Center. The
request shall be addressed via the DO's com-
mander and shall include: the original uncollect-
ible check; a copy of the related SF 5515; copies
of the documents presented in section 0402
above to include the latest available information
regarding the debtor’s whereabouts; a copy of
the commander’s check cashing policy /authority
and, if applicable, a copy of the one-time author-
ity to exceed the commander’s normal monetary
check amount; and a request that the DFAS
Center pursue collection action against the
delinquent debtor to the fullest extent that the
law will allow. Removal will normally be autho-
rized under 31 U.S.C. 3342 (reference (o)) and

. Comptroller General Decision B-239483.2 (refer-

ence (ab)) if the DO complied with the check-
cashing policy and collection requirements
prescribed in this chapter. If the DFAS Center
authorizes removal of the deficiency, that center
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shall provide a memorandum to the requesting
DO authorizing a charge to ***6763.XXXX, Gains
and Deficiencies on Exchange Transactions. DOs
shall provide a copy of the memorandum to the
‘activity to which financial reports are submitted.

The DFAS Center shall continue  attempts to

recover the debt, and if successful, will arrange
for credit to the appropriation charged when the
deficiency was removed. .If the DFAS Center
declines to authorize removal of the deficiency as
authorized in this section, the DO may request
relief of liability under the procedures for relief
of liability for illegal, improper, or incorrect pay-
ments as prescribed in chapter 06 of this;Vol-
ume. '

040402. Lost Dishonored Check. If a dishon-
ored check held in the disbursing office becomes
lost, it shall be considered and handled as a
physical loss of funds.

*040403. Forgeries and Other Unusual Cases. If
investigative action does not determine the
identity of the person who.committed the forg-
ery, or if recovery from this person cannot be
-accomplished, the DO, deputy, agent, or cashier
who cashed the instrument shall be liable for the
deficit. There is virtually no excuse for forgery
to take place if the check-cashing procedures in
this chapter are properly followed. However, if
the DO, deputy, agent, or cashier is of the opin-
ion that the circumstances justify relief of liabili-
ty for theiillegal, improper, or incorrect payment,
a memorandum requesting relief of the liability
may be submitted to the servicing DFAS Center.
The request shall include a summary or a copy
of the investigative results and shall describe the
procedures used to preclude forgery. Each
endorser to the basic correspondence shall ex-
press a recommendation as to whether relief of
liability is considered appropriate.
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JAMES A. HANCOCK 123-45-6789

MARY S. HANCOCK 234-56-7890

4567 ASSUMED DRIVE (703) 345-6789
ALEXANDRIA, VA 22310

NAVY

FEDERAL
CREDIT UNION

VIENNA, VIRGINIA I CONSENT TO IMMEDIATE COLLECTION FROM MY PAY THE AMOUNT OF
THIS CHECK PLUS BANK CHARGES, IF THIS CHECK IS DISHONORED

FOR SAMPLE - NON-NEGOTIABLE
[t2560749074:1 4620:::33333333333]1:001

MARY S. HANCOCK 23456789  OF THIS CHECK PLUS BANK CHARGES, IF THIS CHECK IS DISHONORED__

4567 ASSUMED DRIVE (703) 345-6789
ALEXANDRIA, VA 22310 ' 19

JAMES A. HANCOCK 123-456789 1 CONSENT TO IMMEDIATE COLLECTION FROM MY PAY THE AMOUNT 4620 ‘

NAVY

FEDERAL
CREDIT UNION
VIENNA, VIRGINIA

FOR SAMPLE - NON-NEGOTIABLE
[7256074974:14620:::3333333333311:001 i

*Figure 4-1. Samples of Check Endorsements Consenting to Pay Account Collections
for Dishonored Check Charges '
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CHAPTER 05

DEPOSIT AND TRANSFER OF PUBLIC FUNDS

0501

DEPOSIT OF FUNDS
050101. General. As prescribed in 31 US.C.

3302 (reference (0)), DOs who have funds in
~excess of current requirements shall deposit
them for credit to the Treasury without delay.
An exception to the general rule is authorized
for those instruments which shall be returned to
the remitter in the form in which received, an
example being deposits of unsuccessful bidders
for the sale of Government property. '

1050102.  Depositaries

A. Federal Reserve Bank (FRB). DOs
who use an FRB or branch as a depositary may
do so without prior approval from the servicing
DFAS Center. FRBs or branches shall be used
whenever possible. Appendix B provides a list
of FRBs and brariches. All deposits to an FRB or
branch shall include a Ca$h-Link Identification
Number (CIN) in Block 3 of the SF 215, Deposit
Ticket. The CIN is also required as a part of the
endorsement on negotiable instruments included
in such deposits. The CIN is derived by adding
four leading zeroes to the DSSN and calculating
a check-digit for the ninth position. The CIN is
calculated as shown in table 5-1. When prepar-
ing the SF 215 (and endorsements), the eight-
digit CIN and the ninth digit are separated by a
dash.

B. General Depositaries. ,As pre-
scribed by the Treasury Financial Manual (refer-
ence (w)), banks or other financial institutions
which are approved as general depositaries are

designated by the Treasury. Depositaries will be -

designated only at locations where - they are
needed to receive deposits of public funds for
credit to the Treasury or to furnish cash to DOs
for official disbursements. If more than one
bank or a bank and credit union have been
authorized at a base, station, installation, or
command, the local commander, if asked, should
give these financial institutions equal recognition
when recommending designation as a depositary
to the Treasury. After approval by the Treasury,
the commander should also make an effort to
reasonably distribute official financial transac-
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tions among the approved depositaries. Public
funds shall not be deposited in a financial insti-
tution which is not an approved general deposi-
tary except as provided in subparagraph
050102.E below. Deposits shall not be mailed to
a general depositary unless specifically autho-
rized by the Treasury.

* - C. Requests to Deposit With or
Change General Depositary. DOs who want
either to get initial authorization to deposit
collections with a general depositary or to
change from one depositary to another shall
send a request through the servicing DFAS
Center to the Financial Management Service,
Department of the Treasury, Chief Depositary
Review Section, Banking Operations Branch, 3700
East-West Highway, Hyattsville, MD 20782.
The request should be sent at least 90 calendar
days prior to the requested effective date to
allow the Treasury enough time to make the
necessary arrangements and issue appropriate
instructions to the depositary. The request shall

contain the following information:

1. Name and location of the
depositary currently used.

2. Time and manner in which
deposits are made with the current depositary.

3. Name and location of the
proposed depositary (specify the name and
location of the particular branch office, if applica-
ble).

4. Time and manner in which
deposits will be made with the proposed deposi-
tary. .

- 5. Total dollar amount deposifed
monthly. '

6. Total number of checks (in-
cluding Treasury checks) deposited monthly.

7. Dollar amount and number of
Treasury checks deposited monthly.
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8. Amount of cash deposited

monthly. -
‘ 9. Number of returned checks
per month. '
10. Number of SFs 215 per
month.

11. A brief justification statement
outlining distances involved and savings in time

and money to be gained by approval of the -

request.

‘ D. Need for General Depositary
Ceases to Exist. Should the need for a general
depositary cease to exist, the DO shall notify the
servicing DFAS Center of the date on which the
need will terminate and the reason.

» E. Limited Depositaﬁes. Limited
- depositaries are designated only to receive
deposits made by or on behalf of DOs for credit

to their official non-symbol checking accounts

maintained with such depositaries. Limited

depositaries are not authorized to accept deposits

for credit to the Treasury.

0502 DEPOSIT REQUIREMENTS

%050201. Frequency. The deposit-of all funds
received for credit to the account of the Treasury
shall be made without delay. Deposits shall be
made at a time of day before the depositary’s
specified cutoff time; but as late as possible to
maximize daily deposit amounts: Receipts of
$5,000 or more shall be deposited on the same
day received before the depositary cutoff time.
In those instances where the disbursing office
business day has been advanced due to volume
of transactions and balancing requirements,
deposits shall be made on the disbursing office
business day on which the receipts are processed
into the DO’s account. For example, today’s
calendar date is September 7 but the disbursing
office business date is September 8. If receipts
for the DO’s business date of September 8 equal
or exceed $5,000, the receipts must be deposited
prior to the end of the depositary’s business date
of September 8. Where same-day deposit is not
cost effective, next-day deposit shall be achieved.
It may be necessary, therefore, for DOs to set a
cutoff time in connection with the preparation of
- deposits, and deposit on the following day all
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receipts after that time. If déily deposits of

receipts of less than $5,000 are impractical, they

may be accumulated and deposited when the
total reaches $5,000. However, deposits shall be
made by Thursday of each week, regardless of
the amount accumulated. DOs should limit their
transmittals of deposits to one per day. DOs
shall separate cash from checks and prepare a
separate SF 215 for each when depositing with
an FRB. A cash deposit and a check deposit on
the same day constitute one deposit per day.
For Navy vessels in U.S. ports, deposits shall be
prepared and either delivered in person or
mailed via registered mail to the nearest FRB
when receipts accumulate to $5,000 as prescribed
above. For Navy vessels at sea when daily mail
service is not available, receipts (consisting only

~ of personal checks, money orders and other non-

Treasury negotiable instruments) may be accu-
mulated up to $5,000 before they must be depos-
ited, provided that a deposit of all receipts on
hand is made at least once each week. This
exception does not apply to US. Treasury
checks.- The DO shall prepare the deposits for
mailing via registered mail and deliver them to
the Military Post Office onboard. ' Negotiable
instruments to be deposited shall not be held in
the DO’s accountability pending arrival at the
next scheduled port of call. Regardless of the
total amount, the time interval since the last

- deposit, and the type of checks and negotiable

instruments on hand, DOs onboard Naval ves-
sels shall make a deposit on the last regular
business day before leaving port and the first
regular business day after returning to port for
any at-sea period in excess of one week.

050202. U.S. Dollar Deposits

A. Negotiable Instruments. Neg_otia-

" ble instruments (e.g., Treasury checks, personal

checks, travelers checks, money orders, etc.)
payable in U.S. dollars shall be deposited for
credit to the account of the Treasury with the
nearest FRB or branch or an approved general
depositary. All DOs in the United States (and
activities authorized to deposit to the account of
a DO in the United States) shall deposit Treasury
checks in the sum of $5,000 or more with the
nearest FRB or branch. For example: if the
deposit includes one Tréasury check for $5,000 or
more, the deposit must be made to an FRB or
branch; or, if the deposit contains several Treas-
ury checks, the total of which is $5,000 or more,
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- the deposit must be made to an FRB or branch.

When an FRB or branch is used, separate SFs 215
shall be prepared for each of the following

~. deposits: (1) cash; (2) checks (e.g., Treasury

checks, personal checks, money orders, travelers
checks, etc.); and (3) food stamp coupon redemp-
tions. Check endorsements, SFs 215 and debit or
credit vouchers presented for deposit to an FRB
or branch shall include the nine-digit CIN in
Block 3 of the SF 215 (see paragraph 050102.A

" above). Check endorsements, SFs 215 and debit

or credit vouchers presented directly to a general
depositary shall include the four-digit DSSN as
the DO identification number in Block 3 of the
SF 215. DOs located outside the continental

United States may deposit all Treasury checks

with an established general depositary. Treasury
checks (or cash, or other negotiable instruments)
cannot be mailed to a general depositary without
the expressed permission of the Treasury Depart-
ment. (NOTE: Air Force bases in Europe,
without local contract military banking facilities,
currently have Treasury authority to mail depos-
its to the contract banking facility at Frankfurt,

~ Germany.) Canceled Treasury checks shall be

deposited as prescribed in chapter 08 of this

‘ Volume.

B. Checks Drawn on Foreign Banks

in U.S. Dollars Payable Through a Bank in the

" U.S.. Checks drawn on foreign banks in U.S.

dollars, which are payable through a bank in the
U.S., will have an American Bankers Association
(ABA) routing and transit number.in the upper
right hand corher and may be magnetic ink
character recognition (MICR) encoded with the
U.S. bank’s ABA routing and transit number at

. "the bottom left side of the check. These checks

shall be grouped on a single SF 215 and deposit-
ed as prescribed in paragraph 050202.A above.

* C. Manner of Deposit

1. Deposit by DO. Deposits
shall be made in person by the DO or designated
representative at an FRB or branch or an ap-
proved general depositary. If deposit of checks,
drafts, or money orders in person is impractica-
ble, deposits of these instruments may be made
by registered mail or courier, however, deposits
of checks, drafts, or money orders by mail are
normally authorized only to a FRB or branch.
Cash deposits by mail shall be made only to an
FRB or branch. If a deposit of cash in person is
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impracticable, the next most preferred method is
by armored car. The least preferred method of
depositing cash is by registered mail. The cash
should be double wrapped or placed in an inner
and outer container. If an error is discovered
after an SF 215 has been released to a depositary,

- that document shall not be recalled or corrected;

nor will a corrected SF 215 be prepared and
submitted to the depositary. The DO shall
contact the depositary and provide information
on the error and request the depositary to pre-
pare: an additional SF 215 for the difference if
the dep_osit amount is to be increased; or a SF
5515, Debit Voucher for the difference if the
amount is to be decreased. Upon receipt of the
additional SFs 215 or 5515, the DO shall record
and report the document as prescribed in this
chapter. Deposits of damaged or mutilated cur-
rency shall be made as provided in section 0505
of this chapter.

2. . Deposit By Other Than DO.
When more time is required to personally turn
in funds to the DO than the results would
justify, taking into.account the length of journey
and other factors, agent officers or any other
officers authorized to make collections of public
funds may dispose of collected funds as shown

~ in the following subparagraphs:

a. Approved Designated
Depositary Available. “Agent officers or any
authorized collection officer may make deposits
(in person) on behalf of the DO when an ap-
proved designated depositary is available.
Individuals making such deposits shall follow
the procedures in paragraph 050301 of this
chapter for preparation of the SF 215. The
confirmed copy of the SF 215 shall be submitted
to the DO on the day the deposit is made with
the appropriate collection vouchers and memo-
randum copy of SF 215.

b. Approved Designated
Depositary Not Available. When an approved
designated depositary is not available, agent
officers or any authorized collecting officers may
transmit cash to the DO by postal money order,
bank money order, or cashier’s check. The fee
for purchase of. the cashier’s check or post-
al/bank money order shall be paid in cash at the
time of purchase and the receipt shall be at-
tached to the DD Form 1131. The amount of the
cashier’s check or postal/bank money order shall
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be deducted from the total amount collected.
The body of the DD Form 1131 will be prepared
to show the total amount collected, the fee for

cashier’s check or postal/bank money order, the -

' net collection, and the bank and date of the
money order. Figure 5-11 is an example of a
~ completed DD Form 1131.

050203.  U. S Department of Agriculture Food

Stamps

_ A. General. Food stamps shall be
deposited with the nearest FRB or branch thereof
_on a daily basis. In those instances where the
commissary officer makes the deposit, an agree-
* ment with the DO should be made to define that
responsibility.

B. Deposits. Food stamp deposits

shall be accomplished using a separate SF 215

and shall be mailed registered (uninsured) mail.
In addition, a properly prepared FNS Form 278,
Food Stamp Redemption Certificate shall accom-
pany the SF 215. Food stamps are exempted
from the requirement to maintain a record of
negotiable instruments. The separation of re-
deemed food stamps from other negotiable
- instruments is necessary due to differences in the
audit and reconciliation process. See I TFM 5-
2050.20d (reference (w)).

C.  Lost, Stolen, or Destroyed Food

Stamps

A 1.  Food Stamps Lost, Stolen, or
.Destroyed While in the Custody of a Commis-

sary Officer. Food stamps represent cash, and
all security procedures for cash handling shall be

observed. Food stamps are accounted for by the -
Department of Agriculture (USDA) while other .

negotiable instruments are accounted for by the
Treasury. The USDA Food and Nutrition Serv-
ice (FNS) is not liable for the value of any cou-
pons lost, stolen, or destroyed while in the
custody of an insured financial institution or for
the value of coupons lost, stolen, or destroyed
while in transit from an insured financial institu-
tion to an FRB. USDA has interpreted that DoD
DOs (including deputies, agents, cashiers and
custodians) fall within the definition of an in-
sured financial institution. Food stamps in the
custody of the commissary officer which are lost,
_stolen, or destroyed shall be treated as a physical
" loss of funds on the part of the commissary
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officer in accordance with chapter 06 of this -

- Volume. Also, if an FRB determines that one or

more coupons are missing from a deposit re-
ceived by the FRB, the FRB shall issue an SF
5515. The SF 5515 shall be recorded in the DO’s
accountable records in the normal manner and
treated as a physical loss of funds on the part of
the commissary officer in accordance with chap-
ter 06 of this Volume.

2.  Food Stamp Deposits: Lost,
Stolen, or Destroyed Before Arrival at the FRB.
There may be instances where an entire deposit
of coupons is lost, stolen, or destroyed before
arrival at the FRB. Evidence of this should be
detected through non-receipt of the confirmed
copy of the SF 215. If the lost transaction cannot
be resolved, a descriptive OF 1017-G, Journal
Voucher shall be prepared and recorded in the
DO’s accountable records in the same manner as
an SF 5515 would be recorded. If the commis-
sary officer has assumed the deposit responsibili-

ty as a custodian for the DO, the deficit can only

be cleared by treating the lost food stamp(s) as a
loss of funds on the part of the commissary
officer in accordance with chapter 06 of this
Volume. The commissary officer must either
recover the lost food stamps, request relief of
liability, or consider the lost stamp(s) a loss of
commissary receipts (operating funds). The DO
shall prepare a reverse DD Form 1131, Collection
Voucher citing the same accounting classification
as the stamps were originally collected into. In-
clude on the DD Form 1131 an explanation to
the effect that: the FRB has claimed one or more
of the food stamps were not included in the
deposited package and that there was no evi-
dence the package had been tampered with; or
food stamps were not received by the FRB. ‘A
copy of the DD Form 1131 shall be given to the
commissary officer. The reverse DD Form 1131
shall be used to clear the deficit from the DO’s

accountability only after the loss of funds has
been properly reconciled according to chapter 06
of this Volume. If the DO has assumed the
deposit responsibility, the deficit can. only be
cleared by treating the lost food stamp(s) as a
loss of funds on the part of the DO. Lost food
stamps are considered a phys1ca1 loss and shall
be processed as prescribed in chapter 06 of this
Volume.

050204. Foreign Currency Deposits. See chap-
ter 13 of this Volume.
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050205. Reporting Large Deposits. To permit
the Treasury to manage its balances at each FRB,
DOs depositing a single check totaling $50
million or more, or several checks of a similar
‘nature (e.g., 25 checks from vendors totaling $50
million or more), excluding all Treasury checks,

shall notify the Treasury on the same day the

deposit is made. The report can be made by
telephone or by facsimile transmission (FAX).
The commercial phone number for reporting
deposits to the Treasury is (202) 208-1500 or FTS
268-1500. The FAX number for the Treasury is
commercial (202) 208-1633 or FTS 268-1633. The
report shall state as a minimum: the name of the
Component (e.g. Air Force) and DSSN; the
amount of the deposit; and the name and loca-
tion of -the depositary. After the deposit is
made, a memorandum for the record shall be

prepared showing the above information and -

shall be filed with the DO’s monthly retained
financial records.

050206. .Reportmg Large Fedwire Deposit

System (FDS) Deposits. The Treasury is solely
responsible for managing the Federal Govern-
ment’s daily cash position. Deposit transactions
~ affecting the cash position shall be made known
to Treasury in -advance of the time.of actual
deposit. DOs shall give Treasury 2 days’ ad-
vance notice for deposits that are $50 million or
more in a single transaction, or in multiple
transactions of a common nature that will be
deposited via the FDS. If actual data is not
available, an estimate is considered appropriate.
The following information should be provided:
the name of the Component (e.g. Army) and
DSSN; the DO’s name and telephone number;
the date of the deposit; the amount of the depos-
it ($00.00); a brief description of the transaction;
the appropriation account symbol credited; and
the depositary name and location. The above
information shall be transmitted via FAX (202)
208-1633 or (202) 208-1820 to the Cash and Debt
Management Branch, Financial Management
Service, or by telephone to (202) 208-1771.

050207. Sorting and Listing of. Instruments
Deposited ,

A. General Depositaries. = Checks
deposited with general depositaries need not be
sorted, but shall be accompanied by an adding
machine tape or other listing, unless other ar-
rangements have been made with the depositary.
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NOTE: As explained in the paragraph 050202.A
above, all DOs in the United States (and activi-
ties authorized to deposit to the account of a DO
in the United States) shall deposit Treasury
checks in the sum of $5,000 or more with the
nearest FRB or branch

. B. Federal Reserve Banks

1. Check Deposits. Checks
deposited with an FRB or branch need not be
sorted, but shall be accompanied by an adding
machine tape or other listing showing the
amount of each check and the total amount of
the deposit. The checks, with supporting docu- -
mentation, shall be delivered to the FRB separate
from any cash which the DO may also be depos-
iting with the FRB that same day.

2. Cash Deposits. Deposits of
cash shall be made on a separate SF 215. All
currency shall be sorted by denomination, face
and top up, and deposited in full packages (100
notes) of each denomination; $1, $2, $5, $10, $20,
$50, and $100. Partial packages shall be pre-
pared for each denomination that does not make
a fu]l package. Each package (full or partial)
shall be secured with a non-dénominational
strap. The DO can obtain these straps from a
commercial supplier. The total dollar amount
contained in each package of currency and the
DSSN shall be legibly indicated on each non-de-
nominational strap. Coins shall be rolled when-
ever possible. - The SF 215 shall be accompanied
by an adding machine tape or other listing

reflecting, by denomination, the total of currency
and coin being deposited.

050208. ‘Endorsement of Negotiable Instruments

, A. Area for Endorsements. With the
enactment of the Expedited Funds Availability
Act on September 1, 1988, (reference (ac)), re-
strictions were established for placement of
payee endorsements. Negotiable instruments
shall be endorsed on the back of the instrument
in the 1.and 1/2 inch space along the "trailing
edge." When viewing the face (front) of a check,
the trailing edge is the left hand edge. Normal-
ly, the endorsement will consist of the name of
the payee and other identifying information
required by the activity cashing the check.
When the DO is preparing checks made payable
to the DoD, a DoD Component, another Govern-
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ment agency, or the DO for deposit, the endorse-
" ment stamp required by paragraphs 050208.C or
050208.D below shall appear in this space. When
multiple endorsements occur (or the space is
used by a qualified endorsement such as for
checks endorsed over to the DO by the payee)
and the DO’s endorsement will require space
beyond the first 1 1/2 inches from the trailing
edge, the DO’s endorsement shall use the as-
signed space for subsequent endorsers (the back
of the check in the upper right hand corner, no
more than 3 inches from the right hand edge
(leading edge) of the check). Do not refuse a
check if the area assigned for the bank of first
endorsement has been used. Such checks are
acceptable but will not be processed by the
banking system in the prescribed time frames
under reference (ac), which could hamper collec-
tion action. Blue or black ink is preferable for
endorsements.

B. Endorsement Statement.  The
following endorsements for negotiable instru-
ments are minimum requirements. Activities
with stamps containing additional information
may use them so long as the endorsement can be
contained within the 1 1/2 inch area assigned for
payee endorsers. Treasury has expanded the
DSSN number for the disbursing or collecting
official’s endorsement to a Ca$h-Link Identifica-
tion Number (CIN) which includes four zeroes,
the DSSN, a hyphen, and a check digit when
depositing to an FRB or branch. = The CIN is
“calculated as explained in table 5-1. Figures 5-1
through 5-3 are examples of endorsements on
negotiable instruments received directly by DOs.
To eliminate separate endorsements by collecting
officials and DOs, collecting officials shall en-
dorse negotiable instruments as shown in figures
5-4 through 5-6.

C. Endorsements on Negotiable

Instruments Deposited With an FRB or Branch.
DOs depositing directly with an FRB may func-
tion as the bank of first deposit on behalf of the
FRB. Prior FRB approval must be obtained from

the FRB before this activity is begun. Since little

~ advantage is gained by the DO’s assuming this
responsibility, DOs shall advise the servicing

DFAS Center if an FRB or the Treasury requests -

" that they function as a bank of first deposit. All
checks, drafts, and money orders in payment of
an obligation due the United States, regardless of
the payee to which drawn (mcludmg the Treas-
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ury, the DoD, and any officer of the Govern-
ment), shall be endorsed on the back of the
instrument in the 1 and 1/2 inch space along the
trailing edge (see figures 5-1 and 5-4). The nine-
digit number is the disbursing office’s CIN.
Agencies may use a stamp, or insert the CIN by
hand. The date may be filled in either manually
or mechanically with the date on which the -
deposit is made. This date shall correspond with
the bank’s business day as explained in para- -
graph 050201 of this section.

D. Endorsements on Negotiable
Instruments Deposited With a General. Deposi-
tary. All negotiable instruments in payment of
an obligation due the United States, regardless of
the payee to which drawn shall be endorsed on

_ the back of the instrument in the 1 and 1/2 inch
- space along the trailing edge (see figures 5-2 and

5-5). The blank following "U.S." shall contain the
Component name (i.e. Army, Navy, Air Force,
Marine Corps). The blank following "DSSN"
shall contain the four-digit disbursing activity
DSSN which may be entered manually, mechani-
cally, or be included as a part of the stamp itself. -
The blank following "Date” may be filled in
either manually or mechanically with the date on
which the deposit is made. This date shall
correspond with the bank’s business day as
explained in paragraph 050201 of this section.

* . E. Conditional Endorsements. Do
not accept checks with conditional endorsements
such as payment in full notations, when less
than the total amount due the United States is
paid. Return these checks to the drawers and
advise them that the DoD cannot legally accept
them. '

#050209. Record of Negotiablé Instruments De-

posited. DOs shall keep a complete descriptive
record of all negotiable instruments mailed or
presented to depositaries. This record may be
photocopy or microfilm records of both sides of
the instruments if the source of the instrument is
shown. Where photocopying or microfilming
facilities are not available, the record shall be a
typed or written list containing the: source of the
instrument; name of the financial institution on
which drawn; type of instrument; serial number;
payee; maker; endorser (name of person from
whom received if other than drawer); date
drawn; and amount. Copies of collection vouch-
ers or other documents that show the same data
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aforementioned may be used as the record of
instruments. If an item is lost in banking chan-
nels, the DO may be held pecuniarily liable if the
maker of the check cannot be identified in order
to contact that person for a replacement. There-

_ fore, photocopied, microfilmed, or prepared lists

of instruments deposited shall be kept in active
files until receipt of the deposit is acknowledged.
They may then be filed as supporting documents
to the retained copy of the SF 215 and the SF
1219 which covers the period in which the
deposits were made.

050210. Lost Negotiable Instruments. When a
negotiable instrument is lost, whether before or
after deposit, the DO shall adjust the effected
accounts and immediately request that the maker
of the instrument stop payment and replace it
with a new check or other form of payment.

Disposition of Funds on Transfer or

Reassignment Without Relief.
possession of a ‘DO transferred or reassigned
without being relieved by another DO shall be
deposited prior to transfer or reassignment. All
receipts for cash funds held by deputies, agents,
and/or cashiers, including imprest funds and
change funds, shall be redeemed and thé funds
included in the final deposit. Each deposit made
during the period, including the final deposit,
shall be reported on the SF 1219 whether or not
an acknowledged copy of the SF 215 is received
prior to transfer or reassignment.:

0503 DEPOSIT TRANSACTIONS

SF 215, Deposit Ticket

A. General. Deposits shall be accom-
panied by an SF 215 prepared by the DO in
quintuplicate. The SF 215 is designed to be
processed on optical character recognition equip-

‘ment; therefore, it is essential that the following

requirements be strictly adhered to. Typing in
blocks two, three, four, and five (memorandum
copy) must be single-spaced horizontally and
typed with certain fonts. Typeovers, erasures,
and other corrections cannot be made to entries
in these blocks. The SF 215 shall be typed with
American National Standards Institute Optical
Character Recognition A font (ANSI OCR-A) 10-
pitch type: If an ANSI OCR-A is not available,
PICA, 10-pitch should be used. An undesirable,
but acceptable type font is ELITE, 12-pitch.

Funds in the .
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Specialty type such as Adjutant, Advocate,
Artisan, Courier, Delegate, Gothic, Italic, Scribe,
Script, etc., are not acceptable. An example of SF
215 is shown as figure 5-7. The SF 215 shall be
prepared as described below:

1. Deposit Number - Block (1).
Each SF 215 contains a preprinted six-digit de-
posit number used by Treasury’s central account-
ing and reporting systems as the basis for gene-
rating audit and reconciliation reports for depos-
itor agencies. The preprinted number shall not
be altered, typed over, or changed in any man-
ner. Although prenumbered, it is not necessary
to account for voided or spoiled forms.,;

4 2. Date Presented or Mailed to
Bank - Block (2). Type the date that the docu-
ment is either mailed to an FRB or branch or, if
delivered to a general depositary, the banking
business date of the depositary at time of presen-
tation. The date shall consist of 2-digit single’
spaced groups in month, day, and year order;
separated by hyphens and zero-filled for single
digit dates. :

3.  Eight-Digit Agency Account-
ing Station Code or Four-Digit Disbursing Office
Symbol - Block (3). Type the nine-digit CIN for
deposits to an FRB or branch, or the four-digit
DSSN for deposits to general depositaries. En-
tries shall be left justified and single spaced.

4. Amount - Block (4). Type the
total amount of the deposit, including cents.
Normal punctuation of commas and decimal
points shall be used, however, dollar and cent
signs shall be omitted.

5. Date Confirmed by Bank -
Block (5) (Memorandum Copy). Leave blank. -
To be completed after confirmed copy is received
from the depositary.

6.  Agency Use - Block (6). Block
6 may be used to enter descriptive date regard-
ing the deposit such as: "Prepared by
"Verified by "; and "Deposited by U
with the applicable initials of the person who
performed these tasks. (If a commissary deposit,
the commissary store number and location shall
be entered in this block. Also, if the deposit is
made with a branch bank, the name and location
of the branch shall be entered in this block.)

",
’
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7.~ Name and Address of Deposi-

tary - Block (7). Type the name and address of
the depositary to which the SF 215 is mailed or
presented.

8. Depositary Certification -

Block (8). Leave blank. The depositary will
complete this block.

9. Depositors Title, Department

or Agency and Address - Block (9). Type the
complete mailing address of the disbursing
activity in this block.

B. Distribution and Disposition. The
original, depositary, and confirmed copies of the
SF 215 shall be delivered or submitted to the
depositary with the funds/instruments deposit-
ed. The DO shall retain the memorandum and
agency copies in a suspense file to assure that all
deposits are in fact confirmed by the depositary.
The DO shall take follow-up action on. uncon-
firmed deposits as prescribed in paragraph
050403 below. When the confirmed copy is re-
ceived from the depositary, the date confirmed
shall be transcribed to the agency copy. Based
on the specific requirements of the’ servicing
DFAS Center or FIPC, the confirmed copy shall
be submitted as part of the financial reports for
that month. In those instances where a deposit
is not confirmed in the same month as mailed,
the servicing DFAS Center or FIPC may require
the DO to submit the memorandum copy in
support of the reported deposit activity for that

‘month and to submit the confirmed copy with
the financial reports for the month in which the
confirmed copy is received. - NOTE: When a
~ deposit is presented or mailed to a depositary
and the DO receives the confirmed copy of the
SF 215 in the same month (as presented or

mailed), only the confirmed copy is required to -

be submitted with the monthly financial reports.
The agency copy is always retained by the DO as
part of the retained financial records. The sum
of all deposits presented or mailed to a deposi-
tary shall be reported in Column (2), Section II,
Part B of the SF 1219 for the month in which the
deposit was presented or mailed.

C. Accounting for Deposits. After
netting out all the SFs 5515 (except for EFT SFs
5515) to be accounted for in the current business
day, enter the gotal of all the deposits to be
accounted for during the business day (including
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SFs 215 received from a depositary to adjust a

-deposit) on line 4.2A of the DD Form 2657. At

the end of the accounting period (month), the
memorandum or confirmed copies of each SF
215 (and SFs 5515, including EFT SFs 5515)
applicable to the current accounting period
(only) are used to prepare the detailed deposit
activity report to support of the SF 1219. The
total of the detailed deposit activity report must
agree with the total reported on line 4.2 on the
face of the SF 1219 and with the total reported in
Column (5), Section 1II, Part B, on the reverse of
the SF 1219.

050302. SF 5515, Debit Voucher

A. General. When a check is re-
turned unpaid to the depositary with which the
check was originally deposited, the depositary

" may prepare and execute an SF 5515 to charge

the depositing DSSN. The depositary may also
prepare an SF 5515 charging the depositing
DSSN whenever a check is lost after deposit.
SFs 5515 may also be issued by depositaries and
by the Treasury to establish other valid charges
against a DO’s account. Such charges include
exchange fees and other collection charges
assessed in connection with foreign instruments
deposited. The DO shall immediately record all
SFs 5515 received in the DD Form 2657. The SFs
5515 shall be included in the SF 1219 for the
month in which received.

B. Action by the DO

1. Non-tactical Disbursing

Activities. For SFs 5515 received in connection -
with returned unpaid checks, the DO shall take
action as prescribed in chapter 04 of this Volume
for dishonored checks. For SFs 5515 received in
connection with checks lost after deposit, the DO
shall take action as indicated in paragraph
050210 of this chapter. New checks received
pursuant to action taken by the DO shall be
processed as a new deposit. Charges for han-
dling foreign checks shall be processed as pre-
scribed in chapter 13 of this Volume.

2. Tactical Disbursing Activities.
DOs receiving SFs 5515 shall comply with the
above provisions whenever any one of the
following conditions exist: the deposit (which

"included the lost or dishonored check) was made

during the incumbency of the current DO; the
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deposit (which included the lost or dishonored
check) was made during the incumbency of a
DO whose account is being subjected to the 90-
day local retention period; or, the maker or
endorser of the lost or dishonored check is
locally available for collection action. If none of
the foregoing conditions apply, the current DO
shall forward the SF 5515 by cover letter to the
activity designated to settle the former DO’s
account. A copy of the cover letter shall be sent
to the issuing depositary. In addition to the SF

© 5515, the letter shall contain either the original

dishonored check as returned by the depositary
or in the case of lost checks, a copy of the rele-

vant abstract from the listing of instruments

deposited. In all cases; the cover letter shall
contain the most recent information concerning
the present location and status of the maker or
endorser of the check in question.

. C. Special Arrangement With Deposi-
tary. The DO and the depositary may enter into
a special arrangement whereby unpaid checks
will be automatically returned directly to the DO
to be replaced by new checks. Under such an
arrangement, the depositary would not issue an
SF 5515 unless the unpaid checks were not

- replaced within an agreed period of time.

D. Distribution. The SF 5515 is a
four-part-document. Two copies are retained by
the depositary. The memorandum -and the
confirmed copies are forwarded to the DO. The

- DO shall forward the confirmed copy in support

of the monthly financial reports. The memoran-
dum copy shall be retained with the DO’s re-
tained financial records. An example of SF 5515
is shown as figure 5-8.

E. Accounting. SFs 5515 are account-
ed for as negative deposits. As noted in para-
graph 050301.C above, all SFs 5515 (except for
EFT SFs 5515) to be accounted for in the current
business day are netted against all deposits to be

- accounted for during the business day, and the

total recorded on line 4.2A of the DD Form 2657.
EFT SFs 5515 are recorded on line 4.2B. At the

~end of the accounting period (month), the mem-

orandum or confirmed copies of each SF 5515
(including EFT SFs 5515) and each SF 215 applic-
able to the current accounting period (only) are
used to prepare the detailed deposit activity
report to support Section II, Part B of the SF
1219. The total of the detailed deposit activity
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report must agree with the total reported on line
4.2 on the face of the SF 1219 and with the total
reported in Column (5) Section II, Part B, on the
reverse of the SF 1219.

0504 DEPOSIT RECONCILIATION

*050401. General. ~All DOs are required to
report deposit activity in connection with their
financial reports. NOTE: Until a standard
deposit reporting and reconciliation system is
implemented, each disbursing office shall contin-
ue to prepare and submit the detailed deposit
activity report formerly required by the respec-
tive Component. For example: Army disbursing
offices shall continue to report SF 215 and SF
5515 information in the Data Ele-
ment/Accounting Reporting System; Air Force -

~disbursing offices shall continue to use the

Deposits in Transit System (6] record); and Navy
and Marine Corps disbursing offices shall contin-
ue to prepare and submit the monthly ‘Schedule
of Deposit Activity as prescribed in paragraph
050417 of this section. These inputs are ulti-
mately provided to the Treasury, who also
receives detailed reports from each depositary of
all deposits received and all SFs 5515 issued.

Monthly, the Treasury compares the deposits

and debit vouchers reported by DOs on state-
ments of accountability to the deposits and debit
vouchers reported through the banking system.
When the Treasury is unable to reconcile the
information contained in the two reporting
systems, a statement of differences will be for-
warded to the applicable DFAS Center for recon-
ciliation. All differences which have not been
reconciled after 6 months from the date of initial
reporting are automatically charged back to the
DSSN by the Treasury as a credit or debit to
Budget Clearing Account (Deposits) **F3878.
This action constitutes transfer to the administra-
tive accounts of the DO (i.e., transfers liability
for the unreconciled difference to the DO).
Therefore, it is imperative that DOs promptly
and properly report all SFs 215 and SFs 5515.
Differences occur when: a deposit that was
mailed was not received by the depositary (e.g.,
a deposit delayed or lost in transit); the DO or
the depositary fail to report an SF 215 or SF
5515; the DO reports an SF 215 or SF 5515 num-
ber, date, DSSN, or amount incorrectly on the
detailed deposit activity report; or the depositary
reports an SF 215 or SF 5515 number, date,
DSSN, or amount incorrectly to Treasury. Once
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an SF 215 or SF 5515 has been reported, the

documents cannot be changed, corrected, or -

reversed. Any differences shall be corrected
through the reconciliation and/or Budget Clear-
ing Account (Deposits), **F3878, process. Ag-

gressive action must be taken to clear the charg-.

es and credits entered in this account as rapidly
as poss1b1e (that is, the account must be returned
to a zero balance as rapldly as possible). Trans-
actions in this account must not be allowed to
become stale or unidentifiable. An unidentifiable
balance may result in a DO loss of funds and
associated liability. To maintain control, either
" a manual or mechanized subsidiary record must
" be maintained of each entry into **F3878 that
makes up the current cumulative balance of the
account. The DO or primary deputy shall re-
view the balance of account **F3878 at least once
each month to assure all necessary actions are
- being taken to clear these balances. Also, each
time there is a change of DOs, balances in this
account shall be validated by the incoming DO.
If the departing DO cannot provide the incum-
bent DO with documentation supporting the
*+F3878 items, the departing DO shall process all
unsupported items as a loss of funds as pre-
scribed in chapter 06 of this Volume. The DO
shall certify the balance of this account quarterly
to the servicing DFAS Center.

050402. Deposits Not Reported by DOs. If a '
DO fails to include a deposit transaction on the

SF 1219 (and the detailed deposit report) but the

deposit is reported to Treasury by the depos-

itary, the deposit will appear on the monthly
statement of differences from the Treasury. In
addition, failure to report a deposit on the SF
1219 (or detailed deposit report) should create a
shortage of funds unless the DO also failed to
record collection of a'receivable.. Proper balanc-
ing procedures will not allow this situation to
occur. Correct the discrepancy by processing the
collection and reporting both the collection and
the deposit on the SF 1219. If the discrepancy is
- not corrected and the deposit reported by the
DO within 6 months from the date of the origi-

nal transaction (deposit), Treasury will credit

*+E3878 for the amount of the deposit. To cor-
rect the discrepancy after Treasury has credited
*F3878, prepare an SF 1081 crediting the appro-
priation that should have been credited when the
collection was received and charging **F3878. If
the collection was for a receivable on the SF 1219
that does not involve an appropriation, the SF
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1081 will be a one-sided transaction charging
*F3878. The offsetting entry will be a decrease
to the receivable. In either of these transactions,
+F3878 will be zeroed: insofar as this particular
deposit is concerned. NOTE: Once Treasury
has credited **F3878 for an unreported deposit,
the deposit cannot be reported on the SF 1219.

~ To do so will create another deposit discrepancy
‘because Treasury will not receive a matching de-
* posit report from the depositary.

050403. Deposits Nof Reported by Depositaries. '
SFs.215 which have been reported by DOs but -

not by the depositary will also appear on the
monthly statement of differences from the Treas-
ury. If no confirmation copy is received from
the depositary within a reasonable period of

-time, the DO shall initiate follow-up action with

the depositary to determine the status of the
deposit. A reasonable period of time is consid-
ered to be the normal mailing time from the date

mailed to the depositary until the date a confir- -

mation copy is received based on past experi-
ence. For tactical DOs, consideration should also
be given to unit’s movement schedule and
location when the deposit was mailed. In any
event, follow-up action shall be initiated within
45 days from the date the deposit was mailed.
Follow-up requests to the depositary should
include a copy of the SF(s) 215 and a description
or copies of the instruments included in the
deposit. The depositary should provide a confir-
mation copy or confirmation information to the

- DO in response to the follow-up memorandum.

A depositary response acknowledging receipt of

“the deposit may be used as the confirmation

copy if the actual confirmation copy cannot be
provided. - If the depositary had neglected to
report the deposit and reports it within 6 months
from the date of the deposit, no further action by
the DO is required. If the deposit is not report-

ed by the depositary within 6 months from the

date of the deposit, Treasury will charge **F3878
for the amount of the deposit. If the depositary

had neglected to report the deposit to the Treas-

ury and reports the deposit after 6 months from
the date of the deposit, Treasury will not find

the matching report from the DO because it was -

properly reported 6 months earlier and will
credit **F3878 after 6 months. Since this action
will bring **F3878 back to a zero balance (for this
deposit), no further action by the DO is required.
If the follow-up action does not result in confir-
mation of the deposit or the depositary notifies
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the DO that the deposit was not received, the
deposit transaction shall be reversed in the DO’s
current business. To reverse the transaction, the
DO shall prepare and process a one-sided SF
1081 crediting **F3878. The offsetting entry is a
loss of funds in the DO’s accountability. A copy
of the follow-up memorandum to the depositary
and the depositary’s response shall be attached
as supporting documents to the SF 1081. The
Treasury’s charge to **F3878 after the 6 month

period will offset this credit and balance the

*F3878 account for this deposit. The loss of
funds shall be reported and processed as pre-
scribed in chapter 06 of this Volume. If negotia-
ble instruments were included in the lost depos-

it, the action prescribed in paragraph 050210 of
‘this chapter shall be taken for those instruments.-

050404. Deposit Number Reported Incorrectly.
A deposit discrepancy can be caused by errone-
ous reporting of the SF 215 number by either the
DO or the depositary. In most instances, this
discrepancy should be detected upon receipt of
the monthly statement of differences. Since the
SF 215 cannot be recalled, corrected, or reversed,
both a charge and a credit to **F3878 result
because Treasury cannot find a match between
the SF 215 numbers as reported. No adjustment
action is required by the DO since the charge
and credit to **F3878 offset each other.

050405. Deposit Date Reported Incorrectly. As
with SF 215 number- discrepancies, different

recording of the SF 215 date by the DO and the

depositary will result in a discrepancy on the
monthly statement of differences from Treasury
and eventually in offsetting charges and credits
to **F3878. An SF 215 date discrepancy is usual-
ly caused when a depositary makes a unilateral
change to the SF 215 date based on the date of
receipt (a deposit that was mailed). As with SF
215 number discrepancies, no adjustment action

is necessary since the charge and credit to

*E3878 offset each other.

050406. Deposit Amount Reported Incorrectly.
When an SF 215 amount is reported differently

- by the DO and the depositary, the discrepancy

will appear on the monthly statement of differ-
ences from Treasury and Treasury will (after 6
months) issue a charge or credit to **F3878

representing the difference between the two

reports. If the amount reported by the deposi-

tary is larger than the amount reported by the
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DO, a credit will be received. If the amount
reported by the depositary is smaller, a charge
will be received. If the depositary made the
error, contact the depositary and request a
correction of the reported deposit amount. A
correction by the depositary will result in an

 offsetting charge or credit (as apphcable) to

+F3878. If the DO reported the amount incor-
rectly on the SF 1219, prepare and process an SF
1081 offsetting the charge or credit (as applica-
ble) to **F3878. A credit to **F3878 usually
indicates an understatement of the deposit
amount on the SF 1219. A charge to **F3878
usually indicates an overstatement of the deposit
amount on the SF 1219. Record an SF 1081
crediting **F3878 as a refund on line 4.1B of the
DD Form 2657 and a charge to the appropriation
that was over-collected or as an increase to the
receivable that was over-credited. Record an SF
1081 charging **F3878 as a gross disbursement
on line 4.1A of the DD Form 2657 and as a credit
to the appropriation that was under-collected or
as a decrease to the recelvable that was under-
credited.

050407. Over and Understated Deposits.
Another type of reconciliation becomes necessary
when an SF 215 amount is over or understated.
Normally, the depositary will confirm the depos-
it as presented and immediately issue an SF 5515
for the amount of the overage or an SF 215 for
the amount of the shortage. In either of these
situations, the DO should have detected an
overage of funds for an overstated deposit or a
shortage of funds for an understated deposit
upon the first balancing after the deposit was
recorded and presented or mailed to the deposi-
tary. If actions required by chapter 06 of this
Volume have been taken to record the overage
or shortage of funds, receipt of the additional
adjusting SF 215 or SF 5515 from the depositary
will enable a more rapid settlement of the over-
age or shortage in the DO’s accountability. If an
overage or shortage of funds was not detected,
receipt and recording of the additional adjusting
SE 215 or SF 5515 will create an overage or
shortage, in which case action shall still be taken
to process the overage or shortage as prescrlbed :
in chapter 06 of this Volume.

050408. Depositing DSSN Reported Incorrectly.
When a DO inserts an erroneous DSSN on an SF
215, two mismatches will occur at Treasury. The
depositing DO will report the correct DSSN on
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the SF 1219, but the depositary will report the
DSSN shown on the SF 215. Neither of these
reported deposits will match and both transac-
tions will appear on the monthly statement of
differences from Treasury for the DSSNs. The
DO (whose DSSN was cited on the SF 215)
receiving the statement of differences will have
no record of the deposit since it was made by
another DSSN and erroneously cited his or her
~ DSSN.- After the 6 month period, Treasury will

issue the DSSN shown on the SF 215 a credit to
**F3878 and will also issue the DSSN of the DO
who reported the deposit on the SF 1219 a
charge to **F3878. No action by the DO whose
'DSSN was erroneously cited is required. Upon
receipt of the monthly statement of differences,
the DO who made the deposit shall verify the
nature of the error and shall contact the DO
whose. DSSN was erroneously cited on the SF

215 and advise that the deposit discrepancy was

inadvertently made and will be corrected as soon
as possible. To correct the error, the depositing
DO shall prepare a new SF 215 citing the proper
- DSSN and an SF 5515 citing the same (errone-
ous) DSSN cited on the original deposit. The
same date and amount reported on the original
SF 215 shall be used on these documents to
preclude another 6-month wait before the charg-
es and credits to **F3878 are received. The DO
. shall ask the depositary to process both docu-
ments. Normally, the depositary will not object
since the documents net to zero. At month end,
the depositing DO shall report both the SF 215
and the SF 5515 under his or her DSSN (even
though the SF 5515 cites an erroneous DSSN) on
the detailed deposit report and the SF 1219. The
SF 5515 will appear on the monthly statement of
differences because there will be no matching
report from the DO of that DSSN. After the 6
month period, Treasury will issue the DSSN
shown on the SF 5515 a charge to **F3878. This
charge will offset the credit issued for the origi-
nal SF 215 which was not reported by the DSSN
erroneously cited on the SF 215. Treasury will
also issue the DSSN reporting the SF 5515 a
credit to **F3878 because there will be no match-
ing report from the depositary for that DSSN.
This credit to **F3878 will offset the charge for
the original deposit which was reported by the
depositing DSSN but could not be matched
because the SF 215 cited an erroneous DSSN. .

050409.. Debit Vouchers Not Reported by DOs.
SFs 5515 issued by depositaries are automatically
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reported to the Treasury. The depositary for-
wards the memorandum and confirmed copies
of the SF 5515 to the DO for reporting. If the SF

5515 should have been charged to a different

DSSN, follow the adjustment procedure in
paragraph 050415. Unless the DSSN appearing
on the SF 5515 is not the DSSN of the DO receiv-
ing the document, the SF 5515 shall be recorded
and reported upon receipt. This requirement to
record the SF 5515 applies regardless of whether
or not the SF 5515 is deemed erroneous or if the

" reason given for the charge needs further clarifi-

cation. If the DSSN cited on the SF 5515 is not
the DSSN of the receiving disbursing office, the
document shall be forwarded to the disbursing

‘office whose DSSN is on the document or re-

turned to the depositary if the identity and
location of the disbursing office cannot be deter-
mined. If a DO fails to report an SF 5515 on the
SF 1219 but the SF 5515 is reported to Treasury
by the depositary, the SF 5515 will appear on the
monthly statement of differences from the Treas-
ury. If the SF 5515 is not reported by the DO
within 6 months from the date of the original
transaction (SF 5515), Treasury will charge
**F3878 for the amount of the SF 5515. To
correct the discrepancy "after Treasury has
charged **F3878, prepare a one-sided SF 1081
crediting **F3878. Record the SF 1081 on line
4.1B of the DD Form 2657 and as an increase to
line 7.2B or, if appropriate, to line 7.4 as a dis-
honored check. If the dishonored check was re-
ceived as a collection, process a negative DD
Form 1131 to reverse the earlier collection and
provide a copy of the voucher to the collecting
officer for appropriate collection action on the
dishonored check. NOTE: Once Treasury has
charged **F3878 for an unreported SF 5515, the
SF 5515 cannot be reported on the SF 1219. To
do so will create another discrepancy because
Treasury will not receive a matching SF 5515
report from the depositary.

050410. Debit Vouchers Not Reported by
Depositaries. SFs 5515 which have been reported
by DOs but not by the depositary will appear on

the monthly statement of differenices from the -

Treasury. If no confirmation copy is received
from the depositary within a reasonable period
of time, the DO shall initiate follow-up action
with the depositary to determine the status of
the SF 5515. Follow-up requests to the deposi-
tary should include a copy of the SF(s) 5515 and
a description of the purpose or copies of the
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documents included with the SF 5515. The
depositary should provide a confirmation copy
or confirmation information to the DO in re-
sponse to the follow-up memorandum. If con-
firmed, the depositary response may be used as
the confirmation copy if the actual confirmation
copy cannot be provided. If the dep051tary had
neglected to report the SF 5515 and reports it
within 6 months from the date of the SF 5515, no
further action by the DO is required. If the SF
5515 is not reported by the depositary within 6
months from the date of the SF 5515, Treasury
will credit **F3878 for the amount of the SF 5515.
If the depositary had neglected to report the SF
5515 and reports it after 6 months from the date

- of the SF 5515, Treasury will not find the match-

ing report from the DO because it was properly

. - reported 6 months earlier and will charge

*[3878. Since this action will bring **F3878 back
to a zero balance (for this SF 5515), no further
action by the DO is required.

050411.

Debit Voucher Number Reported Incor-.

rectly. A deposit discrepancy can be caused by
erroneous reporting of the SF 5515 number by
either the DO or the depositary.  In most instanc-
es, this discrepancy should be detected upon
receipt of the monthly statement of differences
from Treasury. Since the SF 5515 cannot be
recalled, corrected, or reversed, both a charge
and a credit to **F3878 will result because Treas-
ury will not find a match between the SF 5515

.numbers reported. No adjustment action is

required since the charge and credit to **F3878
offset each other.

050412. Debit Voucher Date Reported Incorrect-

ly. As with SF 5515 number discrepancies,
different recording of the SF 5515 date by the
DO and the depositary will result in a discrepan-
cy on the monthly statement of differences from
Treasury and eventually in offsetting charges
and credits to **F3878. No adjustment action is

necessary since the charge and credit offset each -

other.

050413. Debit Voucher Amount Reported Incor-

rectly. When an SF 5515 amount is reported
differently by the DO and the depositary, the
discrepancy will appear on the monthly state-
ment of differences and Treasury will (after 6
months) issue a charge or credit to **F3878
representing the difference between the two
reports. If the amount reported by the deposi-
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tary is larger than the amount reported by the
DO, a charge will be received. If the amount
reported by the depositary is smaller, a credit
will be received. If the depositary made the
error, contact the depositary and request a
correction of the reported amount. A correction
by the depositary will result in an offsetting -
charge or credit (as applicable) to **F3878 and no
further action is required. If the DO reported
the amount incorrectly on the SF 1219, prepare
and process a one-sided SF 1081 offsetting the
charge or credit (as applicable) to **F3878. A
Treasury charge to **F3878 usually indicates that
the DO understated the reduction of deposits on
line 4.2A of the DD Form 2657. A Treasury
credit to **F3878 usually indicates reduction of

- deposits was over-stated.

A. If the initial recording of the SF
5515 was to inicrease line 7.2B of the DD Form
2657, and Treasury charges **F3878, record the
one-sided SF 1081 crediting **F3878 as an in-
crease to line 4.1B and an increase to line 7.2B."
If Treasury credits **F3878, record the one-sided
SF 1081 charging **F3878 as an increase to line
4.1A and a decrease to line 7.2B.

B. If the initial recording of the SF
5515 was to reduce a collection previously made
to an appropriation, and Treasury charges
**F3878, prepare a two-sided SF 1081 crediting
*F3878 and charging the appropriation or fund
initially credited and record the SF 1081 as a -
decrease to line 4.1E and an incregse to line 4.1B.
If Treasury credits **F3878, prepare a two-sided
SF 1081 crediting the appropriation or fund
initjally credited and charging **F3878. Record
the SF 1081 as an increase to line 4.1A and an
increase to line 4.1E.

050414. Debit Voucher DSSN Reported Incor:
rectly by DO. Generally, a DO only prepares
SFs 5515 in conjunction with EFT payments.
When a DO inserts an erroneous DSSN on an SF
5515, two mismatches will occur at Treasury.
The preparing DO will report the correct DSSN
on the SF 1219, but the depositary will report the
DSSN shown on the SF 5515. Neither of these
reported SFs 5515 will match and both trans-
actions will appear on the monthly statement of
differences from Treasury for the DSSNs. = The
DO (whose DSSN was cited on the SF 5515)
receiving the statement of differences will have
no record of the transaction since it was made by
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another DSSN and error\eoﬁsly cited his or her
DSSN. After the 6 month period, Treasury will
issue the DSSN shown on the SF 5515 a charge

to **F3878 and will also issue the DSSN of the
DO who reported the SF 5515 on the SF 1219 a:

credit to **F3878. ‘No action by the DO whose
DSSN was erroneously cited is required. Upon
receipt of the monthly statement of differences,
the DO who made the error shall verify the
nature of the error and contact the DO whose
DSSN was cited on the SF 5515 and advise that
the deposit discrepancy was inadvertently made
and will be corrected as soon as possible. To
correct the error, the DO who made the error
shall prepare a new SF 5515 citing the proper
DSSN and an SF 215 citing the same (erroneous)
DSSN cited on the original SF 5515. The same
date and amount reported on the original SF
5515 shall be used on these documents to pre-
clude another 6-month wait before the charges
and credits to **F3878 are received. The DO
shall ask the depositary to process both docu-
ments. Normally, the depositary will not object
since the documents net to zero. At month end,
" the DO who made the error shall réport both the
SF 215 and the SF 5515 under his or her DSSN
(even though the SF 215 cites an erroneous
DSSN) on the detailed deposit report and the SF
1219. The SF 215 will appear on the monthly
statement of differences because there will be no
matching report from the DO of that DSSN.
After the 6 month period, Treasury will issue the
DSSN shown on the SF 215 a credit to **F3878
because there will be no matching report from

the DO of that DSSN. This credit will offset the

charge for the original SF 5515. Treasury will
also issue the DSSN of the DO who reported the
SF 215 a charge to **F3878 because there will be
no matching report from the depositary for that
DSSN. This charge to **F3878 will offset the
credit for the original SF 5515 which cited the
erroneous DSSN.

050415.. Debit Vouchers Prepared Incorrectly by

Depositaries. If a depositary prepares an SF 5515
and charges an incorrect DSSN, the DO whose
DSSN has been charged in error shall, upon
receipt of the SF 5515, prepare an SF 215 to offset
the debit. The usual copies of the SF 215 and the
unpaid check shall be forwarded to the deposi-
tary with an explanation of the action being
taken. The DO shall report the SF 5515 and the
SF 215 in the normal manner on the daily and
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monthly statements of accountability and the
detailed deposit activity report.

*050416. Ca$h-Link Agency Access System. The
Ca$h-Link Agency Access System was developed
by the Treasury Department to assist agencies in
reconciling deposit transactions. Use of the
system allows early access to deposit transaction
information and gives the DO the opportunity to
take immediate action to correct a deposit dis-
crepancy (regardless of dollar value) long before
the six month reconciliation time limit described
above has elapsed. Deposit transactions reported
by financial institutions and Federal Reserve
Banks are available in the system within one or
two days. Use of the Ca$h-Link Agency Access
System is mandatory for all DFAS Centers and
their DAOs. All DoD Component- disbursing
activities are encouraged to apply for the Ca$h-
link system if it is available to them. Informa-
tion and application forms for the Ca$h-Link
Agency Access System can be obtained from the
servicing DFAS Center or the Director, Proce-
dures and Guidance Division, DFAS-KC/CBP,
1500 E. 95th Street, Kansas City, MO 64197-0001.

050417. Schedule of Deposit Activity. A Sched-
ule of Deposit Activity shall be prepared by all
Navy and Marine Corps DOs. The primary
purpose of the schedule is to report the detailed
deposit transactions included in line 4.2 of the SF
1219. The schedule also serves as a transmittal
for deposit documents and provides a detailed
listing of those which remain unconfirmed.

A Preparation

1. General. The schedule shall
be prepared in an original and 2 copies. The
original and 1 copy will be sent to the FIPC with
the SF 1219 and one copy will be retained by the
DO. Marine Corps DOs shall forward the origi-

nal with the financial reports and submit 1 copy

with the advance reports.
2. Header Data

a. Organization. Enter the

~ name of the ship or activity to which the DO is

assigned.

b. Location. Naval vessels
should show their homeport. Shore activities
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should show the city and either the state or the
foreign country in which they are located.

c. DSSN. Enter the DSSN
assigned to the disbursing office.

d. . Disbursing Offlcer Enter

%he name of the DO.

e. Period of Report. Enter
the month and year for which the accompanying
SF 1219 is being submitted.

3. Section 20.0 - Deposits or
Debit_Vouchers Reported This Month. All
transactions affecting the balance reported on
line 4.2 of the current month’s SF 1219 shall be
listed in this section.

a. Deposit Tickets. SFs 215
shall be reported in the month the deposit is pre-

sented or mailed to the bank regardless of the
“month the deposit is confirmed by the bank.
The data shown must be exactly the same as
appears in blocks (1), (2), (4), and (8) of the SF
215 and those data elements may not be changed
or altered even if they are erroneous. Dates
should be displayed in YYMMDD format. - The
month and year shown in the date presented or
mailed column should normally be the.same as
the month and year of the report being prepared.
However, if the DO or other authorized agent
presented or mailed a deposit in a previous
month but failed to report that deposit for that
month and the deposit was also omitted from
the total appearing on line 4.2 of the SF 1219 for
that month, the deposit should be reported in
the current month. The actual date presented or
mailed as shown in block (2) of the SF 215 shall
be shown even if the date is that of the previous
month. Commissary deposits made on a non-
workday which is the last day of the month are
an example of such an occurrence. Deposits will
always be shown as positive amounts.

: ~b. Debit Vouchers. SFs
5515 must be reported in the month they are

received. An SF 5515 which is charged to a

" particular DSSN must be reported by that dis-
bursing office even if the SF 5515 is considered
erroneous or relates to the DO’s predecessor. If
because of error, the SF 5515 needs to be re-
versed, the reversal is accomplished by request-
ing the originating activity (bank or the Treas-
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must be reported in section 20.1.

ury) to issue an offsetting SF 215. Both the
original SF 5515 and the SF 215 are separate
transactions, and both must be reported as they
occur. SFs 5515 will always be shown as nega-
tive amounts. Negative entries are shown by
placing the amount within parentheses. The data
shown will be the same as that which appears in .

" blocks (1), (2), and (4) of the SF 5515. Since most

SFs 5515 originate from a bank or the Treasury,
they are already confirmed. As such, SFs 5515
The date
appearing in block (2) of the SF 5515 will be
entered in both the "Date Presented or Mailed"
and the "Date Confirmed" columns of the sched-
ule. The date will be shown in YYMMDD
format. As an exception to this procedure, DOs
afloat should forward SFs 5515 relating to prede-
cessor accounts to the appropriate FIPC for
inclusion'in the predecessor’s financial reports.

4.  Section 20.1 - Reported This

‘Month and Confirmed This Month or Earlier

“a. General. Enter all items
included in line 4.2 of the SF 1219 for the current
month for which a confirmation document is
included with the schedule. A confirmation

- document is the green copy (confirmed copy) of .

the SF 215 which has been authenticated by a
representative of the depositary or the blue copy
(confirmed copy) of the SF 5515. Deposits shall
be listed before debit vouchers. Within these
two major subdivisions, transactions shall be
listed in date presented or mailed sequence.

b. Adjustm tments. Adjust-

ments to dep051t activity are accomplished by

the issuance of separate adjusting documents.
For example, if a DO overstated the value of an
SF 215, the bank should confirm the original SF
215 in the amount for which issued and issue an
SF 5515 for the amount of the overstatement. If
the amount of the SF 215 was less than the value
of the deposit, the bank should issue a second SF

+ 215 for the difference. In these examples both

documents must be reported by the disbursing
office. In like manner, if a bank or the Treasury
erroneously charges a DSSN with an SF 5515, the
action is reversed by issuing an SF 215 in the
same amount. Again, each document must be
reported by the DO in the month received. For
an unconfirmed deposit which has been deter-
mined to be-lost in transit, the deposit will be
removed from section 32.0 by reporting the lost
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deposit in section 31.0 as if it was confirmed.

The date confirmed will be shown as the first
day of the month for which the schedule is being
prepared. An explanation of the entry must be
mcluded with the schedule.

5.. Line 20.1 - Net of 20.1 Items.

The net of all items included in section 20.1 will
be shown on line 20.1.

6. Section 20.2 - Deposits Re-

ported This Month But Unconfirmed. This
section will be used to report all items included
in line 4.2 of the SF 1219 for the current month
for which no confirmation document is included
with the schedule. Normally, this will consist of
deposits which have been presented or mailed
during the current month, for which the con-
firmed copy of the SF 215 has not been received
as of the date the report is prepared. SFs 5515
will not be shown in this section. Transactions
will be listed in date presented or mailed se-
quence. Each entry in this section must be sup-
ported by an accompanying white (memoran-
dum) copy of the SF 215. ~

7. Line 20.2 - Total of 20.2 Items.
Enter the total of all items included in sectlon
20.2.

8. Line 20.0 - Total Reported

This Month. Enter the sum of lines 20.1 and
20.2. This amount must equal line 4.2 on the SF
1219. A solid line will be drawn on the schedule
between lines 20.0 and 30.0.

9. Lme 30.0 - Total Unconfirmed

Deposits Brought Forward. Enter the amount
shown on line 34.0 of the previous month’s
schedule.

10. Section 31.0 -- Deposits Re-

ported Previous Months. List SFs 215 reported
in a previous month in section 20.2 for which the

confirmed copies (green copies) are now en-

closed.

11. Line 31.0 - Total of 31.0 Items.
Enter the total of all items included in section
31.0.

12. Line 32.0 - Deposits Reported

Previous Months Not Yet Confirmed. Enter the
difference between lines 30.0 and 31.0.

- 13. Section 32.0 - Deposits Re-

ported Previous Months Not Yet Confirmed.
List all items included in sections 20.2 and 32.0
of the ‘previous month’s report which have not
been listed in section 31.0 for the current month.

The total of deposits listed in this section must

equal the total entered on line 32.0. ‘
N

14. Line 33.0 - Deposits Reported

This Month Not Confirmed. Enter the amount
which appears on line 20.2 above.

15. Line 34.0 - Total - Deposits

Reported Which Remain Unconfirmed. Enter the
sum of lines 32.0 and 33.0. This amount will be
entered on line 30.0 of the next month’s sched-
ule.

See figure 5-9.

0505  SHIPMENT OF PUBLIC FUNDS

050501. General

A. Authority. 40 US.C. 721 - 726,

and 729 (reference (ad)) authorizes the shipment .

of valuables. DOs making shipments of items
covered by its provisions shall follow the ship-
ment procedures as described in this section.
Shipments are insured under law and no supple-
mentary insurance will be obtained.

B. Authorized Purposes. Shipments

- of public funds are authorized for the following
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purposes: deposit of funds to an official checking
account; delivery of funds to another DO as an
exchange-for-cash check transaction; shipment of
damaged or mutilated currency; deposit of food
stamps; and obtaining funds from a bank or
from another DO by exchange of a check for
cash. .

C. Methods of Shipment. Public

funds shall be shipped in a manner which will ’

provide the greatest possible protection against
risk of loss and destruction of, or damage to, the
funds. Public funds may be shipped by certified
or registered mail, courier, officer messenger,
Government conveyance, railway express, con-
tract armored car service, or as cargo via the
Military Airlift Command’s signature security
service depending upon availability of means.
However, the normal methods of shipment are
by registeréd mail and Military Airlift Command
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cargo. Shipment by registered or certified mail
is preferred in the case of checks, drafts, money.
orders, etc. Shipment by courier is preferred in
the case of currency and coin. Shipment by

‘Government conveyance or railway express shall

be used only in the case of currency or coin of
excessive weight or bulk. Public funds may also
be transferred between DOs afloat using air lift
(helicopter) or high-line during underway re-
plenishment at sea. In either of these methods,
a buoy or other reliable floatation device shall be
attached to the container to aid in recovery.

D. Record of Shipment. In addition
to accounting documents required in the case of

“transfers and deposits of public funds (i.e., SF

215) and in order to provide the record required
by the regulations issued by the Treasury, each
shipment of funds shall be described in detail on
the DD Form 165, Shipment of Funds:

050502. Preparatibn and Distribution of DD
Form 165

A. General. A DD Form 165 is
required for any shipment containing coin or
currency regardless of amount. The DD Form
165 is not required for shipments for deposit to
the Treasury or to a bank provided the shipment
consists only of checks and money orders and
the record of instruments deposited prescribed
by paragraph 050209 of this chapter is otherwise

 maintained. In addition to the retained copy of

the DD Form 165, the shipping DO shall pre-
serve all registry receipts or other carriers’ re-
ceipts and any other documents incidental to the
shipment until assured that shipment has been

completed and no claims action will be initiated.

B. Preparation. The DD Form 165
shall be prepared in quadruplicate as described
below. A properly prepared DD Form 165 is
shown as figure 5-10.

1. The space "To" shall contain

the complete mailing address of the consignee’

(intended recipient). In the case of transfers of
funds to another DO, the name .of the DO should
be included in the mailing address.

2. The space "From" shall con-

tain the complete name and mailing address of

the consignor (DO shipping the funds).
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3. The space "Purpose of Ship-
ment" shall describe the purpose of the shipment-
such as "For deposit to Disbursing Station Sym-
bol Number" or "Transfer of funds in exchange

- for a U.S. Treasury check".

4. The space for "Number of
Containers" is self-explanatory. :

5. The spaée for "Shipped Via"
shall indicate the method of shipment (ie.,
registered mail, courier, messenger, etc.).

6. The space "Mail Receipt No.
and Date" shall include the registry number or
the lock and rotary numbers, if any, under which
shipment is made as well as the number of the
registry receipt, or other receipt of the carrier.

7. A complete description of the.
currency and/or coin being shipped shall be
shown in the spaces provided by type, denomi-
nation, quantity, monetary unit .total, rate of
exchange if not U.S. currency/coin, and value in
U.S. dollars. Checks and other negotiable instru-
ments shall be listed individually on the reverse
of the form. '

8.  The contents of the shipment
shall be personally counted by the DO and one
responsible witness and placed in the appropri-
ate shipping container(s). Both the DO and the
witness shall date and sign the DD Form 165 in
the spaces provided under the certification: "We
have counted, verified and sealed this shipment."
The DO shall be personally responsible for deliv-
ery of the shipment to the carrier. ,

9. The spaces: "This shipment
was received from shipper and delivered to" and
"Delivery date and hour" shall be completed on
the copy to be mailed- directly to the consignee
and the copy retained by the shipping officer at
the time of release to the carrier.

10. The portions pertaining to -
receipt of the shipment shall be left blank by the
shipping DO. The consignee shall complete this
portion of the DD Form 165 upon receipt and
verification of the shipment.

C. Dfstribution. The DD Form 165
shall be distributed as follows:.
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1. The original and duplicate
shall be included with the shipment.

2. Acopy shall be forwarded by
mail direct to the consignee as a notice of ship-
ment when the amount is equal to or greater

than $10,000.

3. A copy shall be retained by
the shipping officer. This copy shall bear the
original signatures of the DO and verifying
witness and shall be used if necessary to sub-
stantiate a claim for loss in shipment.

D. Shipment by Registered Mail or as
Cargo via the Military Airlift Command. When
shipment is made by registered mail or as cargo
via the Military Airlift Command, the copy of
DD Form 165 forwarded by mail to the consign-
ee and the copy retained by the shipping officer
shall show the registry number and the date the
shipment was delivered to the post office or
terminal. Whenever feasible, single shipments
shall be limited to a maximum of $250,000.
Registered mail and Military Airlift Command
-shipments shall be properly packaged to prevent
breakage in transit. Advice as to adequate
packaging can be obtained from military post
offices. The copy of the DD Form 165 retained
by the officer shipping the funds shall be signed
by the appropriate postal official in the space
beneath the block "Delivery Date and Hour."

" E. Shipment by Courier or Officer
Messenger. When shipment is made by courier
_ or officer messenger, the DO making the ship-
. ment shall enclose the funds in a securely sealed
-envelop,

bearing the name and address of the consignee.
Any commissioned or warrant officer of the
Armed Forces on active duty or any individual
serving as a courier for the Department of State
is authorized to act as courier for delivery of
funds represented by currency, checks, drafts, or
money orders. The courier shall take all practi-
cable precautions for the protection of the ship-
ment. The copy of DD Form 165 retained by the
officer shipping the funds shall be signed by the
courier in the space beneath the block "Delivery
Date and Hour" as a receipt for the shipment.
When-arrangements for the shipment are made
through a message center, the registry number
shall be inserted on the copy of the DD Form 165
to be retained by the shipping officer and the

money bag, or other suitable container
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space below "Delivery Date and Hour" shall be
signed by an authorized official of the message

~ center. Upon receipt of the shipment, the con-

signee shall sign the original of the DD Form 165
in the last signature block after verification of the
contents of the shipment and return it to the

“shipper as a receipt. The copy shall be signed by

the consignee in the space beneath "Delivery
Date and Hour" and shall be given to the courier

~ as receipt for the shipment. The advance copy

providing notice of shipment shall be annotated
to indicate date of receipt and shall be retained
by the consignee. If the services of an office
messenger are obtained, the messenger shall sign

the DD Form 165 in the block for delivery date

and hour.

F. Shipment by Government Convey-

ance. When the shipment is of such weight or
bulk as to make other methods of shipment
impracticable, shipment -may be made by Gov-
ernment conveyance. The DO shall make the
necessary arrangements for the shipment and
receive the bill of lading for the delivery with
the shipment. In all cases, the DO shall be
designated as the shipper and the consignee
shall be the officer responsible for executing the
receipt for the funds. The DO shall be responsi-
ble for direct delivery to the carrier and obtain-
ing receipt on a copy of the bill of lading.

G. Shipments by Armored Car Ser-

vice

1.  General. Shipment of funds
by commercial armored car service is authorized
when such service is found to be both consonant
with sound economy and the greatest possible
protection against risk of loss. The cost of such
hire shall be charged to the operations and
maintenance fund of the activity to which the
DO requiring the shipment is attached.

2. Obtaining Funds From Banks.
When funds are obtained from a bank other than
an FRB or branch, the DO shall accept custody of
the funds at the bank and then personally turn
the funds over to the armored car carrier for
transporting. Since FRBs comply with the Treas-
ury regulations in making shipments of money,
funds may be obtained from an FRB or branch
by forwarding an exchange-for-cash check to the
bank with instructions for delivery of the funds
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to the armored car carrier in the desired denomi-
nations.

050503. Action by Consignee. Upon receipt of
a copy of DD Form 165 as notice of shipment,
the consignee (intended recipient or authorized
official designated by activity receiving ship-
ment) shall make arrangements to receive the
shipment. Upon receipt of the shipment, the
consignee shall ensure that the shipment is
opened and inspected by one or more responsi-
ble employees. The consignee shall sign the
original DD Form 165 and return it to the ship-
ping officer as a receipt. If shipment was made
by courier, the consignee shall sign and deliver
to the courier a copy of the DD Form 165 as an
acknowledgment of receipt of the shipment.
When the shipment represents funds for deposit,
the consignee shall complete the SF 215 and
return the required copies to the DO. The
consignee shall immediately advise the shipping
officer of any difference between the amount or
~ quantity indicated on the copy of the DD Form
165 and in the actual shipment at the time of
opening. If the shipment fails to arrive in due
course, the consignee shall immediately notify
the shipping officer, the post office, or office of
other carrier through which delivery would be
made. The consignee shall also immediately
notify the shipping officer of any damage to the
shipment. All findings of the consignee in such
cases shall be a matter of record, subject to
inspection in connection with any necessary
investigation.

050504.- Action by Consignor The consignor
(the bank or the DO shipping the money) shall
ensure that prompt action is taken to trace a
shipment of funds for which a receipted DD
Form 165 is not received within a reasonable
time. Telephone or message contact with the
consignee shall be initiated in order to insure the
consignee’s compliance with the provisions of
paragraph 050503 above.

050505. Losses in Shipment. Accountability for
public funds rests with the consignor until the
consignee has received and verified all funds
listed on the DD Form 165. If funds shipped as
prescribed in this section are lost, destroyed, or
damaged, the shipping officer shall forward an
immediate written report to the Bureau of Public
Debt, Division of Financial Management, Admin-
istrative Accounts Branch, Washington, DC
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20239. A copy of the report shall be provided to

~ the consignee and to the servicing DFAS Center.

If the loss, destruction, or damage represents a
value equal to or in excess of $10,000, or if delay
in reporting is likely to delay the Government in
recovering the value of the shipment, the report
shall be transmitted by message or telegram and
promptly confirmed in writing. The report shall

_state the: date of shipment; amount and charac-

ter of the valuables lost, destroyed, or damaged;
name and address of the consignee; method of
transportation, the name of the carrier, and the
location of the office of the carrier from which
shipment was made; registry or other receipt -
number; and cause of the loss, destruction, or
damage, if known. The consignor shall immedi-
ately notify the agent in charge of the nearest
U.S. Secret Service office, the appropriate investi-
gaﬁve service, the local post office, or local office
of other cartier. The shipping officer shall also
place a tracer on the shipment and take such
other action as may be necessary to facilitate
recovery.

050506. Recovery Action

A. General. Recovery action is pri-
marily the responsibility of the officer who is ac-
countable for the lost or damaged funds. In the
case of funds for which an exchange-for-cash
check has been issued, responsibility and ac-
countability rests with the bank or DO who
shipped the funds (consignor). However, ac-
countability for the check still rests with the DO
who issued the check (consignee) and its value
shall continue to be reported in the SF 1219 as
funds in transit. The consignee should deter-
mine what action was taken by the shipping
officer and should monitor the course of investi-
gative action taken. In the case of coin or cur-
rency lost en route to a depositary, accountability
rests with the DO who made the shipment for
deposit. It shall be the DO’s responsibility to
take the reporting and recovery actions required.
In either case, action to report the loss of funds
shall be taken as prescribed in chapter 06 of this
Volume. The DO who shipped the funds shall
record the value of the lost shipment on line 7.3

of the SF 1219 as a loss of funds. If the DO is

reassigned before recovery can be effected, the
relieving DO shall not receipt for the loss. How-
ever, the relieving officer shall be responsible, in
conjunction with the designated settlement office,
for ensuring that necessary claims are properly
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filed and that the proceeds from the claims are
properly applied in liquidation of the loss.

"B.  Checks and Money Orders. The
DO shall take action to recover the amount of
the lost negotiable instruments following the
procedures in paragraph 050210 of this chapter.
Since this action should be sufficient to recoup
the full amount of the lost deposit, the claims
- described in subparagraphs 050506.C or 050506.D
below shall not be filed. However, in the event
. this action does not result in full recovery, the
DO may request relief of liability for the uncol-
lectible portion of the lost shipment. Such a
request shall be fully supported by copies of all
correspondence pertaining to the unsuccessful
recovery action.

C. Claim Against U.S. Postal Service.

The liability of the U.S. Postal Service in the case
of lost currency shipped by registered mail is
- generally limited to shipments of $100 or less. A
claim for a lost shipment of $100 or less can be
filed only by the consignor (mailer). A claim for
damage or partial loss may be filed by the
consignor or by the consignee (addressee). The
applicable claim form is PS Form 565, Registered
Mail Inquiry for Delivery and/or Application for
Indemnity. The accountable DO should obtain

a copy of the completed PS 565, and shall ensure ‘

that he or she is listed on the form as the claim-
ant. For losses exceeding $100, the PS 565 shall
be filed as a means of tracing the shipment, but
the filing will not constitute a claim.

) D. Claim Against the Treasury.
Claims for the value of lost currency shipments
in excess of $100 shall be submitted by the ac-

countable DO to the Secretary of the Treasury.

via the servicing DFAS Center. The Secretary of
the Treasury will require proof of claim in such
form, and in such manner, as he deems neces-
sary. Proof of claim will include satisfactory
proof of loss, destruction, or damage. The claim
shall be supported by the original of the DD
Form 165, which will be returned after adjust-
ment of the claim. The consignor (shipping
officer) shall submit a statement concerning the
loss or destruction of, or damage to, the ship-
ment or any part thereof. If the shipment was

received by the consignee with contents not

intact, the statement shall set ‘f_orth all the cir-
cumstances relating to the condition in which the
shipment was received and the manner of in-
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spection and verification of its contents. Affida-
vits covering the loss, destruction, or damage to
the shipment shall be obtained from the consign-
ee and the carrier. The statement and recom-
mendations of the investigating officers shall also
be included. In the case of lost shipments for
which an exchange-for-cash check was issued to
an FRB or another DO, the issuing DO shall
request that the shipping officer take the above
actions and provide copies of all documentation.
After filing of the claim, all necessary and rea-
sonable steps to recover the lost, destroyed, or
damaged shipment shall continue. All recoveries
and refunds received following favorable consid-
eration of the claim shall be turned over to the

- Treasury.

E. Restitution and Relief. The Secre-

- tary of the Treasury shall grant claims for lost,

damaged, or destroyed shipments only if the
shipping officer strictly followed the prescribed
procedures. In the event of a denial of the claim,
the accountable DO may either make restitution
of the missing funds or submit a request for
relief of liability as prescribed in chapter 06 of
this Volume. Relief will be granted only if the
accountable officer is judged to be free of fault or
negligence. Therefore, the relief request shall
clearly and convincingly justify any departure
from prescribed regulations.

050507. Damaged or Mutilated U.S. Currency

A. Fragments of U.S. Currency.
Damaged or mutilated U.S. currency recovered

- from inadvertent wartime destruction or from

peacetime catastrophes affecting DoD property
and personnel such as aircraft crashes, ship
sinkings, building explosions, or chemical spills
shall be processed as explained below.

1. Fragments shall be invento-

" ried by at least three disinterested persons and,

where a DoD Component has jurisdiction,
brought under safekeeping control by the appro-
priate DO. :

2. Fragments shall be packaged
following procedures in subparagraph 050507.B
below, and forwarded to the Bureau of Engrav-
ing and Printing for determination of value.

3. In the event that fragments
are contaminated, the DO or other responsible




DoD Financial Management Regulation

Volume 5, Chapter 05

. official shall contact the Office of Currency

Standards, Bureau of Engraving and Printing, at
(202) 874-2361 to arrange for on site review by
Bureau personnel or special disposition instruc-
tions.

B. Packaging Mutilated Currency.
Mutilated currency examiners normally can

. determine the value of mutilated currency when

it has been carefully packed and boxed as de-

. scribed below.

1. Regardless of the condition of
the currency, do not disturb the fragments more
than is absolutely necessary.

2. If the currency is brittle, pack

it carefully in cotton and box it as found, with-

out disturbing the fragments, if possible.

3. If the currency was in a

. purse, box, or other container when mutilated, it

should be left there, if possible, in order to
prevent further deterioration of the fragments or
to prevent them from being lost.

4. Ifitis absolutely necessary to
remove the fragments from the container, send
the container with the currency and any other
contents found, except as noted in subparagraph
050507.B.7 below.

5. If the money was flat when
mutilated, do not roll or fold.

6. If the money was in a roll
when mutilated, do not attempt to unroll or
straighten.

7. If coins or any other metal are
mixed with the currency, remove carefully. Do
not send coins or other metal in the same pack-
age with mutilated currency, as such metal may
further damage the currency.

8. Properly packaged currency -

should be sent to: Department of the Treasury,
Bureau of Engraving and Printing, ATTN: OCS,
Room 344, BEP Annex, P.O. Box 37048, Washmg—
ton, DC 20013.
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050508. Uncurrent or Mutilated U.S. Coins

‘A. Worn Coins. . U.S. coins that are
merely worn or reduced in weight by natural
abrasion, yet are readily and clearly recognizable
and are machine countable, may be redeemed at
face value at any FRB or branch.

B. Mutilated Coins. U.S. coins that
are bent, broken, not whole, or fused and melted
together are considered "mutilated.” Mutilated
coins may be redeemed by the U.S. Mint as
indicated below.

1. The Mint will not redeem
mutilated coins if they are fused material unrec-
ognizable as U.S. coins; foreign coins; counterfeit
coins; slugs; altered coins (i.e., changed to pass
as another denomination); or coins or lumps of
coins that contain lead, solder, or other substanc-
es that would make them unsuitable for use as
coinage metal.

2. Whenever possible, - loose
mutilated coins submitted for redemption should
be separated into the following groups: Cents (1
cent, including both copper and: copper-plated
zinc); Nickels (5 cents); Clad Coins (10 cents, 25
cents, 50 cents and Eisenhower 1 dollar); and
Dollars (Susan B. Anthony 1 dollar)

3. The settlement amount will be

based on coin weight and whether they have -

been sorted by denomination categories ('sep-
arated") or have been sent mixed together. If
coins atre not separated, they will be considered
"mixed" and redeemed at a lower rate as de-
scribed below. For separated coins, the Mint
will redeem no less than one pound of each
denomination category; for mixed or fused coins,
the minimum is two pounds.

4.  Mixed denominations of coins
or lumps of coins that have been fused together

- will be redeemed by their weight and metal.

category (i.e., bronze, cupronickel, or clad) based
on date of receipt by the Mint and rates that
change quarterly as of the 15th day of January,
April, July and October

5. Bent or partial coins separated
by denomination groups listed below will be
redeemed by their weight and denomination -
category at the following rates:
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Denomination Rate (per 1b.)

Cents $1.4585

Nickels $4.5359

Clad Coins - $20.0000
$56.0000

Dollars

‘ 6. The Mint will accept no less
than one pound of each denomination of separat-
ed coins or 2 pounds of mixed or fused coins.

7. Settlement will be made by
check approximately 12 to 14 weeks from the
date that mutilated coins are received at the
Mint. Coins may be mailed to: United States
Mint, P.O. Box 400, Philadelphia, PA 19105; or
may be delivered in person or by courier to:
United States Mint, Coin Redemption Branch, 5th
and Arch Streets, Philadelphia, PA 19106.

8. Questions regarding the
disposition of mutilated or contaminated coins
may be referred to the Cashier’s Office, U.S.
Mint, at (215) 597-4982. '

. 0506 TRANSFERS OF PUBLIC FUNDS

050601. Transfers Within the DoD. Transfers of
funds between DOs are authorized and should
follow the same exchange for cash procedures
used to procure cash. Transfers of funds be-
tween DOs of different Components of DoD or
other Governmental agencies shall be made by
an exchange-for-cash Treasury check, made
payable to the purchasing DO for the amount of
cash desired. :

050602. Transfer of Funds Upon Relief. All
funds and accountable documents in the posses-
sion of the relieved DO (including currency,
coin, and receipts which represent funds in the
hands of authorized deputies, agents, cashiers,
imprest fund cashiers, advances to contractors,
salary payments, and other authorized deferred
vouchered payments) which cannot be scheduled
immediately, shall be transferred to the relieving
officer.. Funds in the hands of deputies, agents,
cashiers, and imprest fund cashiers may be
retained by the individuals if the relieving DO
intends to retain these individuals in their cur-
rent accountable position. Otherwise, the DO
being relieved shall recall the funds and termi-

nate the accountable individual’s appointment

prior to the relief process. The total amount

100

transferred to the relieving DO shall be the
amount of total accountability at the close of the
accounting period as shown on the final SF 1219
of the DO being relieved. As soon as possible
after relief has taken place, the relieving DO
shall issue new DD Forms 1081 to all account-
able individuals who retained funds as provided
in this paragraph. A certificate of transfer shall
be furnished on the bottom of the final SF 1219
of the officer relieved. The certificate shall read
as follows:

"I have received on (date) by transfer from
(officer relieved), (total amount), an analysis
.of which is included in Sections I-B and I-C
above. '

(Signature and rank of relieving officer)."

In addition to the regular distribution require-
ments, 2 extra copies of the SF 1219 shall be
prepared. One of the extra copies shall be re-
tained with the disbursing records of the reliev-
ing DO, and the other shall be retained by the
officer relieved as a receipt for the funds trans-
ferred. All deficiencies in the account of the
officer relieved shall be processed as prescribed
in chapter 22 of this Volume. When the total ac-
countability of the officer relieved is zero, no
certificate of transfer by the relieving officer is
required. k

- 050603. Merging of Disbursing Accounts When

a DSSN is to be assumed by another DSSN of
the same DO, the cash and other assets of the
DSSN to be discontinued shall be purchased by
a Treasury check drawn on the receiving DSSN.
The Treasury check shall be deposited to the
credit of the DSSN to be discontinued and shall
be reported on the final SF 1219.

0507 COUNTEREEIT OR ALTERED U.S.

CURRENCY :

050701. Detected Prior to Acceptance. Counter-
feit or altered U.S. currency, if detected upon
presentation to a DO for exchange or payment of
an obligation to the United States, shall be
confiscated. A receipt indicating the type, de-
nomination, and amount of the confiscated
currency shall be furnished to the individual
presenting the currency and information shall be
obtained from the individual as to the source of

“acquisition. The currency shall be delivered with
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a letter of transmittal, giving all available infor-
mation, to a representative of the appropriate
investigative service, if available, or if not, to the
nearest military security agency. A receipt shall
be obtained in either case. Because the currency
was detected before acceptance by a DO, entries
regarding the receipt and transmittal shall not be
made in the DO’s accounts.

050702. Detected After Acceptance and Reim-
bursement Is Obtained. Immediately after
discovering counterfeit currency, the DO shall
request reimbursement from the source from

which received. When reimbursement is re- *

ceived, the procedure outlined in the preceding
paragraph shall be followed. Because reimburse-
ment is obtained, no loss to the DO accrues, and
no entries in the DO’s accounts are required.

050703. Detected After Acceptance and Reim-
bursement Is Not Obtained. If the source of
receipt of counterfeit currency is unknown or if
the source is known and reimbursement is
unobtainable, the currency shall be delivered
immediately by the DO, together with a detailed
report of all known circumstances, to a represen-
tative of the appropriate investigative service, if
available, or if not, to the nearest military securi-
ty agency. A receipt for the currency shall be
obtained in either case. The receipt for the
currency, with a signed copy of the report made
by the DO, shall be forwarded with a memoran-
dum via the commander to the servicing DFAS
Center. The memorandum shall include the
reason reimbursement was not obtained. This
transaction shall be reported on the SF 1219 as a
physical loss of funds.

050704. Detected After Depositing by Mail
With Bank. When a DO is notified that currency
which has been deposited by mail has been
determined to be counterfeit and is being held
by the bank, the DO shall reimburse the bank for
the counterfeit currency and shall obtain a
- formal receipt giving complete description of the
currency and stating that the currency has been
found to be counterfeit and has been withdrawn
from circulation. The receipt from the bank shall
also state whether the currency will be or has
been turned over to the U.S. Secret Service. The
receipt from the bank and a detailed report of all
known circumstances, signed by the DO, shall be
forwarded via the commander to the servicing
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DFAS Center. This transaction shall be reported
on the SF 1219 as a physical loss of funds.
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Step 1. Add leading zeroes to the DSSN to 0 0 0 0O 8 3 .6 8
make an eight-digit.
Step 2. Multiply each digit by the locational 3 7 1 3 7 1 _31 7
factor. - 0 0 0 0 5 3 18 56
Step 3. Add the last digit of each product. 0+0 +0 +0 + 6+3 + 8+ 6=23
Step 4. Subtract the sum from the next higher 30-23=7
multiple of 10. The result is the check-digit.
In this example the DSSN is 8368. Following the above steps, the CIN is 00008368-7.

Table 5-1. Caléul_ation of Ca$h-Link Identification Number

00008368-7 » US. - (Component) DSSN _ 8368

For Credit to the For Credit to the
US. Treasury ’ - .U.S. Treasury
October XX, 19XX "+ October XX, 19XX
Figure 5-1. Sample DO Endorsement-on , Figure 5-2. Sample DO Endorsement on
Instruments Deposited to an FRB or ' Instruments Deposited to a General
Branch Depositary -

t
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FOR DEPOSIT ONLY
TO OFFICIAL ACCOUNT OF
Disbursing Officer, U.S. _(Component)
‘APO or FPO _ (location)
DATE _ (optional)

Figure 5-3. Sample'DO Endorsement on
Instruments Deposited to a Limited
Depositary
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00008368-7
For Credit to the
U.S: Treasury
(Collecting Activity Depositing
on Behalf of the DO)
October XX, 19XX

Figure 5-4. Sample Collecting Official
Endorsement on Instruments Deposited
to an FRB or Branch




Volume 5, Chapter 05

DoD Financial Management Regulation

US. _(Component) DSSN _8368
For Credit to the
US. Treasury
(Collecting Activity Depositing
on Behalf of the DO)
October XX, 19XX

Figure 5-5. Sample Collecting Official
Endorsement on Instruments Deposited
to General Depositary
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FOR DEPOSIT ONLY
TO OFFICIAL ACCOUNT OF
Disbursing Officer, U.S. _(Component)
APO or FPO _(location)
DATE _ (optional)
Collecting Activity Depositing

on Behalf of the DO)
(APQO or FPO location)

Figure 5-6. Sample Collecting Official
Endorsement on Instruments Deposited
to Limited Depositary
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STANDARD FORM 215 (Rev. 5-60) OS C DEPARTMENT OF THE TREASURY
PRESCRIBED BY DEPT. OF THE TREASURY DE P IT TI KET . FINANCIAL MANAGEMENT SERVICE

1 TFM 5-3000 215-103 NSN 7540-01-019-9452
AMOUNT

VOUCHER DATE PRESENTED OR 8-DIGIT OR 4-DIGIT
NUMBER MAILED TO BANK AGENCY LOCATION CODE (ALC)

MMYYDD
4) SINGLE SPACE ALL ENTRIES ON THIS LINE
0 | 0005040-3 5 | 592'00 USE NORMAL PUNCTUATION OMIT § SIGN

o 7;46819| @

{6) AGENCY USE

(7) NAME AND ADDRESS OF DEPOSITARY

FEDERAL RESERVE BANK OF RICHMOND
RICHMOND, VIRGINIA 23261

DEFENSE ACCOUNTING OFFICE
FINANCIAL INFORMATION PROCESSING CENTER
WASHINGTON, DC 20376 :

{8} 1 CERTIFY THAT THE ABOVE AMOUNT HAS BEEN RECEIVED FOR CREDIT IN
THE ACCOUNT OF THE U.S. TREASURY ON THE DATE SHOWN, SUBJECT TO
ADJUSTMENT OF UNCOLLECTIBLE ITEMS INCLUDED THEREIN.

MMDDYY

(9) DEPOSITOR'S TITLE, DEPARTMENT, OR AGENCY AND ADDRESS k3 AUTHORIZED SIGNATURE . CONFIRMED DATE

(10) DEPOSITARY FORWARD THIS DOCUMENT WITH STATEMENT OR TRANSCRIPT
OF THE U.S, TREASURY ACCOUNT OF THE SAME DATE ORIGINAL

(10) DEPOSITOR RETAIN THIS COPY WHEN MAKING DEPOSIT. AFTER RECEIVING CONFIRMED COPY
FROM BANK, INSERT THE CONFIRMED DATE IN BLOCK (5) ABOVE ON THIS COPY AND SUBMIT
THIS COPY WITH YOUR MONTHLY REPORT TO DEPARTMENT OF THE TREASURY M EMORAN DU M COPY
{10) DEPOSITOR RETAIN THIS COPY FOR INTERNAL USE
RGENCY COPY |
{10) DEPOSITARY DATE, SIGN AND RETURN
CONFIRED COPY

Figure 5-7. Sample SF 215, Deposit Ticket (Deposit to an FRB)
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| 1 TFM 53000 215-103 NSN 7540-01-019-8452

§ STANDARD FORM 215 (Rev. 5-90) ! . OS C K DEPARTMENT OF THE TREASURY
PRESCRIBED BY DEPT. OF THE TREASURY D E P IT TI ET FINANCIAL MANAGEMENT SERVICE ‘

VOUCHER _DATE PRESENTED OR - 8-DIGIT OR 4-DIGIT AMOUNT
NUMBER . MAILED TO BANK AGENCY LOCATION CODE (ALC)
MMYYDD

§o [7746018 ] © [17008XX | © [5:040 ] [8124575  |ieaiEhcnimonours s

{6) AGENCY USE

.| (7) NAME AND ADDRESS OF DEPOSITARY

DEFENSE ACCOUNTING OFFICE ggLLé)c;\le:ng;(azzM
FINANCIAL INFORMATION PROCESSING CENTER | PO S0 STI78
WASHINGTON, DC 20376 '

(8) | CERTIFY THAT THE ABOVE AMOUNT HAS BEEN RECEIVED FOR CREDIT IN
THE ACCOUNT OF THE U.S, TREASURY ON THE DATE SHOWN, SUBJECT TO
ADJUSTMENT OF UNCOLLECTIBLE ITEMS INCLUDED THEREIN.

MMDDYY

(8) DEPOSITOR'S TITLE, DEPARTMENT, OR AGENCY AND ADDRESS ’ AUTHORIZED SIGNATURE CONFIRMED DATE

(10) DEPOSITARY FORWARD THIS DOCUMENT {VITH STATEMENT OR TRANSCRIPT
OF THE U.S. TREASURY ACCOUNT OF THE SAME DATE oRIGlNAL

(lD) DEPOSITOR RETAIN THIS COPY WHEN MAKING DEPDSIT AFTER RECEIVING CONFIRMED COPY
FROM BANK, INSERT THE CONFIRMED DATE IN BLOCK (5) ABOVE ON THIS COPY AND SUBMIT .
: THIS COPY WITH YOUR MONTHLY REPORT TO DEPARTMENT OF THE TREASURV M EMORANDU M COPY
- (10) DEPOS!TOR RETAIN THIS COPY FOR INTERNAL USE
DO NOT SUBMIT THIS COPY TO DEPOSITARY
(10) DEPOSITARY DATE, SIGN AND RETURN

Figure 5-7 (Continued). ,Sample SF 215, Deposit Ticket (Deposit to a Designated Depositary) ‘
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STANDARD FORM 5515 (Rev. 9-78) C B ' . DEPARTMENT OF THE TREASURY
PRESCRIBED BY DEPT. OF THE TREASURY D E B IT vo U H ER FINANCIAL MANAGEMENT SERVICE

1 TFM 5-3000

VOUCHER DATE OF DEBT TO U.S. 8-DIGIT OR 4-DIGIT AMOUNT
. NUMBER TREASURY'S ACCOUNT AGENCY LOCATION CODE (ALC)
MMDDYY "

(813055 | ® [110-03-XX] © [010005040-3 | * [1700.00  |meemiieme i

(6) DEPOSITARY USE

(5) UNCOLLECTIBLE
1TEM

OTHER DT NO. XXXXXX, DATED XXXXXX, OVERSTATED BY $100.00

(Explain in
Block 6}

(7) NAME AND ADDRESS OF DEPOSITARY

FEDERAL RESERVE BANK OF RICHMOND
RICHMOND, VA 23261

DEFENSE ACCOUNTING OFFICE
FINANCIAL INFORMATION PROCESSING CENTER
WASHINGTON, DC 20376

(8) | CERTIFY THAT THE ABOVE AMOUNT HAS BEEN DEBITED TO THE
ACCOUNT OF THE TREASURY ON THE DATE SHOWN, UNCOLLECTIBLE

ITEMS HAVE BEEN RETURNED TO THE DEPOSITOR OR APPROPRIATE
NOTICE GIVEN.

{8) .DEPOSITOR'S TITLE, DEPARTMENT, OR AGENCY AND ADDRESS . . * " AUTHORIZED SIGNATURE -

DEPOSITARY FORWARD THIS DOCUMENT WITH STATEMENT OR TRANSCRIPT
OF THE U.8, TREASURY ACCOUNT OF THE SAME DATE

ORIGINAL -
WEORANDUM COPY
DEFOSITARY COPY

ot Figure 5-8. Sample SF 5515, Debit Voucher (From an FRB)
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STANDARD FORM 5515 (Rev. 8-78) . 0 U c - DEPARTMENT OF THE TREASURY
PRESCRIBED BY DEPT, OF THE TREASURY D E B IT v H E R FINANCIAL MANAGEMENT SERVICE
1 TFM 5-3000 ‘

VOUCHER DATE OF DEBT TO U.S. 8-DIGIT OR 4-DIGIT AMOUNT
NUMBER TREASURY'S ACCOUNT AGENCY LOCATION CODE (ALC)
MMDDYY
m. ' @ ! "® T ) T SINGLE SPACE ALL ENTRIES ON THiS LINE
[ 8 : 3057 | [ 1 : 0-03-XX I |75 : 040 3 : 50.00 USE NORMAL PUNCTUATION OMIT § SIGN

(6) DEPOSITARY USE

{s) m 'IJTNE(:‘OLLECTIBLE . . ’v
omem : | DTNO.XXXXXX, CK. NO. 130, 100.00, NSF
Block 6}

{7) NAME AND ADDRESS OF DEPOSITARY

MELLON BANK
P.0. BOX 371782M
PITTSBURGH, PA 15251

DEFENSE ACCOUNTING OFFICE :
FINANCIAL INFORMATION PROCESSING CENTER
WASHINGTON, DC 20376

(8) | CERTIFY THAT THE ABOVE AMOUNT HAS BEEN DEBITED TO THE
ACCOUNT OF THE TREASURY ON THE DATE SHOWN, UNCOLLECTIBLE

. ITEMS HAVE BEEN RETURNED TO THE DEPOSITOR OR APPROPRIATE
NOTICE GIVEN. .

(8) DEPOSITOR'S TITLE, DEPARTMENT._OR AGENCY AND ADDRESS AUTHORIZED SIGNATURE

DEPOSITARY FORWARD THIS DOCUMENT WITH STATEMENT OR TRANSCRIPT .
OF THE U.S. TREASURY ACCOUNT OF THE SAME DATE . ORIG I NAL

MEMORANDUM COPY
N DEPOSITARY RETAIN THIS COPY ‘ i : DPOITARYCP e

Figure 5-8 (Continued). Sample'SF 5515, Debit Voucher (From a Designated Depositary)
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: SCHEDULE OF DEPOSIT ACTIVITY
ORGANIZATION: USS SELDOMSAIL

LOCATION: HOLY LOCH, UK ‘
DSSN: 1234 DO: A.B.CASE PERIOD OF REPORT: JAN 19XX

200 DEPOSITS OR DEBIT VOUCHERS REPORTED THIS MONTH

20.1 REPORTED THIS MONTH AND CONFIRMED THIS MONTH OR EARLIER (CONFIRMATION COPY IS
ENCLOSED HEREWITH)

‘ DATE PRESENTED DATE
DEPOSIT /DEBIT OR MAILED CONFIRMED .
VOUCHER NO. YYMMDD - YYMMDD AMOUNT
123456 XX0104 XX0105 10000  (a)
123457 " XX0110 XX0111 20000  (a)

123458 XX0117 XX0118 300.00 .
63211 XX0116 XX0116 (50.00)  (b)
63287 XX0117 XX0117 (150.00)  (b)

NET OF 20.1 ITEMS
202 DEPOSITS REPORTED THIS MONTH BUT UNCONFIRMED (MEMORANDUM COPY IS ENCLOSED HEREWITH)

. DATE PRESENTED
DEPOSIT OR MAILED

NUMBER YYMMDD . AMOUNT
123459 XX0119 500.00 (c)

123460 XX0124 , 600.00 - (c)
123461 XX0126 700.00
123462 XX0127 , 800.00
TOTAL OF 20.2 ITEMS ' _ 2,600.00

i 200 TOTAL REPORTED THIS MONTH (20.1 + 20.2) (ENTER ON LINE 4.2 OF SF 1219) 3,000.00
30.0 TOTAL UNCONFIRMED DEPOSITS BROUGHT FORWARD (LINE 34.0 PREVIOUS MONTH) : ) 0.00
31.0 DEPOSITS REPORTED PREVIOUS MONTHS (CONFIRMATION COPY IS ENCLOSED HEREWITH) ‘

V DATE PRESENTED ' DATE
DEPOSIT OR MAILED CONFIRMED

NUDER - YYMMDD " YYMMDD AMOUNT

TOTAL OF 31.0 ITEMS
DEPOSITS REPORTED PREVIOUS MONTHS BUT NOT YET CONFIRMED (30.0' - 31.0)

DATE PRESENTED
DEPOSIT - OR MAILED
NUMBER YYMMDD

AMOUNT

‘ TOTAL (MUST EQUAL LINE 32.0 ABOVE)
B 330 DEPOSITS REPORTED THIS MONTH BUT NOT YET CONFIRMED (LINE 20.2) 2,600.00
TOTAL DEPOSITS REPORTED WHICH REMAIN UNCONFIRMED (32.0 + 33.0) 2,600.00

(Letters in parentheses are keyed to explanations of line entries which follow.) )
\

Figure 5-9. Sample Format for Schedule of Deposit Activity (Initial)
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. SCHEDULE OF DEPOSIT ACTIVITY
ORGANIZATION: USS SELDOMSAIL
LOCATION: HOLY LOCH, UK
DSSN: 1234 DO: AB.CASE ’ PERIOD OF REPORT: FEB 19XX
20.0 " DEPOSITS OR DEBIT VOUCHERS REPORTED THIS MONTH

20.1 REPORTED THIS MONTH AND CONFIRMED THIS MONTH OR EARLIER (CONFIRMATION COPY IS
ENCLOSED HEREWITH)

DATE PRESENTED DATE
DEPOSIT/DEBIT OR MAILED CONFIRMED )
VOUCHER NO. YYMMDD YYMMDD AMOUNT

431872 XX0129 XX0201 25000  (d)
123465 XX0204 ©OXX0228 . 10000 (@)
92791 XX0126 XX0126 (60.00)  (b)

3

20.1 NET OF 20.1 ITEMS
20.2 DEPOSITS REPORTED THIS MONTH BUT UNCONFIRMED (MEMORANDUM COPY IS ENCLOSED HEREWITH)

DATE PRESENTED
DEPOSIT OR MAILED
NUMBER YYMMDD . AMOUNT

123464 XX0131 v 100.00
123466 XX0221 , 200.00
123467 XX0218 o 300.00
123468 XX0225 400.00

TOTAL OF 20.2 ITEMS 1,000.00
TOTAL REPORTED THIS MONTH (20.1 + 20:2) (ENTER ONvLINE 4.2 OF SF 1219) ) . 1,290.00

TOTAL UNCONFIRMED DEPOSITS BROUGHT FORWARD (LINE 34.0 PREVIOUS 'MONTH) 2600.00
DEPOSITS REPORTED PREVIOUS MONTHS (CONFIRMATION COPY IS ENCLOSED HEREWITH)

.  DATE PRESENTED DATE
DEPOSIT OR MAILED CONFIRMED
NUDER YYMMDD YYMMDD

123459 XX0119 XX0131

123460 XX0124 XX0210

. TOTAL OF 31.0 ITEMS 1,100.00
DEPOSITS REPORTED PREVIOUS MONTHS BUT NOT YET CONFIRMED (30.0 - 31, 0) 1,500.00

DATE PRESENTED
DEPOSIT OR MAILED
NUMBER YYMMDD AMOUNT

123461 XX0126 ' 700.00
123462 ©XX0127 800.00

TOTAL (MUST EQUAL LINE 32.0 ABOVE). 1,500.00
DEPOSITS REPORTED THIS MONTH BUT NOT YET CONFIRMED (LINE 20.2) : 1,000.00
TOTAL DEPOSITS REPORTED WHICH REMAIN UNCONFIRMED (32.0 + 33.0) e . 2,500.00

(Letters in parentheses are keyed to explanahons of line entries which follow.) : - L

Figure 5-9 (Continued). Sample Format for Schedule of Deposit Activity (Subsequent)
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u SCHEDULE OF DEPOSIT:ACTIVITY
ORGANIZATION: * USS SELDOMSAIL .
LOCATION: HOLY LOCH, UK
DSSN: 1234 DO: A.B. CASE PERIOD OF REPORT: MAR 19XX
20.0 DEPOSITS OR DEBIT VOUCHERS REPORTED THIS MONTH

20.1 REPORTED THIS MONTH AND CONFIRMED THIS MONTH OR EARLIER (CONFIRMATION COPY IS ‘
ENCLOSED HEREWITH)

. DATE PRESENTED " DATE
DEPOSIT /DEBIT OR MAILED CONFIRMED
VOUCHER NO. YYMMDD - YYMMDD AMOUNT

123455 XX0105 ©XX0225 90000 ()
123469 XX0304 XX0307 15000 (a)
123470 XX0325 XX0328 105000  (a)
674128 XX0314 XX0314 100.00 . ()
NET OF 20.1 ITEMS ' S | 2,200.00

DEPOSITS REPORTED THIS MONTH BUT UNCONFIRMED (MEMORANDUM COPY IS ENCLOSED HEREWITH)

DATE PRESENTED
DEPOSIT OR MAILED
NUMBER YYMMDD : AMOUNT

TOTAL OF 20.2 ITEMS v ' ’ 0.00
TOTAL REPORTED THIS MONTH (20.1 + 20.2) (ENTER ON LINE 4.2 OF SF 1219) ‘ 2,200.00

TOTAL UNCONFIRMED DEPOSITS BROUGHT FORWARD (LINE 34.0 PREVIOUS MONTH) 2500.00
DEPOSITS REPORTED PREVIOUS MONTHS (CONFIRMATION COPY IS ENCLOSED HEREWITH) ‘

DATE PRESENTED DATE
DEPOSIT - OR MAILED CONFIRMED ,
NUDER . YYMMDD YYMMDD - AMOUNT

123461 XX0126 T XX0225 . 700.00
123462 T XX0127 XX0301 800.00 .
123464 XX0131 XX0315 100.00
123466 XX0211 " XX0320 200.00
123467 XX0218 XX0325 300.00

TOTAL OF 31.0 ITEMS

DEPOSITS REPORTED PREVIOUS MONTHS BUT NOT YET CONFIRMED (300 - 31.0)

DATE PRESENTED
DEPOSIT OR MAILED
NUMBER YYMMDD - AMOUNT

123468 XX0225 400.00

TOTAL (MUST EQUAL LINE 32.0 ABOVE) 400.00
DEPOSITS REPORTED THIS MONTH BUT NOT YET CONFIRMED (LINE 20.2)

TOTAL DEPOSITS REPORTED WHICH REMAIN UNCONFIRMED (32.0 - 33.0)

(Letters in parentheses are keyed to explanations of line entries which follow.)

Figure 5-9 (Continued). Sample Format for Schedule of Deposit Activity (Closing)
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Routine deposit confirmed during the current month. The deposit was included in line 4.2 of the SF 1219. The
confirmed copies of the SFs 215 should be enclosed with this schedule.

Routine debit voucher. The debit voucher was included in line 4.2 of the SF 1219. The confirmed copy of the S
5515 should be enclosed. . ' .

Routine deposit--not yet confirmed. The memorandum copy of the SF 215 should be enclosed with this schedule.

. This deposit should have been reported in January and should have been included in the total deposits reported
on line 4.2 of the SF 1219 for January. It was not. It is being reported now. The confirmed copy of the SF 215
should be enclosed with this schedule.

See the description for item (d). The memorandum copy of the SF 215 should be enclosed.

Routine deposit, confirmed in a month later than the month in which the deposit was presented or mailed. This
jtem had already been reported on line 4.2 of a previous month. The confirmation copy of the SF 215 should be
enclosed with this schedule.

Deposits presented or mailed in a previous month but not yet confirmed. Aggressive followup action should be
taken by the disbursing office to obtain confirmation of deposits reported here. '

A deposit previously reported and still unconfirmed has been determined to be lost. This entry is to remove the
lost deposit from the schedule. A corresponding increase to line 7.3 or 7.4 of the SF 1219 must be made. An
explanatory note should be enclosed with this schedule. ‘

This is a supplemental SF 215 issued by the bank to acknowledge that the total of the checks included in a
particular deposit exceeded the amount shown on the SF 215 under which the checks were deposited. The
memorandum copy of the SF 215 should be enclosed with this schedule.

This is a confirmed foreign currency deposit made in a Treasury General Account (not a limited depositary
account). The deposit had been carried on the SF 1219 at the disbursing officer’s valuation of those funds, $950.
When the funds were accepted by the Federal Reserve Bank, New York, the U.S. dollar proceeds were credited to
the symbol in the amount of $900. The difference of $50 was vouchered as a loss by exchange transaction.

Figure 5-9 (Continued). Schedule of Deposit Activity (Entry Explanations)
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Figure 5-10. Sample DD Form 165, Shipment of Funds (Front)
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CASH COLLECTION VOUCHER

DISBURSING OFFICE COLLECTION VOUCHER NO.

RECEIVING OFFICE COLLECTION VOUCHER NO.

ACTIVITY (Name and location) (Include ZIP Code)

HHB (-) 2d Bn 147th FA PO Box 577, Webster, SD 57274

RECEIVED AND FORWARDED BY (Printed nams, title and signature)
Lowel M. Howard

Major

Supply Command

| DATE

22 Dec 19XX

ACTWITY (Name and location) (Include ZIP Code)

FINANCE AND ACCOUNTING OFFICE, FT CARSON, CO 80913

OZ-owdcwo-olez—<—momD

DISBURSING OFFICER (Printed name, title and signa- DISBURSING STATION

ture)

David H. Farrish, LTC, AR/FC

SYMBOL NO.

5002

'DATE RECEIVED SUBJECT TO

COLLECTION

23 Dec 19XX

PERIOD:

NAME OF REMITTER
DESCRIPTION OF REMITTANCE

DETAILED DESCRIPTION OF
PURPOSE FOR WHICH AMOUNT
COLLECTIONS WERE RECEIVED

ACCOUNTING
CLASSIFICATION

MEAL

BREAKFAST

| LUNCH

DINNER

SURCHARGE
BREAKFAST
LUNCH
DINNER

TOTAL AMOUNT REMITTED

CASH MEAL PAYMENT
SHEET FOR WHICH MON-
EY IS BEING MAILED:

LESS FEES FOR
CASHIER'S CHECK 123,
BANK OF CO

| CERTIFY THAT A FEE OF
.25 WAS COLLECTED FOR
THE PURCHASE OF A
CASHIER’S CHECK.

SN

NUMBER RATE |

00
21
6

00

SHEET NO:

(SIGNATURE)

DD Form 1131, APR 57

126/153

REPLACES EDITION OF 1 APR 56 WHICH IS OBSOLETE.

(INSERT ACCOUNTING
CLASSIFICATION TO BE
CREDITED IN THIS COL-
UMN)

Form approved by Comptrolier General, U.S.

24 January 1958

«Figure 5-11. Sample DD Form 1131, Cash Collection Voucher (with deduction for cashier’s check)
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CHAPTER 06

IRREGULARITIES iN DISBURSING OFFICER ACCOUNTS

0601

IRREGULARITIES

060101. - General. Irregularities are categorized
as physical losses of funds; illegal, incorrect, or
improper payments; or overages of funds.
Physical losses of funds are further segregated
by major losses and minor losses. A major
physical loss of funds is a loss of $750 or more,
or any physical loss where there is evidence of
fraud within the accountable function, regardless
of dollar amount. A minor physical loss of

funds is a loss of less than $750 without any’

evidence of fraud internal to the accountable
function. Any person who believes that an
individual entrusted with public funds is misus-
ing those funds shall notify the commander
having jurisdiction over the alleged offender.
Action shall then be taken as prescribed in this
chapter.

060102. Responsibilities of the DO. If a DO has
knowledge of or reason to believe that a deputy
DO, or any other person to whom funds have

been entrusted, has lost or misused or may be-

misusing those funds, the DO shall report such
information to the commander exercising imme-
diate jurisdiction over the alleged offender.
When a DO discovers an irregularity in the
disbursing account, the DO shall immediately
verify that all transactions have been properly
posted and verify the accuracy of all totals on
the DD Form 2657 and / or each deputy’s, agent’s,
or cashier’s DD Form 2665, Daily Agent Ac-
countability Summary since the date of last
balancing. The DO shall then verify by actual
count that the total of all cash and documents
held as cash by the DO and all deputies, agents,
and cashiers is in agreement with the amount
shown as on hand on the DD Forms 2657 and
2665. If the irregularity is not resolved within 24
hours of discovery, the DO shall report the
irregularity to the commander and request that
the commander direct an immediate audit of all
disbursing assets by the cash verification team to
confirm that an irregularity has occurred. In all
cases, the report to the commander shall be in
writing. The commander shall be advised
immediately of the cash verification team’s
findings. Failure to report an irregularity to the
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commander may contribite to an unfavorable

“decision with regard to relief of the DO should

the DO later request relief of liability.

060103. Responsibilities of the Commander.
Except as provided in paragraphs 060401 for
minor physical losses, 060502 for erroneous pay-
ments, and 060603 for overages, the commander
shall take action to report irregularities through
the chain of command to the servicing DFAS
Center upon receipt of information from the DO
or other individual that an irregularity has oc-
curred. The report, when required, shall not be
classified or made in message form unless un-
usual circumstances exist.

A. Commander’s Report of Irregulari-
ty. Information furnished in the report shall
include:

: 1. the specific type of irregu-
larity;

2. all known circumstances
(including the date the irregularity occurred or
was. discovered);

- 3. 'the dollar amount of the -
irregularity; :

4.  theidentity of the accountable
individual(s) by name, rank or grade, and ac-
countable position;

5. the type of investigation that
has been or will be convened (see section 0607 of
this chapter);

6. the estimated éompletion date
of the investigation, if applicable; and, "

7. the status of any recovery
action in progress or contemplated.

In the case of an irregularity in an imprest fund,
the report shall also include the authorized
maximum amount of the fund. See figure 6-1
for a summary of actions to be taken when an
irregularity caused by a physical loss of funds is
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discovered. See figure 6-2 for a summary of
actions to be taken when an irregularity caused
by an illegal, incorrect, or improper payment is
discovered. , :

060104. Reporting Irregularities to the General

Accounting Office (GAO). As required by Title
7 of the GAO Manual (reference (x)), the servic-
ing DFAS Center is responsible for preparing a
report to GAO on each irregularity that affects
the accounts of disbursing officers. If the irregu-
 larity is resolved within two years after the date
the accounts are made available to GAO for
audit, reporting the irregularity to GAO is not
necessary. Reports to GAO required by this
paragraph should be addressed to: Assistant
Comptroller General, Accounting and Financial
Management, ATTENTION: Accounting Systems
Audit, U.S. General Accounting Office, 441 G
Street, NW, Washington, DC 20548. The report
should contain the following information:

A. A detailed statement of facts of the
case, including the type of irregularity, date,
amount, and names and positions of the account-
able individual(s) involved.

B. A reference to perfinent support-
ing documents, such as pay records, contracts,
and vouchers.

C. A description of how the irregu-
larity occurred and how it affected the account-
able officer’s account.

D. Adéquate description of procedur-

al deficiencies, if known, that caused the irregu-
larity and the corrective action taken or to be
taken.

_ E.. Information on any recoupment
already made or being considered.

0602

ACCOUNTING FOR IRREGULARI-
TIES
060201. General.  Specific instructions for -

recording and clearing irregularities on the SF
1219 are provided in chapter 19 of this Volume.
* In addition, the DO shall use DD Form 2667,
Subsidiary Accountability Record to maintain a
record of all physical losses and overages of
funds discovered in the disbursing office. Sepa-
rate DD Forms 2667 shall be maintained for
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physical losses and overages of funds. Physical
losses and overages incurred by deputies, agents,
cashiers, imprest fund cashiers, and change fund
custodians shall be included on the DD Form
2667. The DD Form 2667 maintained for physi-
cal losses shall be balanced and reconciled to the
DD Form 2657 daily. The DD Forms 2667 shall
be kept onfile with the DD Form 2657 as a
subsidiary record supporting the DD Form 2657.
If more than one physical loss or overage occurs
during a single business day because more than
one deputy, agent, cashier, or change fund
custodian is used, each loss or overage shall be
accounted for individually as prescribed in this
chapter. When a DO is relieved from disbursing
duty (with or without a successor), any unre-
solved irregularity shall be handled as prescribed
in chapter 22 of this Volume. Pecuniary liability
for an irregularity cannot be transferred to the
relieving DO. However, a successor DO may

‘assume responsibility for the value of dishon-

ored personal checks when action to request
removal of the irregularity has been taken as
required by chapter 04 of ‘this Volume. This
assumption of responsibility shall in no way
impose any pecuniary responsibility for the
irregularity on the successor nor relieve the
officer in whose account the irregularity occurred
from pecuniary responsibility. Both the former
and relieving DOs shall be responsible for taking
any necessary actions to resolve the irregularity.

060202. Preparation of DD Form 2667 as a

" Cumulative Record of Physical Losses. List each

physical loss occurring during each day on the.
DD Form 2667. See figure 6-3 for an example of
DD Form 2667 prepared as a cumulative record
of physical losses. Complete the form as follows:

A. Ttem 1: DSSN. Enter the DSSN.

B. Item 2: Purpose of Record. Enter
"Cumulative Losses of Funds."

C. TItem 3: Name of Disbursing Offi-
cer. Enter the DO’s name and rank.

D. Item 4: Address. Enter the DO’s
organization and address.

E. Item 5: Date. For each loss of
funds, enter the date the loss was picked up in
the DO’s accountability.
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F. Item 6: Reference or Explanation.
For each loss, enter a brief description of the loss
together with identification of the person respon-
sible for the loss or overage (if known).

G. Item 7: Increase. For each loss,
enter the amount of the loss. ’

H. Item 8: Decrease., This item is
used to record recovery or recoupment of physi-
cal losses. It is also used to record relief of
liability for the losses, if granted.

I.  Item 9: Balance. Enter the cumula-
tive total of the losses shown in the record. This
balance must be in agreement with DD Form
2657, line 7.3, Losses of Funds at all times.

0603° MAJOR PHYSICAL LOSSES OF

FUNDS

060301. General

A. Major Physical Losses. A major
physical loss is a loss of $750 or more and in-
cludes losses of public funds, records, or papers
by fire, flood, earthquake, action by a hostile
force, airplane crash, shipwreck, exploSion, other
losses during shipment not covered by the
Government Losses in Shipment Act (see chapter
05 of this Volume), unexplained losses, and other
similar occurrences. Losses of $750 or more
resulting from wrongful conduct, such as theft,
robbery, and burglary, are major physical losses.
Losses due to embezzlement or fraudulent acts
of disbursing personnel, acting alone or in
collusion with others, are treated as major physi-
cal losses regardless of the amount involved.
Generally, gains and losses resulting from ac-
commodation exchange transactions are not
treated as physical losses or overages of public
funds. Refer to chapter 13 of this Volume for
procedures to process accommodation transac-
tion gains and losses. Normally, dishonored
checks received as an accommodation exchange
are treated and processed as accommodation
losses per chapter 04 of this Volume. However,
if improper disbursing office actions are associat-
ed with the dishonored checks (e.g., check

.cashing for unauthorized personnel), the dishon-

ored checks are treated as illegal, incorrect, or
improper payments.
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B. Reporting a Major Physical Loss.
Immediately upon discovery of a major physical
loss, the DO shall take the actions prescribed in
paragraph 060102 of this chapter to verify all
transactions and the accuracy of all totals on the
DD Form 2657 and DD Forms 2665 since the last
balancing. The DO shall then verify by actual
count that the total of all cash and documents
held as cash is in agreement with the amounts
shown on the DDs 2657 and 2665. If the loss is
not resolved within 24 hours of discovery, the
DO shall make a written report of the loss to the
commander and request the commander to direct
an immediate audit of all disbursing assets by .
the cash verification team. ‘

C. Investigating a Major Physical
Loss. Every major physical loss shall be investi-
gated. Normally, the commander shall convene
the appropriate type of investigation and appoint
the investigating officer(s). ‘In those instances
where the commander is not authorized to
convene an investigation, the commander. shall
request an investigation through the chain of
command. The officer(s) appointed to conduct
the investigation shall make a thorough investi-
gation as prescribed in section 0607 of this

‘chapter.

D. Recording a Major Loss of Funds.
All physical losses (whether major or minor) are
recorded on the DD Form 2657 by increasing line
7.3 (or 9.3), Loss of Funds, and decreasing the
appropriate cash on hand line. For example, if
a cash count reveals U.S. currency on hand to be
short $100, decrease line 6.2A and increase line
7.3. To record a loss on the DD Form 2657, it
may be necessary to prepare a collection voucher
to transfer the amount of a fraudulent payment
(where the fraud was perpetrated by someone
within the disbursing office) back into the appro-
priation from which the payment was disbursed.

"This transaction is recorded as an increase to DD

Form 2657 line 4.1B, Refunds, and to line 7.3
Loss of Funds. Support the entry on DD Form
2657 by recording the loss on the DD Form 2667
as prescribed in paragraph 060202 above. Use a
separate DD Form 2667 to support line 9.3 -
(predecessor losses) on the DD Form 2657. Do
not offset individual losses and overages unless
it is obvious they are related and the loss is
recorded before the overage is recorded. Contin-
ue to show all losses on the DD Form 2657 and
the SF 1219 until recovery or recoupment is
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made, or until relief of liability for the loss is
granted.

060302. Major Change Fund Physical Losses.
The DO (or authorized agent) advances change
funds to a change fund custodian by authority of
the commander. After the advance, the change
fund custodian is liable for any losses of funds.
However, though the funds are no longer under
the direct control of the DO (or agent), the DO
(or agent) remains accountable for the fund and
could be held jointly and severally liable for any
loss.

* A. Classification of Change Fund
Losses. A cash shortage occurring in a change
fund is usually considered to be a loss of sales
receipts (property) to the extent sales receipts are
large enough to absorb the loss. Such a loss is
not considered a DO loss of funds. When a
change fund is made whole from sales receipts
(property), no loss from the change fund is
considered to have occurred. If a change fund
can only be made partially whole from sales
receipts (property), the balance of the shortage is
considered to be a loss from the change fund. A
loss of all activity funds must be considered a

loss of both sales receipts and the change fund. |

A loss of the change fund alone can occur,
however, if an after-hours theft of a change fund
occurs (and sales receipts have already been
deposited or turned over to the DO or autho-
rized agent). A written justification is required
when a cash shortage is reported as a change
fund loss rather than a loss of sales receipts. If
a loss to the change fund itself has occurred,
report and process the loss according to the
procedures in this section.

B. Sales Receipt Losses. Generally, a
report of survey is initiated for the loss of sales
receipts.  Specific actions required for sales

"receipt losses are contained in the regulations
governing the sales activity operation.

C. Combined Change Fund and Sales

Receipt Losses. If the loss includes all or a
portion of the change fund ($750 or more) and
sales receipts, the commander shall take the
actions specified in paragraph 060103 above to
report the loss and convene or request the ap-
propriate investigation. - Information to the effect
that investigation will proceed in conjunction
with report of survey procedures should be
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included in the report. The commander shall
initiate a report of survey for the loss of sales
receipts. The report of survey investigation, plus
any other investigations (e.g., FBI), must cover
the facts and circumstances surrounding the
entire loss (change fund and sales receipts). The
report of survey determines liability for the loss
of sales receipts only. Since the same set of facts
and circumstances relates to both the loss of
sales receipts and change funds, no separate
investigation is required for the loss of the
change fund. The commander shall send a
summary report of the above investigation to the
servicing DFAS Center. The report shall also
include: '

1. A certification that the DO (or
authorized agent) advanced the change fund per
this Volume.

2. A statement of whether the
safeguarding requirements prescribed in this
Volume were met; if not, the reason.

3. A determination by the
commander, concerning the change fund, that
satisfactory evidence exists to support a recom-
mendation for relief of the DO or any other
person involved, or a finding of pecuniary
liability against the DO or any other person
involved.

4. A copy of the report of sur-
vey (and all attachments).

D. Recording a Change Fund Loss.
Upon discovery of a physical loss of all or a
portion of the change fund, the change fund
custodian shall make a return (on paper only) of
the amount of the loss using the DD Form 1081.
Upon receipt of the DD Form 1081, the DO shall
record the loss of the change fund on the DD
Form 2667. The DO shall also record the loss on
the DD Form 2657 as a decrease to line 6.5,
Funds with Agents, and increase line 7.3. This
bookkeeping entry does not relieve the change
fund custodian of liability for the amount of the
loss.

060303. Major Physical Losses by Deputies,
Disbursing Agents, Paying Agents, Cashiers, and

Collection Agents. Agents are pecuniarily liable
for all funds entrusted to them. However, the
DO maintains overall responsibility for the funds
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and may be held jointly and severally liable for
any agent losses. Since agent losses are essen-
tially DO losses, the agent shall report losses to
his or her principal immediately upon discovery.
The iagent shall not delegate or reassign this
- responsibility. Agents operating on another
installation shall report losses to the principal
DO through his or her immediate commander.
A subagent losing funds advanced by another
agent shall report losses to the principal DO
through his or her immediate commander and
the agent who advanced the funds. The agent

who advanced the funds shall notify his or her.

own immediate ¢ommander and the principal
DO. In all cases, the DO shall notify his or her
own commander of the loss. If the loss is $750
or more, the agent’s commander shall take the
actions specified in paragraph 060103 above to
report the loss and convene or request the ap-
propriate investigation. The agent incurring the
loss of funds shall record the loss on the DD
Form 2665 and prepare a turn-in to the principal
using the DD Form 1081 (which includes the loss
of funds) as required by chapter 19 of this Vol-
ume. The requirement to make an immediate
turn-in to the principal applies in all cases
including those instances where the agent has

been authorized to make turn-ins on other than

a daily basis. - Upon receipt of the turn-in, the
DO shall record the loss on the DD Form 2667
and decrease the appropriate cash on hand line
of the DD Form 2657 and increase line 7.3. This
bookkeeping entry does not relieve the agent of
liability for the amount of the loss. Investigatory
procedures included in this chapter are applica-
ble to agent losses.

060304. Major Physical Losses by Imprest Fund
Cashiers. As with other agents of the DO,
imprest fund cashiers are pecuniarily liable for
the loss of funds entrusted to them. Also, the
DO still maintains overall responsibility for the
funds and may be held jointly and severally
liable for any imprest fund losses. Immediately
upon discovery of a loss in an imprest fund, the
imprest fund cashier shall report the loss to the

DO (or authorized agent) who advanced the

funds through the commander who approved
establishment of the fund. If the loss is $750 or
more, the commander shall take the actions
specified in paragraph 060103 above to report
the loss and convene or request the appropriate
investigation. ‘Based on the information con-
tained in the imprest fund cashier’s report of
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loss, the commander shall determine if (based on
the amount of the loss, volume of imprest fund
transactions, and frequency of replenishment) it
is necessary for the DO to provide an additional
advance in the amount of the loss to restore the
imprest fund to its full operational level.

A. If the commander determines the
additional advance is necessary, he or she shall
notify the DO of the requirement in writing. The
notification shall include information as to
whether the imprest fund has been (or will be)
turned over to the alternate imprest fund cashier
pending completion of the required investiga-
tion(s) and instructions to provide the additional
advance to the primary or the alternate imprest
fund cashier, as appropriate. Restoring the
imprest fund to its full operational level does not
increase the value of the imprest fund. For
example, if the amount of the fund is $10,000
and a loss of $1,000 occurs, advancing the $1,000
to restore the fund to its full operational level
does not increase the fund to $11,000. The DO
shall make the advance under the same guide-
lines as provided in chapter 02 of this Volume
except that the amount of the additional advance
shall not be recorded as an increase to DD Form

2657 line 6.5, Funds with Agents. In this case,
the DO shall record the loss on the DD Form

2667 and shall record the additional advance on
line 7.3, Loss of Funds. As with a routine im-
prest fund advance, the imprest fund cashier (or
alternate) shall provide the DO with a signed -
DD Form 1081 upon receipt of the additional
advance. Restoration of the imprest fund to its
full operational level does not relieve the imprest
fund cashier of liability for the loss of funds.

B. If the commander determines that
it is not necessary to restore the imprest fund to

its full operational level, the imprest fund cashier

shall prepare a return (on paper only) of the
amount of the loss using the DD Form 1081.
Upon receipt of the DD Form 1081, the DO shall
record the loss on the DD Form 2667 and de-
crease DD Form 2657 line 6.5, Funds with
Agents, and increase line 7.3, Loss of Funds. In
addition, the imprest fund cashier shall account
for the loss on the OF 1129 (the first OF 1129
submitted after the loss is discovered and. all
subsequent OFs 1129 submitted until the loss is
recovered, recouped, or relief of liability is
granted). On the OF 1129, the loss of funds shall
be entered on the line titled "Difference" in the
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Status of Funds section. A notation similar to
the following shall be typed on the face of the
OF 1129 to identify the entry: Loss of funds
reported (enter date), not restored. These actions
do not reduce the authorized operational level of
the imprest fund. They are bookkeeping transac-
tions to properly account for and track the loss
of funds. When the loss is recovered or re-
couped, or when relief of liability is granted, the
DO shall clear the loss of funds from the DD
‘Form 2667 and the DD Form 2657 line 7.3, Loss
of Funds, based on the instructions provided by
the servicing DFAS Center and then provide an
advance (to restore the funds to its full opera-
tional level) to the imprest fund cashier under
normal procedures described in chapter 02 of
this Volume. The imprest fund cashier shall
provide the DO with a DD Form 1081 upon
‘receipt of the additional advance.

060305. Major Counterfeit Currency Physical
Losses. Counterfeit currency or coinage accepted
in conjunction with official disbursing office
business transactions (as differentiated from
accommodation transactions) are processed as
physical losses of funds. The DO shall record
the loss amount on the DD Form 2667 and DD
Form 2657, line 6.2A, U.S. Cash on Hand (or
6.2B, Foreign Cash on Hand) by the amount of
the counterfeit currency and increase line 7.3,
Loss of Funds. Generally, most counterfeit
currency losses will be minor rather than major
losses, but major losses are possible. If $750 or
more of counterfeit currency is received during
a single business day, or evidence of fraud in the
disbursing office is associated with the receipt of
any amount of counterfeit currency, the loss
shall be processed as a major physical loss of
funds.

060306. Major Loss of Original Vouchers. The
DO is pecuniarily liable for the amount of the
payment when a payment voucher becomes lost.
'However, the original and all copies of the
voucher would have to be lost. If the original
voucher is lost, and the DO’s retained copy (and
the retained supporting documents) is available,
the copy may be stamped as a certified copy of
the original voucher. There are times, however,
when only the original voucher may suffice to
support a payment. For example, the absence of
a signature acknowledging receipt of a cash
payment may negate the validity of the certified
copy. For example, if a payee denies receipt of
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a cash payment and there is no original voucher
(with the payee’s signature) to prove the pay-
ment was properly made. The DO will be
unable to prove that a proper payment has taken
place and may be required to repay the payee.
If the net pay amount of the voucher is $750 or
more, or if internal disbursing office fraud is

associated with the loss of the voucher, process -

the loss as a major loss of funds and record the
loss on the DD Form 2667 and DD Form 2657 as
prescribed in paragraph 060301.D above.

060307. Major Loss of Documentation Support-

ing SF 1219 Receivables and Deposit Fund Ac-

count Balances.

A physical loss of funds can
occur whenever a DO is unable to collect an SF
1219 receivable because of the loss of documen-
tation supporting the receivable. A physical loss
can also occur if open debit items within deposit
fund accounts (e.g., **F3878, **F3880) cannot be
cleared because of the loss of supporting docu-
mentation. If the amount of the item (for which
supporting documentation has been lost) is $750
or more, or internal disbursing office fraud is
associated. with the loss of the documentation,
process the loss as a major loss of funds.

0604 MINOR PHYSICAL LOSSES OF
FUNDS
060401. General. The DO is pecuniarily liable

for all minor losses (under $750, with no fraud
involved) that occur in the DO’s account. How-
ever, the DO may request relief of liability for
minor losses by submission of a quarterly minor

loss report to the servicing DFAS Center. Unless

there is an indication that fraud is involved with
the loss, it is not necessary for the commander to
report a minor loss of funds through the chain of
command to the servicing DFAS Center. How-
ever, the DO must notify the commander in
writing whenever a minor loss of funds occurs.
All minor losses over $25 included on the quar-
terly report must be supported by a separate
investigative report prepared by someone out-
side the disbursing office. Investigative com-
ments associated with minor losses of $25 or less
shall be made by the DO and submitted in
support of the associated line items on the
quarterly report.
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060402.. Processing the _Quarterlv Minor Loss
Report

A. Documentation of DO _Minor
Losses. Upon .discovery of a physical loss of
funds, the DO shall record the loss on the cumu-
lative DD Form 2667 maintained in accordance
with paragraph 060202 above and the DD Form
2657 by reducing the applicable cash on hand
line and increasing the loss of funds line (7.3 or
9.3, as appropriate). The loss of funds shall also
be recorded on a separate DD Form 2667 main-
tained specifically for minor physical losses of
funds. See subparagraph 060402.D below.

B. Documentation of Agent Minor
Losses. Physical losses of funds incurred by
deputies, disbursing agents, cashiers, paying
agents, collection agents, imprest fund cashiers,
or change fund custodians are identified as
physical losses within the individual agent’s
-accountability documents. A turn-in of the loss
shall be made to the DO (just as if the lost funds
were being returned to the DO). The DO shall
then reduce the DD Form 2657 line 6.5 for that
. particular agent and increase line 7.3. The DO
shall record the loss on the cumulative DD Form
2667 maintained in accordance with paragraph
060202 above and also record the loss on the DD
Form 2667 being maintained for minor losses of
funds in accordance with subparagraph 060402.D
below.

C. Investigation of Minor Losses.
Written investigatory comments are required for
every physical loss of funds regardless of the
amount. However, there is a procedural differ-
ence in the investigatory requirements for minor
losses of $25 or less and for minor losses over
$25. If fraud (internal to the accountable func-
tion) - is discovered in conjunction with any
physical loss of funds, the loss shall be processed
as a major physical loss of funds.

_ 1. Minor Losses of $25 or Less
(No Fraud). For minor losses of $25 or less, the
DO shall conduct the investigation and render
the written investigatory report. If the loss is
attributable to the DO, the investigation shall be
conducted by and the written report prepared by
the primary deputy DO. Under no circumstanc-
es shall the individual incurring the loss prepare
his or her own investigatory report. In all cases,
the investigatory report shall be signed by the
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investigating officer and submitted in support of
the quarterly minor loss report. The report may
be prepared in letter or memorandum format
and shall contain the following information and
statements: :

a. Name, grade, location,
and capacity (e.g., deputy, cashier, disbursing
agent) of the individual who incurred the loss.

b.  Name, grade, and capaci-
ty (e.g. disbursing officer, deputy, disbursing
agent) of the person who advanced the funds.

~¢.  Amount of the loss.

d. A description of how the
loss occurred.

e. A statement whether the
loss is a physical loss (as contrasted with a loss
from an illegal, improper, or incorrect payment
or a loss from an accommodation transaction).

f. A statement whether
there is evidence of fraud, intent to defraud, or
other misconduct on the part of the accountable
individual. ‘

g A statement whether,

- considering the circumstances involved, the

accountable individual was functioning in a
prudent manner and in accordance with applica-
ble regulations and directives.

h. A statement whether the
loss occurred while the accountable individual
was acting within the individual’s line of duty.

i Astatement whether the
presumption of negligence is refuted by the
specific facts established by the investigation.

jo The following investigat-
ing officer’s recommendation, as appropriate: "I
do/do not recommend relief from pecuniary
liability."

k.. The signed certification -
of the disbursing officer: "I have counseled
(name of accountable individual) regarding

-appropriate corrective measures to prevent

recurrence of losses of this nature, and I have
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reviewed the applicable regulatory procedures
regarding small losses of funds.”

2.  Minor Losses Over $25 (No

Fraud). Someone other than the DO or disburs-
ing office personnel (e.g., a member of the cash
verification team) shall be appointed by the
commander to conduct the investigation of
minor losses over $25. The individual appointed
to investigate the loss should have knowledge of
disbursing office operations, especially of the
required internal controls, pertinent laws, and
applicable directives. In all cases, the investiga-
tory report shall be signed by the investigating
officer and submitted in support of the quarterly
minor loss report. The investigatory report may
be prepared in letter or memorandum format
and shall contain the following information and
statements:

A a.  Name and location of the
DO or other agent where the loss occurred.

b. Name, grade, and capaci-
ty (e.g., disbursing officer, deputy, disbursing
agent) of the person who advanced the funds.

c..  Amount of the loss.

d. Cause of the loss, or
whether the cause cannot be explained.

e. Time, date, and place
where the loss was discovered.

£ Name, grade, and SSN of
the individual directly responsible for custody of
the funds at the time of loss.

, g Capacity in which the
funds were held (e.g., cashier, change fund
custodian, imprest fund cashier).

h. A statement whether the ‘

loss occurred in conjunction with valid disburs-
ing operations.

i.  Identification of regulato-
- ry provisions pertinent to the loss and whether
they were complied with.

A comment on specific
internal controls which might have prevented the
Joss, and the extent to which they were followed.
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k. In general terms, a
description of the actions the investigating officer
took to be satisfied regarding whether fault was
a cause for the loss. " '

1. Astatementas to wheth-
er the loss occurred without fault or negligence
by the accountable individual.

m. The following investigat-
ing officer’s recommendation, as appropriate: "I
do/do not recommend relief from pecuniary
liability."

n. - The signed certification
of the disbursing officer: "I have counseled
(name of accountable individual) regarding
appropriate corrective measures to prevent
recurrence of losses of this nature, and I have
reviewed the applicable regulatory procedures
regarding small losses of funds.”

D. Preparation of DD Form 2667 as a
Quarterly Minor Loss Report. Record all unre-
covered minor losses occurring during each
calendar quarter on a separate DD Form 2667
from the DD Form 2667 prepared to record and
accumulate losses. See figure 6-4. Complete DD
Form 2667 for the quarterly minor loss report as
follows:

1. Ttem 1: DSSN. Enter the

DSSN.

2. Item 2: Purpose of Record.
Enter "Minor Loss of Funds Report" and the
calendar quarter (for example, January 1 through
March 31, 1993) for which the DD Form 2667 is
being prepared.

3. Item 3: Name of Disbursing
Officer. Enter the DO’s name and rank.

4. Ttem 4: Address. Enter the
DO’s organization address.

5. Item 5: Date. For each of the
minor losses included, enter the date each loss
was picked up in the DO’s accountability.

6. Item 6: Reference or Explana-
tion. For each of the minor losses included,
enter a brief description of the loss, together with -




DoD Financial Management Regulation

Volume 5, Chaptér 06

identification of the pérson responsible for the
loss (if known).

7. Ttem 7: Increase. For each of
the minor losses included, enter the amount of
the loss. '

8. Item 8: Decrease. This item is
not used on the quarterly minor loss report.

9. Item 9: Balance. Enter the

total of.all losses shown in the report.

E. Assembly of the Complete Quar-
terly Minor Loss Report. The DO shall assemble
the report in the following order:

1. A covering transmittal letter
similar to the example provided in figure 6-5.

2. The DD Form 2667 itemizing
each minor loss included in the report.

3. The written investigatory
report for each loss. The investigatory reports

should be arranged in the same order as the.

losses appearing on the DD Form 2667.

3 “F. Submission of the Quarterly Minor
Loss Report. Total the minor losses quarterly

and when the DO is relieved from disbursing
duty. Mail the quarterly report with all required
supporting documentation to the servicing DFAS
Center not later than the 5th workday following
the end of the quarter, or upon the DO’s relief
from disbursing duty, not later than the 5th
workday following the date of relief. When the
report is submitted upon a DO’s relief from
disbursing duty, the transmittal letter must
contain the statement, "Submitted due to relief of
the DO effective (enter date).” Provide one copy
of the report and supporting documents to the
commander and retain one copy. Negative
minor loss reports are not required.

G. - Review of Quarterly Minor Loss
Report. Upon receipt, the servicing DFAS Center
will review the report package for completeness,
validity, acceptance, etc. If the investigatory
comments are not considered adequate, further
information will be requested from the DO. The
report package will then be forwarded to Gener-
al Counsel for review and recommendation to
the Director of the DFAS Center regarding
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Cashiers.

whether relief of liability should be granted. The
Director may request additional information,
may deny relief, or may grant relief. If the
Director grants relief for one or more of the
losses included in the quarterly report, the
servicing DFAS Center will provide instructions
for removal of the loss(es) from the SF 1219 or
will forward a check for the amount of relief
granted to the DO. If the Director denies relief
of liability for one or more of the losses included
in the quarterly minor loss report, the DO will
be advised of the adverse determination. Within
the adverse determination will be a recommen-
dation that one or more accountable individuals
involved with the loss be denied relief, if appro-
priate.

*060403. Minor Change Fund Physical Losses.

. Generally, follow the procedures in paragraph
- 060302 above.

If it has been determined that
sales receipts (property) arent sufficient to
absorb all or part of the loss, the balance must be
treated as a loss of funds. Include these balances
on the quarterly minor loss report if they are less
than $750 and there is no internal fraud associat-
ed with the loss. Reporting and investigatory
requirements prescribed in subparagraph

. 060402.C above. also apply if the losses are less

than $750 and there is no internal fraud associat-
ed with the loss.

060404. Minor Physical Losses by Deputies,
Disbursing Agents, Paying Agents, Cashiers, and

Collection Agents. Generally, follow the proce-

dures in paragraph 060303 above. Include on
the quarterly minor loss report if the losses are
less than $750 and there is nointernal fraud
associated with the loss. Reporting and investi-
gatory requirements prescribed in subparagraph
060402.C above also apply if the losses are less
than $750 and there is no internal fraud associat-
ed with the loss.

060405. Minor Physical Losses by Imprest Fund
Generally, follow the procedures in
paragraph 060304 above. Include on the quarter-
ly minor loss report if the losses are less than
$750 and there is no internal fraud associated
with the loss. Reporting and investigatory
requirements prescribed in subparagraph
060402.C above also apply if the losses are less
than $750 and there is no internal fraud associat-
ed with the loss.
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060406. Minor Counterfeit Currency Physical
Losses. Generally, follow the procedures in
paragraph 060305 above. Include on the quarter-
ly minor loss report if the losses are less than
$750 and there is no internal fraud associated
with the loss. Reporting and investigatory
requirements prescribed in subparagraph
060402.C above also apply if the losses are less
than $750 and there is no internal fraud associat-
ed with the loss.

060407. Minor Loss of Original Vouchers.
Generally, follow the procedures in paragraph
- 060306 above. Include on the quarterly minor
loss report if the losses are less than $750 and
there is no internal fraud associated with the
loss. Reporting and investigatory requirements
prescribed in subparagraph 060402.C above also

apply if the losses are less than $750 and there is

no internal fraud associated with the loss.

060408. - Minor Loss of Documentation Support-
ing SF 1219 Receivables and Deposit Fund
Account Balances. Generally, follow the proce-
dures in paragraph 060307 above. Include on
the quarterly minor loss report if the losses are
less than $750 and there is no internal fraud
associated with the loss. Reporting and investi-
gatory requirements prescribed in subparagraph
060402.C above also apply if the losses are less
than $750 and there is no internal fraud associat-
ed with the loss. ‘

0605 ILLEGAL, INCORRECT, OR IMPROP-
ER PAYMENT LOSSES

060501. General. Illegal, incorrect, or improper
(erroneous) payment deficiencies may result
from overpayment of a payee; two or more
payments to a payee for the same entitlement;
payment to the wrong payee; US. Treasury
check issue overdrafts; negotiation of both the
original and a substitute U.S. Treasury check;
negotiation of both the original and a recertified
U.S. Treasury check; any payment based on
fraudulent, forged, or altered documents pre-
pared or presented by individuals who do not
work in the disbursing office; or payment in
violation of a regulation. Generally, there is no
separate SF 1219 recording of erroneous pay-
ments similar to the requirements for recording
physical losses of funds on lines 7.3 or 9.3 and
they are not included on the DD Form 2667. In
most cases an erroneous payment is charged to

B
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a valid appropriation via the disbursement
voucher and the payment has already been
made. If an erroneous payment is recouped (or
collected from an individual held liable for the
payment), the appropriation initially charged is
credited for the amount recouped or collected.
If no recoupment or collection is made, or if
relief of liability is granted, the appropriation
charge remains as if it were valid. All replace-
ment check double-payment and check-issue
overdraft losses are reported under the errone-
ous payment category. Normally, dishonored
checks received as an accommodation transaction
are treated as an accommodation exchange loss
as prescribed in chapter 04 of this Volume.
However, if improper disbursing office actions
(not fraudulent) are associated with the dishon-
ored checks (e.g., cashing for unauthorized

personnel), dishonored checks are treated as’

illegal, incorrect, or improper payments.

060502. Reporting Erroneous Payments. The
DO shall report all erroneous payments to the
commander. In addition, the DO must take
aggressive action to recoup the amount of an
erroneous payment from the recipient. If re-
coupment is made, the proceeds are credited to
the appropriation charged when the disburse-
ment was made. If recoupment is not effected
within 90 days of continuous aggressive collec-
tion action, the case file shall be submitted to the
servicing DFAS Center for further collection
action. The DO may also submit a request for
relief of liability through the commander and the
chain of command. The request for relief should
reference the date the case file was forwarded to
the DFAS Center for further collection action. A

separate or special report by the commander

(paragraph 060103 above) is normally not re-
quired. '

060503. Investigation of Erroneous Payments.
A formal investigation of erroneous payments is
not mandatory unless fraud (on the part of the
payee and/or disbursing office personnel) is
suspected in connection with the payment.
However, the commander (or convening authori-
ty) may determine that a formal investigation is
necessary. If so, the convening authority shall
appoint the Investigation Board of Officers or
Investigating Officer to gather additional infor-
mation and determine responsibility. If no
formal investigation is to be conducted, investi-
gatory comments similar to those required in
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subparagraph 060402.C for minor physical losses
over $25 are required. The memorandum or
letter type investigatory report must outline the
facts concerning the payment, the reason(s) no
formal investigation is considered necessary,
whether relief of liability is recommended for the
DO (and/or any other accountable individual(s)),
and whether a request for relief is being submit-
ted by the DO and/ or other accountable individ-
ual(s).

0606 OVERAGES OF PUBLIC FUNDS

x060601. Recording Overages of Funds. Unless
they obviously relate (and the relationship can be
documented), do not offset any overage of funds
against a physical loss of funds. An obvious
relationship can usually be determined if foreign
currency on hand is short and U.S. currency on
hand is over by equal U.S.-equivalent amounts
(for example, an overage of $431.18 against a loss
of $431.18). Do not offset apparently related
overages against shortages if the shortage and
overage occur on different business days. Gen-

erally, an overage of funds shall be collected into

Deposit Fund Account *X3875 pending a deter-
mination of where the overage properly belongs.
Subsequently, if no proper location for the
overage is determined, the overage shall be
transferred from **X3875 to Treasury receipt
account Forfeiture of Unclaimed Money and
Property, **R1060. Track overages by recording
on a separate DD Form 2667 maintained specifi-
cally for overages. Note that, unlike the cumula-
tive DD Form 2667 maintained per paragraph
060202 above to support specific lines on the DD
Form 2657 and SF 1219, the DD Form 2667 for
overages is a stand-alone document for tracking
overages. Start a new DD Form 2667 for overag-
es at the beginning of each quarter. When
proper disposition of the overage is determined,
be certain to record the disposition on the DD
Form 2667. Forward a copy of the DD Form
2667 under a covering transmittal letter (similar

to that shown in figure 6-5) to the servicing

DFAS Center not later than the 5th workday
following the end of each calendar quarter and
upon the DO’s relief from disbursing duty, not
later than the 5th workday following the date of
relief. If the report is being submitted because of
relief from disbursing duty, the transmittal letter
must contain the statement: "Submitted due to
relief of the DO effective (enter date relieved)."
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060602. Preparation of DD Form 2667 as a
Record of Overages Losses. List each overage
occurring during each day on the DD Form 2667.
See figure 6-6 for an example of DD Form 2667 °
prepared as a record of overages. Complete the

form as follows:

A. Item 1: DSSN. Enter the DSSN.

B. Item 2: Purpose of Record. Enter
"Overage of Funds." '

C. Item 3: Name of Disbursing Offi-
cer. Enter the DO’s name and rank. -

D. Item 4: Address. Enter the DO’s

organization and address.

E. Item 5: Date. For each overage of
funds, enter the date the overage was collected
into a deposit fund account or miscellaneous
receipt account, as appropriate.

F. Item 6: Reference or Explanation.
For each overage, enter a brief description of the
overage together with identification of the per-
son responsible for the overage (if known).

G. Item7:Increase. For each overage,
enter the amount of the overage.

H. Item 8: Decrease. This item is not
used on the DD Form 2667 maintained for
overages.

I Item9:Balance. Enter the cumula-
tive total of the overages shown in the record.

060603. Reporting Overages of Funds. The
report and investigation requirements of para-
graph 060103 above are not required for overag-
es of funds when there is no indication of fraud
or other criminal act.

0607 INVESTIGATION OF IRREGULARI-
TIES

*060701. Appointment of Investigating Officer.
The appointment of an investigating officer shall

‘be made by the appropriate commander (or in

the case of DFAS Centers and Defense Account-
ing Offices (DAO), the Center or DAO Director)
citing this paragraph as authority.  In those
instances where the commander is not autho-
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rized to convene an investigation, the command-
er shall request an investigation through the
chain of command. A thorough investigation
shall be made by the investigating officer pursu-
ant to this section. The investigating officer shall
not be in the DO’s chain of command. Only
those individuals who are familiar with investi-
gative techniques and who have a knowledge of
the required internal controls, pertinent laws,
and directives will normally be appointed as
investigating officers. If the appointed officer
does not fully meet these requirements, technical
guidance should be requested from the activity
comptroller or staff judge advocate.

060702. Investigating Officer’s Procedures

A. Information to be Developed

1. Theinvestigating officer shall
be instructed to develop all factual information
in connection with the irregularity so that proper
action may be taken by higher authority. This
should include information regarding the proce-
dures followed by all individuals involved in the
irregularity, as well as safeguards and controls
instituted for the entire period in which the
irregularity occurred. Investigations of irregu-
larities that involved travelers checks shall in-
clude serial numbers and photocopies (front and
back) of the travelers checks. Appendix C of this
Volume is provided as a guide for investigating
officers.

2. If possible, the investigating

‘officer shall personally interview and obtain
sworn statements from all persons who may
have knowledge of the facts. Verbal testimony
need not be reported verbatim but may be
summarized by the investigating officer, sworn
to and signed by the individual concerned.
When sworn statements cannot be obtained, the
investigating officer shall submit a statement
giving the substance of the expected testimony
_and the reason for not obtaining a sworn state-
ment. The investigating officer shall make an
effort to resolve or clarify all apparent discrepan-
cies or contradictions disclosed by the statements
secured. The investigating officer shall also
procure such documents, photographs, and
affidavits from persons having knowledge of the
facts as will fully show the circumstances sur-
rounding the irregularity in question. Particular
use should be made of previous investigations
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already conducted in the area by the DoD Com-
ponent’s  investigative service (e.g.,Criminal
Investigation Division (CID) or Naval Investiga-
tive Service (NIS)), Inspector General (IG), and
Federal Bureau of Investigation (FBI) reports.
The investigating officer may also use statements
made by concerned parties in the previous
investigations without the necessity of re-inter-
viewing such persons.

3. DOs, and other individuals
whose possible responsibility for the irregularity
becomes an issue, shall be  made parties in
interest. Whenever it is recommended that an
individual be held pecuniarily liable, the person
shall be afforded an opportunity to examine all
evidence and to present in writing his or her
rebuttal regarding the irregularity. ’

* B. Findings. The investigating officer
shall make the following findings:

1. Physical Loss

a. That there (was) (was
not) a loss to the United States in the amount of

(include amount of loss).

b. The loss was not the
result of an illegal, incorrect, or improper pay-
ment. A finding shall be made as to a deputy,
agent, or cashier when either or all have respon- -
sibility for the funds involved in the loss.

c¢. The loss was not the
result of fault or negligence on the part of the
accountable official (i.e., DO, deputy, agent, or
cashier). A finding shall also be made as to a
deputy, agent, or cashier when either or all have
responsibility for the funds involved in the loss.

d.. When the loss occurs in
the internal account of a deputy, agent, or cash-
ier, funds of the imprest fund cashier, custodian

" of change fund, or other individuals who are

entrusted with funds, a finding shall be made
that the loss in the amount of (include amount of
loss) (was) (was not) (proximately caused by the
negligence of) (the result of larceny committed
by) (insert name of individual).

e. The investigating officer
shall make any other findings that are consid-
ered necessary and appropriate. It is essential
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that all the above findings be supported by
documentation. After each finding, reference
shall be made by tab or page number to the
supporting documentation.

f. That the accountable
official (i.e., DO, deputy, agent, or cashier) (was)
(was not) carrying out official duties when the
loss or deficiency occurred.

2. Illegal, Incorrect, or Improper
Payment

- a. That there (was) (was
not) a loss to the United States in the amount of
(include amount of loss).

b. That the loss was due to
an illegal, incorrect, or improper payment.

c.. That the payment (was)
(was not) the result of bad faith or lack of rea-
sonable care on the part of the DO or other
accountable individual.

d. That the DO (has) (has
not) diligently pursued collection action against
the payee, beneficiary, or recipient of the illegal,
incorrect, or improper payment.

, e. The investigating officer
shall make any other findings that are consid-
ered necessary and appropriate. It is essential
that all of the above findings be supported by
documentation. After each finding, reference
shall be made by tab or page number to the
supporting documentation.

: f. That the accountable
official (i.e., DO, deputy, agent, or cashier) (was)
(was not) carrying out official duties when the
loss or deficiency occurred. '

C. Recommendations. The investi-
gating officer shall make recommendations for
use by the reviewing authorities. These recom-
mendations shall include the following, when
appropriate: ‘

1. Whether the DO, deputy,
agent, or cashier should or should not be re-
lieved of pecuniary liability for the loss in the
amount involved.
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2.  Whether any other person or
persons should or should not be held pecuniarily
liable for the loss, in whole or in part.

3. Necessary corrective action
that should be taken to effect improvement in
procedures or internal controls.

4. Any other recommendations
considered necessary and appropriate in view of
facts developed during the course of the investi-
gation.

D. Adverse Findings. If the investi-
gating officer recommends that the DO or any
other individual(s) be held pecuniarily liable for
the loss, the report shall be given to these indi-
viduals for the purpose of filing a written rebut--
tal if so desired. This rebuttal may be in the
form of a brief and/or additional witness state-
ments. The rebuttal shall be in writing and
attached as an exhibit to the report. Military
counsel, if reasonably available, shall be fur-
nished to those individuals desiring legal advice.
A reasonable time not to exceed 30 days shall be
allowed for the filing of the rebuttal.

E. Review and Disposition of Report

* 1. The reviewing authority shall
be the commander (i.e., appointing authority).
This may be delegated to the deputy command-
er, chief of staff, or comptroller. The reviewing
authority may make such additional findings
and recommendations as deemed pertinent to
the investigation. In the event the reviewing au-
thority recommends that relief from liability for -
the loss be denied and the individual has not
been given the opportunity to make a rebuttal,
the reviewing authority shall set forth the rea-
sons for his or her action. Also the individuals
adversely affected by his or her decision shall be
afforded the right to rebuttal. The time period

. allowed for rebuttal shall not exceed 30 days.

Upon return of the report to the reviewing
authority, he or she shall reconsider his or her
actions if a rebuttal has been submitted and then

~ affirm or reverse his or her position.

2. The original and one copy of
the report, including complete copies of all
testimony and other exhibits, shall be forwarded
through the reviewing authority’s chain of
command to the Director of the servicing DFAS
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Center, within 90 calendar days after the loss has
been discovered. In the case of a loss at a DFAS
Center, the report shall be forwarded to DFAS
Headquarters, Deputy Director “for Finance
within 90 calendar days after the loss has been
discovered. When there is evidence of fraudu-
lent or wrongful conduct and the matter is under
investigation by the military police, DoD Compo-
nent investigative service, and/or FBI, the report
- should be held until their investigation is com-
pleted. Copies of the investigative reports
should be added as exhibits before forwarding

the report through the chain of command to the

servicing DFAS Center (or DFAS Headquarters,
Deputy Director for Finance). If it appears that
the statute of limitations (three years) will expire
prior to the completion of the DoD Component
investigative service or FBI investigation, the
report shall be forwarded to the DFAS Center (or
DFAS Headquarters, Deputy Director for Fi-
nance) immediately. Inall cases, the 90 calendar
day suspense shall be met or an extension re-
quested from the Director of the servicing DFAS
Center (or DFAS Headquarters, Deputy Director
for Finance, if appropriate).

3. Thereviewing authority shall
furnish through the chain of command to the
servicing DFAS Center (or DFAS Headquarters,
Deputy Director for Finance, if appropriate), any
information that becomes available after the
report of investigation has been forwarded.

4. The Director of the servicing
DFAS Center (or DFAS Headquarters, Deputy
Director for Finance, when appropriate) shall
review the report and take the actions as indicat-
ed in the following subparagraphs. In all cases,
the report shall be forwarded to General Counsel
for.review and recommendation.

a. Physical Loss. If the

report lacks sufficient information (e.g., in the
event the provisions for the findings and recom-
mendations have not been complied with), it
shall be returned for further investigation and
fulfillment of the provisions listed above. If the
- servicing DFAS Center returns the report directly
to the individuals for the purpose of review and
for the filing of a written rebuttal, the period
allowed for response shall not exceed 30 days.
If the report is complete and the irregularity was
a physical loss, the Director of the servicing
DFAS Center (or DFAS Headquarters, Deputy
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Director for Finance for losses at a DFAS Center)
shall make final determination relevant to the
question of relief or pecuniary liability of the DO
and/or other individuals involved in the loss. If
the Director of the servicing DFAS Center (or
DFAS Headquarters, Deputy Director for Fi-
nance) determines that the DO and/or any other

individual be held pecuniarily liable for a loss, it -

shall also be determined if the right of rebuttal
provisions above have been complied with. If
not, the report shall either be returned to the
reviewing authority or sent directly to the indi-
viduals concerned, setting forth the reasons for
the adverse determination. If sent to the review-
ing authority, the reviewing authority shall then
afford the individuals adversely affected with the
opportunity to file rebuttals. The time period
allowed to file rebuttals shall not exceed 30 days.
Upon receipt of the report by the reviewing
authority with such additional information as
may be submitted, he or she shall return it to the
Director of the servicing DFAS Center (or DFAS
Headquarters, Deputy Director for Finance) with
his or her comments. - :

b. Illegal, Incorrect, or
Improper Payment. If the report is incomplete,
it shall be returned for further investigation. If
the Director of the servicing DFAS Center (or
DFAS Headquarters, Deputy Director for Fi-
nance, when appropriate) returns the report
directly to the individuals for the purpose of
review and for the filing of a written rebuttal,
the period allowed for response shall not exceed
30 days. If the report is complete and the irregu-
larity'was due to an illegal, incorrect, or improp-
er payment, the Director of the servicing DFAS
Center (or DFAS Headquarters, Deputy Director
for Finance, if appropriate) shall make written
findings and recommendations to GAO relevant
to relieving the DO and/or other individual of
pecuniary liability and responsibility. If the
Director of the servicing DFAS Center (or DFAS
Headquarters, Deputy Director for Finance)
recommends that the DO and/or any other
individual be held pecuniarily liable for the
illegal, incorrect, or improper payment, the DO
and/or other individual shall be afforded the
opportunity. to file a rebuttal. The time period
allowed to file a rebuttal shall not exceed 30
days. -
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0608 STATUTE OF LIMITATIONS ON

ILLEGAL, INCORRECT, OR IMPROPER PAY-

MENTS

060801. General. The Comptroller General of
the United States is required by 31 U.S.C. 3526
(reference (0)), to settle the accounts of disburs-
ing officials within three years from the date of
receipt of substantially complete accounts. As
prescribed in Title 7 of the GAO Manual (refer-
ence (x)), the beginning of the three-year statute
period is generally considered to be the end of
the period covered by the applicable SF 1219.
Therefore, except in cases of unresolved Notices
of Exception, settlement will occur, by operation
of law, three years after the date that the SF 1219
is certified. However, in certain cases as shown
in paragraph 060802 below, GAO considers the
three-year period to begin after notice of the loss
is received by the DoD Component from the
Treasury. If the loss is due to embezzlement,
fraud, or other criminal activity, the three-year
period does not begin until the loss has been
discovered and reported to the appropriate DoD
Component officials. Liability of a disbursing
official is extinguished if all required actions are
not completed within the prescribed three-year
time limit. This includes both the raising of a
charge against the individual as well as the
granting or denial of relief. Therefore, all actions
such as reports of irregularities and requests for
relief shall be submitted to reach GAO within
two years from the date the DoD Component re-
ceived a substantially complete account. This
gives the Comptroller General the entire third
year to raise a charge against the individual or
grant/deny relief.

060802. Application. The following subpara-
graphs are examples of illegal, incorrect, or
improper payments and when the three-year
statute of limitations begins.

A. Overpayments, Payments to the
Wrong Pavee, and Payments in Violation of a
Regulation. Date the SF 1219, which includes the
applicable paid vouchers, is cert1f1ed

B. Double Payments (Original and’

Substitute or Original and Recertified Treasury

Checks - Both Negotiated). Date on which notice
is received from Treasury (SF 5515 or Daily
Advice of Status) that the original check has
been negotiated. In cases where Treasury has
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provided credit for an outstanding check and the
check is later negotiated, the three-year statute
starts on the date of receipt of the chargeback
from Treasury.

C. . Alteration or Forgery of Treasury
Checks. Date on which the SF 5515 or other .
notice of alteration or forgery is received from
Treasury.

- D. Cheéck Issue Overdraft. Date on
which the FMS Form 5206 is received from
Treasury.

E. * Payments Resulting from Embez-
zlement, Fraud, or Other Criminal Activity of the
Payee. Date the loss is discovered and reported
to the appropriate DoD Component officials.

060803. Extending the Statute of Limitations. If
it appears that the three-year statute of limita-
tions will expire before an illegal, incorrect, or
improper payment can be submitted to GAO for
relief, a request to extend the statute of limita-
tions shall be initiated by the DO at-least six
months prior to the expiration of the three-year
time limit. This request shall be addressed to
the servicing DFAS Center and routed through
the chain of command. The request shall contain
the following information:

A. The name and rank or rate of
accountable individual(s) involved.

B. An explanation as to why the
illegal, incorrect, or improper payment documen-
tation cannot be processed within the three-yoar
statute of limitations.

C. A description of how the illegal,
incorrect, or improper payment occurred and, if
appropriate, when it was shown in the DO’s
accounts.

D. A statement regarding the 111ega1
incorrect, or improper payment to include the
voucher or check number, date paid or issued,
name of individual(s) involved, amount paid on
the voucher or check, and the amount of the
improper payment.
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0609 RELIEF OF LIABILITY FOR IRREGU-

LARITIES .

060901. General. - This section amplifies the
general information provided in chapter 01 of
this Volume. When any accountable official of
the Government incurs or has incurred an irreg-
ularity as a result of a physical loss of funds or
an illegal, incorrect, or improper payment, that
official may be granted relief of liability for the
irregularity under the provisions of 31 U.S.C.
3527 (reference (0)).

060902. Physical Loss of Funds. In Comp. Gen.
B-151156 (reference (ae)), the Comptroller Gener-
al of the United States ruled that the term "dis-
bursing official" applies to all personnel in the
DoD, whether military or civilian, to whom
public funds are entrusted for the purpose of
" making disbursements. This application includes
not only the DO, but also deputy DOs, disburs-
ing agents, cashiers, agent cashiers, collection
_agents, paying agents, imprest fund cashiers, and
change fund custodians. As provided in 31
U.S.C. 3527 (reference (0)), the Comptroller
General shall relieve a disbursing official of
liability for a physical loss of funds, vouchers, or
records, or shall authorize reimbursement, from
an appropriation or fund available for that
purpose, of the amount paid by or on behalf of
such official as restitution when:

A. the Secretary of Defense deter-
mines that the official was carrying out official
duties when the loss occurred;

B. the loss was not the result of an
illegal, incorrect, or improper payment; and

C. the' loss was not the result of féult
or negligence by the official.

The finding of the Secretary of Defense is con-
clusive on the Comptroller General. In all cases
of physical loss by disbursing officials, the Secre-
tary of Defense is the relief authority, regardless
of the amount of the loss. The Secretary of
Defense has delegated authority to the Director,
DFAS to act for the Secretary of Defense to make
the required determinations and grant or deny
relief on all requests for relief of liability for
physical losses submitted under the provisions of
this Volume. The Director, DFAS has delegated
this authority to the Directors of the DFAS
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Centers unless the disbursing official is physi-
cally located at the DFAS Center, in which case
the DFAS Deputy Director for Finance shall
grant or deny relief.

060903. Ilegal, Incorrect, or Improper Payments

A. General. The Comptroller General
may relieve a present or former disbursing
official of liability for an irregularity caused by
an illegal, incorrect, or improper payment when
the Comptroller General decides that the pay-
ment was not the result of bad faith or lack of
reasonable care by the official. However, relief
may be denied when the Comptroller General
determines that diligent collection action was not
pursued according to prescribed procedures.
Except as provided in subparagraph 060903.B
below, the Comptroller General is the relief
authority in all cases of illegal, incorrect, or im-
proper payments. The Comptroller General acts
on his own initiative or upon a written recom-
mendation of the Secretary of Defense, but
independently determines whether relief should
be granted. The Secretary of Defense has dele-
gated authority to the Director, DFAS to act for
the Secretary of Defense in making the required
recommendations on all requests for relief of
liability for illegal, incorrect, or improper pay-
ments submitted under the provisions of this
Volume. The Director, DFAS has delegated this
authority to the Directors of the DFAS Centers.

B. Hlegal, Incorrect, or Improper
Payments in Double Payment Cases. In Comp-
troller General Decision B-244972 (reference (af)),
the Comptroller General delegated to the Secre-
tary of Defense (or his designee) the authority to
relieve DoD DOs for irregularities in their ac-
counts because of illegal, incorrect, or improper
payments in double payment cases and for over-
payment cases resulting from mechanical and/or
clerical errors during the check issuance process.
The overpayments for which relief authority was
delegated result from mechanical or clerical
errors during the check issuance process or from
the issuance of a second check (recertified pay-
ment) to a payee based on the payee’s signed
statement that the original check had been lost,
stolen, or not received. The irregularities occur:
when the original check (along with its replace-

-ment/recertified check) is negotiated by the

payee; or when checks are issued in incorrect
amounts as a result of inadvertent clerical errors.
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This delegated relief authority applies only to
those cases where the amount involved is $3,000
or less. The Secretary of Defense has delegated
authority to the Director, DFAS to act for the

Secretary of Defense in the granting of relief as -

specified above. The Director, DFAS has dele-
gated this authority to the Directors of the DFAS
Centers unless the accountable official operates
from a DFAS Center, in which case the DFAS
Deputy Director for Finance grants or denies
relief of liability. In all instances where relief of

liability would not be appropriate, where there

is doubt concerning the application of statutory
relief standards, and where the amount involved
is over $3,000, the cases shall be referred to the
Comptroller General for resolution.

0610 REQUESTS FOR RELIEF

*061001. General. Except as provided in section
0604 of this chapter for minor losses, requests for
relief of liability normally will be made by the

accountable individual -and shall comply with

the requirements prescribed in this section.
When the accountable individual is other than
the DO (i.e., the deputy DO, disbursing agent,
cashier, imprest fund cashier, paying agent,
collection agent, or authorized custodian), that
individual shall submit the request for relief
through the accountable DO. In addition, the
officer designated to settle the accounts of a
former DO may be required to request relief of
liability on behalf of a former DO. Generally,
the accountable individual should submit the
request for relief within 30 days after all re-
quired investigative and/or, when appropriate,
the DO’s required collection efforts have been
completed and the loss has been referred to the
servicing DFAS Center for further collection
action. If an investigating officer has been or
will be appointed as prescribed in section 0607
above, a copy of the investigating officer’s report
shall be included as an attachment to the request
for relief.

061002. Format. Requests for relief of liability
shall be in the form of a memorandum from the
accountable individual. For physical losses, the
memorandum requesting relief shall be ad-
dressed to the servicing DFAS Center through

.the accountable DO and the requestor’s chain of

command. The memorandum and all forward-
ing endorsements thereto shall provide the DFAS
Center with a complete report of the circum-
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stances resulting in the deficiency and a refer-
ence to the findings of any fact finding body,
report of investigation, or other proceeding. For
illegal, incorrect or improper payments, the
memorandum requesting relief shall be ad-
dressed. to Office of the General Counsel, U.S.
General Accounting Office, 441 G Street, NW,
Washington, DC 20548, and shall be routed
through the requestor’s chain of command and
the servicing DFAS Center. '

1061003. Specific Information Required. Regard-

less of whether an investigation was conducted,
specific information is necessary to provide a
complete report of the circumstances resulting in
the irregularity. When an irregularity occurs in
a DO’s account there is a presumption of fault or
negligence on the part of the accountable indi-
vidual(s). It is the responsibility of the individu-
al(s) requesting relief to dispel any doubt that
the irregularity was not due to any fault or
negligence on their part. When not supplied in
the findings of any court of inquiry, board of
investigation, court-martial, or other proceedings
(including endorsements thereto), the following
information shall be supplied and considered in
the request for relief and/or the forwarding
endorsements, as appropriate. Failure to provide
all the information required could contribute to
an unfavorable consideration of a request for
relief.

A. The specific duty assignment of
the accountable individual when the irregularity
occurred.

B. A statement showing when, how,
and by whom the irregularity was discovered.

C. A description of the actions taken
to verify the irregularity and establish how the
irregularity occurred.

D. A statement of when the last cash
count and balancing was effected prior to discov-
ery of the irregularity.

E. The prevailing circumstances
when the irregularity occurred, e.g., volume of
money handled, volume of transactions, number
of personnel handled, complexity of transactions,
actual operating conditions, and whether a
shortage of disbursing personnel existed.
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E. A copy of the appropriate stan-
dard operating procedures in effect at the time
the irregularity occurred. If no written proce-

dures are available, a statement shall be provid- -

ed setting forth the known and utilized proce-
dures at the time the irregularity occurred.

G. A statement indicating whether
pertinent regulations and instructions were
followed or, if not followed, an explanation and
justification for any omissions and deviations.

H. A statement of past involvement,
if any, by the individual requesting relief in any
prior irregularities.

I. A statement indicating whether
theft or other criminal act may have been in-

volved.

J.- A description of the manner in

which the irregularity is being carried in the

DO'’s account and the identity of the DO.

061004. Forwarding Endorsements. Each
addressee in the requestor’s chain of command
(including the accountable DO when the request-
or is other than the DO) shall provide a forward-
ing ‘'endorsement and shall include a specific
opinion as to whether the irregularity occurred
while the accountable individual was in line of
duty and without fault or negligence. A specific
recommendation as to whether relief should be
granted shall also be included as a part of the
forwarding endorsement.

061005. Review of Request for Relief. Upon
receipt, the servicing DFAS Center or DFAS
Headquarters, Deputy Director for Finance as
appropriate, shall review the request for relief as
well as all endorsements and the report of
investigation for completeness, validity, accep-
tance, etc. If the request (or endorsements) are
not considered adequate, further information will
be requested. Relief of liability shall not be
granted or denied without review and coordina-
tion of the Office of General Counsel at the
servicing DFAS Center or Headquarters, as
applicable.

061006. Relief Granted. If relief is granted, the
servicing DFAS Center will provide a memo-
randum of instruction for removal of the defi-
ciency from the DO’s account.
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061007. Funding for Removal of Trregularities.

A. General. In all cases, the ideal
method for resolving an irregularity is recovery
from the beneficiary of the irregularity (i.e.,
recovery of missing cash from the finder or re-
coupment from the payee in cases of ‘overpay-
ment, double payments, etc.), or in cases where
the accountable individual is denied relief of
liability, collection from the accountable individ-
ual. Prior to establishment of DFAS, each DoD
Component with disbursing authority main-
tained appropriated funds to resolve irregulari-
ties. Since establishment of DFAS, some disburs-
ing offices have been capitalized by DFAS and
some are under DoD Component authority. In
addition, under capitalization, military members
and civilian employees of the serviced DoD
Components have been or will be appointed to
some of the accountable positions at capitalized
DFAS disbursing offices. The following sub-
paragraphs establish the funding responsibilities
when relief of liability is granted and where the
ideal method of recovery is otherwise not possi-
ble.

* B. Physical Loss of Funds. Physical
losses of funds are carried on line 7.3 of the
DO’s SF 1219. When the losses cannot be recov-
ered (including those instances where relief of
liability has been denied and recoupment cannot

-be made from the accountable individual) or

relief of liability is granted to the accountable
individual, appropriated funds must be made
available to remove the deficiency from the DO’s
SF 1219. If the accountable individual (the
individual responsible for the loss of funds) was
a DFAS employee or a military member assigned

. to DFAS when the loss occurred, DEAS is re-
sponsible for providing the appropriation and .

funding necessary to resolve the irregularity. If
the accountable individual was a service DoD
Component member or employee when the loss
occurred, the DoD Component is responsible for
providing the appropriation and funding neces-
sary to resolve the irregularity.

C. Ilegal, Incorrect, or Improper
Payments. As a general rule, losses due to
illegal, incorrect, or improper payments are not
carried on the DO’s 5F 1219 as a loss of funds
since an appropriation was charged when the
payment in question was made. However, there
are exceptions to this general rule. For example,
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an exception occurs when the Treasury issues
check issue overdrafts against a DSSN. If the
illegal, incorrect, or improper payment is not or
cannot be recovered from the recipient, the DO
(and in some instances, the accountable individu-
al responsible for the irregularity) must request
relief of liability for the loss. If relief of Lability
is denied, the loss must be collected from the DO
or other accountable individual and the proceeds
credited to the appropriation originally charged
for the payment. If relief of liability is granted;
the loss cannot be recovered from the recipient;
and, in some cases, the liability of the account-
able individual is extinguished by operation of
the three-year statute of limitations; the amount
of the illegal, incorrect or improper payment nor-
mally remains charged to the appropriation
charged when the payment was made. Howev-
er, if adjustment to the appropriation account to
‘which the payment was charged is determined
necessary as provided in Title 7 of the GAO
Manual (reference (x)), the amount of the illegal,
incorrect or improper payment shall be charged
as provided in subsection (d)(1) of 31 U.S.C. 3527
(reference (0)).

061008. - Relief Denied. If relief is denied, the
commander will be directed to take immediate
collection action against the accountable individ-
ual. Procedures for effecting collection of irregu-
larities are prescribed in Part II of this Volume.
Procedures for processing and accounting for

collections of irregularities are prescribed in

chapter 19 of this Volume.
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PROCESSING LOSSES OF FUNDS DUE TO PHYSICAL LOSS

DO verifies account for accuracy of transactions
. recorded and processed since last balancing.

IDO finds error.

|

v ]

NO

| IS g

IDO records loss on DD Form 2657 and SF 1219;]

Team review.

DO reports loss to Commander within 24 hours
after discovery and requests Cash Verification

|

rCaSh Verification Team finds error.

Il

YES

NO .

DO corrects error in all re-
cords. Case is closed.

lﬂ)ss is less than $750.

l

YES

_[Tno ]

e

r NO I Fraud or criminal act indicated.

$25 or less Over $25

J;_fYTSJ ‘

Commander reports loss to DFAS Center and convenes or recom-
mends investigation.

l

DO performs informal Informal investigation per-
investigation. formed by someone outside
disbursing office.

]

‘DO requests relief of liability via quarterly minor loss report. J

Investigating officer makes appropriate findings and recommen-
dations including recommendation as to granting relief of liability
to DO and/or other accountable individual(s).

Commander reviews findings and recommendations, endorses,
and forwards investigation to DFAS through command channels.

I

Commander initiates collection action against accountable indi-

vidual based on investigation.

Relief granted.

DO and/or other accountable individual may request relief of
liability.

YES NO

DFAS Center will provide instructions to DO for removal of loss
from DD Form 2657 and SF 1219. If loss previously recovered by
collection from accountable individual, instructions for refund to
accountable individual will be provided.

DFAS Center will direct commander to initiate immediate collec-
tion action against accountable individual. If loss previously
collected, Commander and accountable individual will be notified

l

Fase is closed when final action is completed.

]

of denial or relief request.

|Ease is closed when final action is completed.

Figure 6-1. Summary of Actions on Physical Loss of Funds
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PROCESSING LOSSES OF FUNDS DUE TO ILLEGAL, INCORRECT, OR IMPROPER PAYMENTS

DO reports loss to commander.

and

Commander reports loss to DFAS Center via command

If loss due to deficient voucher, was voucher processed
through the accounting division?

RIS

lPrepare OF 1017-G and post as loss of funds. l

Commander determines necessity of investigating

or

channels.

Investigating officer is not appointed, but a detailed

officer.

Commander or higher authority appoints investigating
officer.

Investigating officer makes appropriate findings and
recommendations including recommendation as to
granting relief from pecuniary liability to DO and/or
other accountable individuals.

Commander reviews findings and recommendations

statement of facts pertaining to the loss is sent to the

DFAS Center.

and sends report of investigation through command
channels to DFAS Center.

DFAS Center reviews detailed statement of facts or
report of investigation and prepares findings and rec-
ommendations as to granting relief from pecuniary
liability to DO and/or other accountable individuals
for submission to GAO Office of General Counsel.

GAO reviews the request and responds to DFAS Cen- .

ter.

DFAS Center notifies DO through command channels
as to final action taken by GAO informing DO of any
further action to be taken.

Case is closed when confirmation of appropriate action
being taken by DO is received by DFAS Center.

Figure 6-2. Summary of Actions on Loss by Illegal, Incorrect, or ‘Improper Payment
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SUBSIDIARY ACCOUNTABILITY RECORD

1. DSSN
| 5995

2. PURPOSE OF RECORD
Cumulative Losses of Funds

| 3. NAME OF OFFICER
¥ James Harris, Capt, USAF

4. ADDRESS
PACAF, APO AP 96307

| 5. DATE 6. .REFERENC.E OR EXPLANATION 7. INCREASE | 8. DECREASE | 9. BALANCE
{ 6/6/xX | Evan Thomas, 1st Lt, USAF, Dep DO 1,375.00 1,375.00

6/12/XX | Ralph Brown, Cashier (Fraud) _ 210.00 1,585.00 |
Ralph Brown, Cashier (Fraud) Recoupe‘d‘ 210.00 1,375.00

DD Form 2667, AUG 93

Figure 6-3. Sample DD Form 2667, Subsidiary Accountability Record (Cumulative Loss of Funds)
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1. DSSN | 2. PURPOSE OF RECORD
5040 Minor Loss of Funds Report, 1 Oct - 31 Dec 19XX

‘ ’ : ' . SUBSIDIARY ACCOUNTABILITY RECORD

f 3. NAME OF OFFICER A 4. ADDRESS
§ Kevin Brown, Capt, USAF 3415 CPTS/ACF, Lowry AFB, CO 80279-5260

5. DATE " 6. REFERENCE OR EXPLANATION 7. INCREASE | 8. DECREASE | 9. BALANCE
10/3/XX | SSgt John Overly (Cashier Loss) 12.00 . 12.00 §
| 10/14/XX | MSgt Ted Jones (Disb. Agent Loss) 23.70 35.70
10/20/XX | Harry Smith (Cashier Loss) 1.00  36.70 |
; 10/30/XX | SSgt John Overly (Cashier Loss) 37 : 37.07
11/4/XX | R. Sharp (Paying Agent Loss) 137.07
11/9/XX | John Davis (Cashier Loss) _ , 138.42
11/15/XX | Dee Jones (Cashier Loss) 178.42
11/17/XX | MSgt Paul Doyle (Imprest Fuhd Theft) - 228.42
§ 11/18/XX | Bob Thompson (Cashier Loss) e 251.42
11/18/XX | SMSgt Jack Cook (Change Fund Theft) 351.42

DD Form 2667, AUG 93

‘ Figure 6-4. Sample DD Form 2667, Subsidiary Accountability Record (Quarterly Minor Loss Report)
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USE APPROPRIATE LETTERHEAD

REPLY TO

ATTN OF ACF

SUBJECT Minor Loss of Funds Report, October 1 - December 31, 19XX’

TO DFAS-DE /
Denver, CO 80279-5000

1. The attached DD Form 2667 detailing minor losses of funds for the
quarter ended December 31, 19XX is submitted per DoD Financial
Management Regulation, Volume 5, paragraph 060402.F. Investigation of
the losses associated with this report disclosed evidence that there has been
no fraud, intent to defraud, or other misconduct on the part of myself or
other accountable individuals within this organization.

2. -As evidenced by the attached investigatory reports,‘ all losses associated
with this report are considered to be within the accountable individual’s

line of duty.

3. Please direct questions, comments, or further discussion of the attached
report to Mr. J. Johnson, Deputy, DSN 965-2138.

KEVIN BROWN, Capt, USAF
Disbursing Officer ,
: 1 Atch
DD Form 2667 w/atch

cc: HQ TAC/ACF

(NOTE: If this is an out-of-cycle submission,
add the following paragraph to the above:
"This report is submitted due to relief of

the DO on __ (enter date of relief) .")

s January 3, 19XX -

Figure 6-5. Sample Transmittal Letter for Quarterly Minor Loss Report
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l SUBSIDIARY ACCOUNTABILITY RECORD
‘ 1. DSSN 2. PURPOSE OF RECORD

5995 . | Overage of Funds
3. NAME OF OFFICER : 4. ADDRESS
James Harris, Capt, USAF - PACAF, APO AP 96307

| 5.DATE 6. REFERENCE OR EXPLANATION 7. INCREASE 8. DECREASE 9. BALANCE 3
4/5/XX ' : 5.00 5.00
5/14/XX . .97 - 597
6/18/XX ~13.40
6/28/XX . : 13.85

DD Form 2667, AUG 93

. Figure 6-6. Sample DD Form 2667, Subsidiary Accountability Record (Overage of Funds Record)
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CHAPTER 07

U.S. TREASURY CHECKS

0701 GENERAL

070101. Authorized Purposes. DOs shall issue
checks only in pursuance of law and regulations
for the following purposes: military pay and
allowances; civilian payrolls; public vouchers for
purchases and Services; travel claims; authorized
advances to travelers and agents; deposits to the
credit of the U.S. Treasury; and, exchange-for-
cash. The drawing of any check to an individual
payee for the purpose of making payments to
non-Governmental agencies such as the Ameri-
can Red Cross is prohibited.

070102. Negotiability. AllU.S. Treasury checks
are payable up to 1 year from the date of issue.
Checks issued prior to October 1, 1989 were void
. effective October 1, 1990. Checks presented for
payment that are not negotiable due to the above
criteria shall be verified to still be a valid pay-
ment and replaced, if appropriate, as prescribed
in chapter 08 of this Volume.

070103. . Check Types

A.  Regular-Issue Checks. Regular-
issue checks are standard checks with preprinted
‘check symbol/serial numbers and magnetic ink
character recognition (MICR) encoding. Stan-
dard checks are the only instruments which DOs
are authorized to draw on the account of the
Treasury. ‘

~ B. Control Checks. Control checks
can be distinguished from regular-issue checks
by the presence of a preprinted eight-digit
control number in the center of the check just
below the solid black line, vice a preprinted
check number in the upper right corner. Control
checks are for issuance to replace spoiled checks.

C. Test Grid Checks. Test grid
checks provide the format of the check by grid
lines for use in testing or aligning automated
check writing equipment. They are white with
a non-reproducible blue test grid (eight vertical
lines per inch and ten horizontal character
positions per inch). Test grid checks are printed
for Government-wide use. Date -and dollar
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boxes are to be ignored since these boxes are not
preprinted on checks. Test grid checks are not
for issuance. ' '

D. Unnumbered Checks. Unnum-
bered checks are regulag-issue checks without
preprinted check symbol/serial numbers and
magnetic ink character recognition (MICR)
encoding. These checks are for use only by
DFAS Centers. Unnumbered checks are con-
trolled by a preprinted Inventory Control Num-
ber (ICN). Special check-writing equipment is
required to issue unnumbered checks.

* E. Specimen Checks. Specimen
checks are identical to unnumbered checks
except that each specimen check is overprinted
with the words "SPECIMEN CHECK - NON-
NEGOTIABLE" in the signature space. Specimen
checks should be safeguarded the same as blank
checks although they have "SPECIMEN - NON-
NEGOTIABLE preprinted across them. A blank

- check marked "Void - Not Negotiable, No Check

Issued Under this Number" should be used if

.available; otherwise, a piece of paper or card of

check size (3 1/4" X 7 3/8") may be used.

* F.  Check Serial Numbers. When all
serial numbers of a symbol have been used, FMS
will assign a new checking account symbol for
the next supply of checks, if necessary. Accord-
ingly, as serial numbers of checks issued ap-
proach 99,999,999, the disbursing officer should
notify FMS’s Check Reconciliation Branch,
through the servicing DFAS Center, so a new
checking account symbol can be assigned before
the next supply of blank checks is ordered.
When ordering the new check supply, the dis-
bursing officer should allow additional time for
the proof to be changed (in addition to the time
normally required to print and deliver the
checks).

* G. Check Numbers. The initial order
for serially numbered checks must specify that
the numbers begin with 00,001,000. Depending
on the quantity of checks ordered, the serial
numbers must end in 00,000,999, as appropriate.
Subsequent orders must specify serial numbers
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that follow exactly in sequence as those on
preceding orders. The initial order for control
numbered checks will specify the beginning
number as 00,000,001 and the ending number as
the quantity of checks ordered; for example,
00,002,000 for 2,000 checks. Subsequent orders
for control checks must specify control numbers
that follow exactly in sequence as those on
preceding orders.

070104. Check Featurgs

A. General. Disbursing activities are
authorized to issue only multicolored, standard
size checks against the account of the Treasury.
A standard size check measures 7 3/8 inches in
length and 3 1/4 inches in width.

B. Pre-encoded Magnetic Ink Charac-

ters. Certain information is encoded in magnetic
ink along the lower edge of regular-issue and
control checks. The magnetic ink character

recognition (MICR) area extends across the -

width of the check from positions 14 to 54 and
from the bottom edge of the check up 5/8". The
MICR line will consist of a nine-digit check serial
number in positions 23 through 31, a nine-digit
transit number in positions 34 through 42, a five-
digit check symbol number in positions 49
through 53, and the appropriate MICR symbols
denoting preprinted symbol and serial numbers.
The serial number is not encoded on control
checks. ‘

070105. Check Dating and Handling

A. Drawing the Check. All checks
drawn on the Treasury shall be inscribed to the
payee by name, or to a financial institution for
credit to the account of the named payee, except
when the check is drawn as an exchange-for-
cash. The rules governing exchange-for-cash
checks are in section 0705 of this chapter. Under
no circumstances will a check be made payable
to "cash."

B. Dating and Mailing of Checks.
DOs shall not issue checks in payment of salaries
prior to the completion of the service for which
the payment is being made or prior to the sched-
uled payday, unless authorized (e.g., advance
pay). However, a DoD Component is authorized
to have a policy of mailing checks to payees
prior to a military or civilian payday to ensure
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that the payment is available when due. If it is
necessary to mail the check prior to payday, the
check shall not be dated prior to the date of the
scheduled payday. In the event that this method
of pay delivery is used, the agencies being
serviced shall have internal controls that alert the
DO when a payee becomes ineligible for sched-
uled pay (unauthorized absence, separation, etc.)
and ensure that pay intercept procedures can be
initiated.

C. Legal Representatives

1. Legal Representative of Estate
of Decedent. A check may be drawn payable to
the order of a legal representative of the estate of
a deceased person. The payee on the check shall
be named as follows: "John K. Smith, Executor
(Administrator, etc.) of the estate of James R.
Jones." Under no circumstance shall checks be
made payable to "the estate of" a decedent or to
a deceased person.

2. Committee or Guardian. A

- check may‘ be drawn and made payable to the

order of a legally appointed committee, guard-
ian, or other legal representative of a mentally
incompetent payee when specifically authorized
as prescribed in Volumes 7 and 8 of this Regula-
tion.

3. Power of Attorney. The
payee of a check may authorize another person
to pick up the check by execution of a specific
power of attorney that clearly states the holder is
entitled to pick up U.S. Treasury checks on the
payee’s behalf.- The person picking up the check
shall sign his or her own name on the voucher
next to the words "Attorney-in-Fact," followed by
the name of the person granting the power of
attorney. A copy of the power of attorney shall
be retained by the DO. The DO shall verify the
identity of the holder. Payments made to the
holder of a power of attorney that require "secret
or confidential identity" shall be processed using
a cover voucher inserted instead of the original.
The original voucher with a copy of the power

* of attorney shall be transmitted to the responsi-

ble security office with instructions delineating
how long the records shall be maintained.

070106. Signing Blank Checks. The signing of
blank checks is prohibited.
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070107. Security and Storage. Blank Treasury
checks shall be stored in a secure container
following the specifications in chapter 03 of this
Volume. The checks shall be kept under lock
and key or the safe of the DO or deputy. The
DO shall ensure that the conditions of storage
are such that deterioration of the surface tint and
design of the check, which is sensitive to mois-
ture, light, and heat, will be prevented. The DO
shall accept checks which bear printing of a
satisfactory color and strength, and if subsequent
deterioration occurs, a replacement supply shall
be obtained. Check stock may be stored in safes
or vaults to which both the DO and the primary
deputy have access. However, only one individ-
ual should be given primary responsibility for
maintaining the check stock and related control
records. . Access by others should be limited to

- those occasions when the principal custodian is

absent. Check stock shall be maintained under
the control of the DO. In cases of joint custody,
the DO shall ensure that no break in accountabil-
ity occurs. The DO or deputy shall be account-
able for the check stock at all times. This provi-
sion is intended only to provide for access to the
check stock during periods of brief or unexpect-
ed absence of the single individual (either the
DO or a'deputy) who exercises normal day-to-
day responsibility for the check stock.

070108. Blank Check Control Log. Each DO
shall maintain a blank check control log for each
series of checks used. This log shall be used to
maintain a perpetual inventory of checks on
hand as well as controlling the release of checks
to the .check and bond issuing section. At a
minimum, the blank check- control log shall
contain the: date; beginning check number;
ending check number; balance of checks on
hand; initials of the persons advancing or receiv-
ing checks; and initials of persons returning or
receiving checks. The DO or designee shall
examine the blank check control log daily to
ensure that all checks drawn and checks re-
turned unused. are accounted for and that no
checks have been removed without authority.

%070109. Blank Check Issue and Audit. Blank
checks shall be issued from the check stock in

blocks of appropriate size by serial numbers.’

The DO shall use a blank check control log as
prescribed in paragraph 070108 above to release
blank checks to check-writers and to monitor
return of blank, voided, or spoiled checks to the
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vault. The control log shall also be used to
control issuance and return of checks between
the DO and sites external to the disbursing office
where the checks are prepared. In this case, a
receipt shall be obtained for the checks issued,

and the person or persons in charge of the

working stock shall keep a record of checks
issued daily to each clerk for preparation and
shall examine daily the record of checks drawn
and checks returned unused by the clerks to
determine that all checks are accounted for and

that no checks have been removed without -

authority. ‘At least once every 60 days, the DO
or designee shall take inventory of the check
stock. Any open container shall be inventoried
by individual count of the checks contained
therein. All damaged cartons, or those bearing
evidence of having been tampered with shall be
opened and the checks contained therein shall be
counted individually. A record of the quarterly
inventory and total of checks on hand shall be
retained in the disbursing office. The check
inventory may be assigned as a responsibility of
the appointed cash verification team.

%070110. Lost or Stolen Blank Checks. When
blank checks are lost or stolen, the DO shall
immediately notify the commander, the nearest
office of the U.S. Secret Service (by message or
telephone), as well as the Treasury. The notice
shall be confirmed by memorandum to the De-
partment of the Treasury, Financial Management
Service, Check Reconciliation Branch, PGC-2,
Room 500E, 3700 East-West Highway, Hyatts-
ville, MD 20782, with copies to: the U.S. Secret
Service; the appropriate DoD Component investi-
gative service; the servicing DFAS Center; and
local banks (if appropriate). The notice may be
transmitted by electronic means (FAX), telephone
(301) 436-6510 or the most rapid means of com-
munication available and shall include the
following: the DSSN; the serial numbers of the

checks (or control numbers if control checks)

involved; a statement giving complete infor-
mation concerning the circumstances of the loss .
or theft; and the date the loss was referred to the
Secret Service for investigation. Note: If the loss
involves a range of consecutive serially num-
bered checks, only the beginning and ending
serial numbers of the range is required. Only

- after the report advising of the loss is sent will

the check serial numbers be reported to the
Treasury as check issues. Checks that are dis-
covered to be missing, lost, or stolen prior to
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issuance (including any items missing from
blank check shipments received from the con-
tractor), should be treated as voids in accordance
with I TFM 4-6045.30 and reported on magnetic
tape or hard copy to FMS’s Check Claims
. Branch. ‘

070111. Reporting Check Issues. All check
issues, including lost or stolen checks, are re-
quired to be reported to the Treasury. Detailed
check issue reporting procedures are contained
in chapter 09 of this Volume. For each lost or
stolen blank check, the check-issue detail data
~ shall show the amount as "0" (zero) dollars. If
any of the checks are later negotiated, the Treas-
ury will issue an FMS Form 5206, Advice of
Check Issue Discrepancy to the DO. Where the
lost checks have been reported by the DO (by
both message/phone and memorandum) as
required, the FMS Form 5206 is not recorded on
the SF 1179, Month End Check Issue Summary
or the SF 1219. To clear the item, the erroneous
FMS Form 5206 shall be returned to the Treasury
with a copy of the memorandum reporting the
lost or stolen checks. Every FMS Form 5206
shall be responded to immediately, either by
return to the Treasury with an explanation or by
entry on the SF 1179 and SF 1219 as prescribed
-~ in section 0706 of this chapter.

070112. Evidence.of Payment. The issuance
and mailing of a check to a creditor of the U.S.
does not of itself constitute payment of a debt.
A debt is not discharged until a creditor has
réceived the amount of the debt in money or its
equivalent in law. An acknowledgement of
receipt of the check is also not evidence of
payment. The endorsement of the payee is
evidence provided that the check was negotiated.
The endorsed check is the receipt to the Govern-
ment.

0702 PROCUREMENT _OF TREASURY

CHECKS

%070201. General. All orders for U.S. Treasury
checks shall be made using GPO Form 2431,
Print Order - Department of the Treasury Checks
and Proofs (nine-part carbon)(R 9-90). No other
purchasing documents are required or autho-
rized. The order and shipping time for the
checks is 90 days. DOs should maintain a 6-
month safety supply level of checks on hand.
Therefore, reorder levels should be set for when
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the check stock falls to the 9-month supply-on-
hand level. All check orders shall be prepared
and forwarded to the DO’s servicing DFAS
Center following the detailed guidance provided
by that Center. A newly established DSSN
should submit the check order at least 4 months
prior to the planned commencement of disburs-
ing operations. Cancellation of check orders
shall be requested by telephone or message
through the servicing DFAS Center. The Gov-
ernment Printing Office (GPO) will charge a fee
of $10 for each order canceled. In addition to
the GPO cancellation fee, a separate fee will be

‘charged by the contractor if an order is canceled

after check production operations have begun.
Check order forms are available from the follow-
ing DFAS Centers:

Defense Finance and Accounting Service
Cleveland Center

DFAS-CL/JFE

Cleveland, OH 44199-2056

- Defense Finance and Accounting Service
Columbus Center
DFAS-CO/FP
Columbus, OH 43218-2317

Defense Finance and Accounting Service
Denver Center

DFAS-DE/WLS

6760 E. Irvington Place

Denver, CO 80279-8000

Defense Finance and Accounting Service
Indianapolis Center '

DFAS-IN/AH, (Mail Stop 90)

8899 East 56th Street

Indianapolis, IN 46249-2201

Defense Finance and Accounting Service
Kansas City Center

DFAS-KC/AE

Kansas City, MO 64197-0001

* A. Desienation of Officials Authorized to

Sign Check Requisitions. Before any check pur-
chase orders are submitted, the ordering agency
must have designated one primary and one
alternate official as having authority to sign
check purchase orders. Designations for this
purpose are accomplished by completion and
submission of a FMS Form 5-89, Signature File -
U.S. Treasury Check Orders, to the Financial
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Management Service, Check Reconciliation
Branch,. These forms may be obtained by con-
tacting the Check Reconciliation Branch. The
FMS Form 5-89 is used to verify the signature on
check purchase orders to ensure that only autho-
rized officials requisition checks.

* ¢« B. ' Blank Check Assemblies

1. Assembly A, Single check style.

2. Assembly B, Single check and two
prenumbered tissue copies assembled in snap-

out style interleaved with one-time carbons and.

1/2" binding stub on the right end of the check.

3. . Assembly C, Single check with one
- prenumbered tissue copy assembled in snap-out
style interleaved with a one-time carbon and a
1/2" binding stub on the right end of the check.

4. Assembly D, Continuous form
single checks, 8 1/2" wide (including a 9/16"
perforated margin on each side for pinfeed or
overplaten feed devices).

5. Assembly E, Continuous form
checks with right stub (4000-checks and 4000
stubs per carton), 15 7/8" wide (including a
check-sized stub on the right side and a 9/16"
perforated = margin on each side for pinfeed or
overplaten feed devices). The stub may be
preprinted with the check serial number and
other information desired by disbursing offices.

6. Assembly ER, Continuous form
checks with right stub (40,000 checks and 40,000
stubs on a roll), 15 7/8" wide (including a 9/16"
margin on each side for pinfeed or overplated
feed devices). Checks do not have any
preprinted symbol or serial numbers. A consec-
utive Inventory Control Number (ICN) is printed
at the top of the check.

7. Assembly F, Continuous form of
two checks in tandem in fanfold (8000 checks per
carton), 15 7/8" wide (including a 9/16" perfo-
rated margin on each side for pinfeed or over-
platen feed devices). Checks with preprinted
symbol and serial numbers are numbered with
even numbers on the left and odd on the right.

8. Assembly G, Continuous form
- checks with a check-sized stub on top, 8 1/2"
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~ overplated feed devices).

wide (including a 9/16" perforated margin on
each side for pinfeed or overplated feed devices).
The stub may be preprinted with the check serial
number and other information desired by dis-
bursing offices. '

9. Assembly H, Continuous form of
two checks in tandem (80,000 checks on a roll),
15 7/8" wide (including a 9/16" margin on each
side for pinfeed or overplated feed devices).
Checks do not have any preprinted symbol or
serial numbers. A consecutive Inventory-control
Number (ICN) is printed at the top of the check.
Checks ordered without prenumbered symbols
and serial numbers have a consecutive inventory
control number printed at the top:

10. Assembly I, Continuous form
checks with stub, 15 7/8" wide (including a
check sized stub on the left side and a 9/16"
perforated margin on each side for pinfeed or
| The stub may be
preprinted with the check serial number and
other information desired by disbursing offices.

070202. Emergency Checks. An order for emer-
gency checks shall be made to the servicing
DFAS Center. The DO’s request shall be in
writing (by message or memorandum) and
include complete justification for the order. The
request shall specify the DSSN under which the
checks will be issued and the name of the DO.
Orders should specify quantities in multiples of
1000 checks and the quantity should be sufficient
to last until regular-issue checks are received.
Identify the unfilled check order number and
date of that order in the request. Orders for

emergency checks shall be kept to an absolute -

minimum and shall be placed only as a last
resort. Emergency checks shall be completely
used before any new stock of regular issue
checks are issued. Cancellation of emergency
check orders shall be requested by telephone or
message to the servicing DFAS Center. No fees
are charged for canceling emergency check
orders.

070203. Receipt of U.S. Treasury Checks

A. Receipt. Upon receipt of a check
shipment, the DO or designee shall verify that
all checks have been received and, based on a
representative sample, make an examination of
the accuracy of the printing and check sym-
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bol/serial numbers in the upper right corner of
the checks and in the magnetic ink character
recognition (MICR) field. Any box which bears
- evidence of tampering shall be opened and the
checks counted individually. An acknowledg-
ment of receipt of the checks to the vendor is not
required. However, an "Advice of Shipment"
form is mailed by the vendor to the ordering
activity 2 days prior to actual shipment of the
checks. The upper portion of the form describes
the checks being shipped. The lower portion of
the form is an inspection/receipt report. This
form is to be signed and forwarded to the servic-
ing DFAS Center after receipt and verification of
the order. A

B. Warranty. The vendor provides a
120-day warranty on the checks it produces. The
warranty period begins the day the checks are
delivered to the user. Therefore, it is the respon-
sibility .of the office that receives the checks to
determine any obvious defects or missing stock
before the warranty period expires. Otherwise,
the vendor may not be liable for making replace-
ments.

C. Defective Check Shipments. Note
the following:

1.  If checks are missing from the
shipment or if check stock is defective in some
other way and replacement of stock is warrant-

- ed, contact the servicing DFAS Center.

2. If checks are damaged when
received, in addition to the notification above,
the DO should contact the trucking company or,
if checks were sent by registered mail, the U.S.
Postal Service to initiate a claim for damages, if
appropriate. ‘

3. If a check shipment is re-
ceived which contains more than one check with
the same check serial number, in addition to the
notification to the servicing DFAS Center, the
DO shall destroy each check which bears a
duplicate setial number. The check serial num-
bers of the duplicate checks shall not be reported
as zero dollar amounts in the check issue report
since the remaining checks bearing these serial
numbers may be issued in the normal manner.
The checks bearing the duplicate numbers shall
be marked "VOID - NOT NEGOTIABLE" and
destroyed locally within 30 days.
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4. If checks are discovered
missing in the receipt verification process or at
any time thereafter, in addition to the notifica-
tion to the servicing DFAS Center, the DO shall

_ notify the nearest DoD Component investigative

service for referral and liaison with the U.S.
Secret Service.

: 5. If checks are received wh{ch
are intended for another disbursing office, imme-
diately contact the servicing DFAS Center.

070204. Transfers Between DOs. Checks trans-
ferred between DOs as a part of the relief from
disbursing duty process shall be counted indi-
vidually when they are not in the original pack-
ages.

ISSUANCE OF TREASURY CHECKS

0703

070301. Check Preparation. Checks shall be
used and issued in strict numerical sequence
within each series. The information essential to
a check includes place of issue, date, serial
number of check, payee, amount, signature of
drawer, and other identifying information such
as the symbol number and designation of title.
The legends "SALARIES AND EXPENSES" and
"DRAWN FOR ABOVE OBJECT" will not be
preprinted on the face of the check. Check
explanations (e.g., exchange for cash, salary, etc.)
and other special information unique to each
disbursing activity may entered at the bottom of
the check to the left of the signature area.
Extraneous data shall be kept to a minimum.
Spaces allotted on the printed check form for
specific information shall be used only for the

" purposes intended. No spaces will be left un-

filled in a manner that would allow or facilitate

.alterations and additions that could lead to

forgery or fraud. The completed check will have
an orderly appearance and all parts will have

. good legibility for accurate reading in rapid

handling. Overprinting, intersection and crowd-
ing shall be avoided. No check may be issued
for more than $99,999,999.99. In instances when
the total payment exceeds that amount, two or

_ more checks shall be issued which net to the

payment required. Deviation in the check writ-
ing procedures outlined herein is not permitted
unless authority is first obtained from the servic-
ing DFAS Center.

?
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- 070302. Reporting Large Disbursements. Since

the Treasury is solely responsible for the man-
agement of the Government’s daily cash posi-
tion, disbursement transactions affecting the cash
position shall be made known to the Treasury in
advance of the time of actual disbursement.
DOs disbursing $50 million or more in a single
transaction, or in multiple transactions of a
common nature shall report to Treasury the
following information at least 2 days prior to the
payment date: name of the DoD Component (i.e.,
Army) and DSSN; name and telephone number
of the DO; amount to be disbursed; payment
date; name and address of the payee (or the
payee’s bank if the payment is sent to a financial
institution); and description of payment (e.g.
Military Pay, DD/EFT, Vendor, etc.). For exam-
ple, if the DO issues 350 various vendor pay-
ments totaling $50 million or more on the same
day or issues a payroll totaling $50 million or
more on one day, a report to the Treasury is
required. However, if the DO issues a payroll
totaling $18 million and 350 various vendor
payments totaling $40 million on the same day,
the report is not required. The above informa-
tion should be transmitted via FAX (202) 208-
1633 or (202) 208-1820 to the Cash and Debt
Management Branch, Financial Management
Service, or provided by telephone to (202) 208-
1771. A copy of the report shall be filed with the
DO’s monthly retained financial records. When
the disbursement is for an intergovernmental
transaction between agencies, a report is not

- required since transfers between Government
- agencies do not affect the Treasury’s cash flow.

v070303. Check Print Requirements

A. General. All data printed or
typewritten on the checks should be imprinted in
such a manner that the print is permanent and
not affected by erasure, smudging, moisture,
handling, the passage of time, or by other meth-

- ods which might be intentionally or unintention-

ally employed to remove or alter the printing
without affecting the check itself. Impact print-
ers may be used. Laser type printers which lay
an image on the surface of the paper shall not be
used. Correctable ribbons used in manual
preparation of checks lack the permanence
necessary to protect against undetectable alter-
ation, therefore such ribbons shall not be used
under any circumstances. The correct position of
the date, amount, payee name, and the signature
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of the DO is determined by the physical charac-
teristics and layout of the blank check. Devia-
tions from the normal positioning of this infor-
mation should be avoided. In order to standard-
ize printing and facilitate accuracy verification,
words on checks should be inscribed in all
upper-case (i.e., capital) letters and punctuation
should be omitted, except commas used in
addresses and to set off names of more than two
payees.

* B. Pay to_the Order of. The payee’s
name shall be inscribed on checks in such a
manner as to assure positive identification. To
ensure correct endorsement and for other rea-
sons that have established the custom, the sur-
name of the payee should appear last; the correct
order is first name, middle name or initial, and
last name. Where the payee has-an often used
surname (such as "R T Jones" or "] G Smith"} the
use of initials only instead of the full given name
is inadequate to provide a positive identification
of the rightful payee. An initial in lieu of a first
name will be used only as follows: in cases
where the payee’s legal given names consist of .
initials only in which case the words "Initials
Only" should be shown after the initials; the
length of the surname would leave insufficient
space for the full first name; or where the check
writing system makes the use of a first name
impractical, in which case other positive identify-

ing data such as the payee’s Social Security num-

ber (SSN) or address shall be shown on the
check. While not a violation of the Privacy Act,
when a payee’s SSN is entered on the check, it
should be entered in a location where it will not
be visible in window envelopes should the check
be mailed. When checks are to be mailed, care
should be exercised to assure that the full and
complete address of the payee is entered on the
checks or envelopes, including as necessary;
rural route numbers, box numbers, house num-
bers, zip codes, and any other information
essential for correct delivery.

C. Date. The date is to be printed on
the right side of the check below the DSSN and
check number, or at the top of the check imme-
diately to the right of and on a line with the
place of issue with a base line 9/32" from the top
of the check. Check signers equipped with date
bands may be used as long as the location of the
stamped date does not interfere with preprinted
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data or other data to be printed or typed on the
check.

D. Numeric Dollar Amount. The nu-
meric dollar amount is .to be printed in the
upper right quarter section of the check in the
area above the signature of the DO and below
the checking account symbol; it should be in
horizontal alignment with the name of the payee
or the amount in the body. The amount figures
should be preceded by a dollar sign followed by

~ asterisks to fill the allotted area completely (e.g. .

$++++123.45). No space should be left unfilled
~ which might otherwise be susceptible to use for
fraudulent insertion. Zeroes shall not be used
for fill-in characters preceding amounts. The
money amount shall contain no commas. This
helps to avoid easy alteration of the amount.

E. Written Dollar Amount.  The
printing of the amount in the body of a check in
words provides the DO and the Treasury greater
safety against the alteration of amounts. If it is
determined by a disbursing activity that substan-
tial savings in the cost of issuing checks would
résult or that space is limited, figures only,
without any spacing within the amount, may be
used in ‘one of the following formats:
$50and75cents; $50and75/100; or, $*****123.45.

F. Other Special Information. Special
information (e.g. distribution code, computer or
typewritten check serial number, Social Security
number, or explanations for check issuance)
should be printed at the bottom of the check to
the left of the signature area. When checks are
drawn for public vouchers or payroll payments,
the disbursing office voucher number or, the
bureau voucher number if applicable, may be
inserted on the check at the option of the DO.
When checks are issued by an industrial-com-
mercial activity or on a voucher to various
payees and no copy of the invoice or voucher is
available for forwarding to the payee, the invoice
number or other data necessary for the payee to
identify the purpose of the payment shall be
shown in the special information area. Activities
issuing individual direct deposit (DD) checks to
financial institutions’ which are not part of the

FRB Automatic Clearing House System, shall.

. inscribe the required DD information: routing
transit number; CR, C or S, account number, and
type of payment; recipient’s name and Social
Security number; and local activity information.
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Note: Local activity information should be
inscribed on the check so it will be readable, not
interfere with any of the other inscribed or
preprinted information, and not appear in the
window envelope.

G. Area for Drawer’s Signature. Each
check issued must bear one of the following: the
manual signature of the DO; an approved fac-
simile signature of the DO; or the manual signa-
ture of a deputy DO who has been appointed as
prescribed in chapter 02 of this Volume. Manu-
ally signed checks shall have a typed signature
line and title of the DO or deputy, depending on
who signs the check. For example, checks
signed manually by a deputy DO shall be signed
below the printed, typed or stamped title of the
disbursing officer for whom he is acting as
follows: :

Disbursing Officer

By

(Signature of Deputy).

All signatures on checks (whether manual or by
facsimile signature plate) shall be of a permanent
dark blue, blue-black, or black ink. The ink
should not be subject to fading and not readily
soluble in water.

070304. FErasures and Alterations. The DO shall
not release checks bearing erasures, alterations,
overprinting, or imperfect figures or letters.
Such checks shall be spoiled or voided and a

- new check issued.

070305. Record of Checks Issued. DOs shall
maintain a record of every check issued by their
DSSN. The record shall contain at least the
payee; amount; DSSN; check serial number; and
date of the check. Other information as to the
purpose for which the check was issued, docu-
ment numbers, voucher numbers, and local
identification codes or numbers are optional and
subject to the discretion of the issuing DO. The
record may be on paper or in a media designed
for data processing use (e.g., diskette, or magnet-
ic tape). Copies of check issue records shall be
included in the retained disbursing records.

070306. Supporting Documents. Attach docu-
ments and payroll vouchers used to support the
record of checks issued to the original vouchers
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submitted to the servicing DFAS Center. These
supporting documents are not transmitted to the
Treasury with the check issue reports. Diskettes
formatted for check-issue reporting and submit-
- ted to a financial information processing center
(FIPC) for consolidation, or tapes sent directly to
the Treasury, contain all necessary data for
Treasury reporting purposes. Requirements for
submission of the SF 1179 are contained in
chapter 09 of this Volume.

. 0704 CHECK SIGNING MACHINES

070401. Machine Specifications. Machines to be
used for signing checks shall be selected on the
basis of their ability to perform in agreement
~ with Treasury regulations and standards. The
machines should have the following mechanical
features:

A. A dating device capable of placing
the date either immediately above or imme-
diately to the right of the words UNITED
STATES. It is preferable to have the signature
and date imprinted in a single operation; if the
check-writing equipment also imprints the date,
the check-signing equipment does not need to
have this capability. '

B. A counting device that will assure
full protection against unauthorized use of the
DO’s signature and provide an accurate record
of the number of times the signature die has
been used. Disbursing offices currently using
check-signing machines which do not have a
counting device are authorized to continue use
of these machines. '

C. A signature die assembly that is

removable. The signature die assembly shall be

kept in a locked safe or vault or under other
equally effective safeguards when not in use.

D. A mechanism capable of process-

ing paper checks. Those offices issuing checks

with detachable stubs shall ensure that the
feeding device is capable of handling this type of
check.

070402. Signature Plates

A. Requisition
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Plates.

1. General. Immediately upon
receipt of orders to disbursing duty, the prospec-
tive DO shall contact the disbursing activity to
determine if check-signing equipment is avail-
able and obtain all necessary information such as
type of equipment, model and serial number,
number of plates required, etc. If the prospec-
tive DO already has plates compatible with the
equipment, the servicing DFAS Center shall be
contacted and requested to forward the plates to
the new location. - If plates are not available, the
prospective DO shall forward three specimen
official signatures to the new duty station for use
in procurement of a signature plate. The signa-
tures shall be in black ink on blank, unlined, 3
by 5-inch white cards and a statement designat-
ing the number to be shown on the plate as ex-
plained in paragraph 070402.A.2 below. Upon
receipt of the specimen signatures, the DO to be |
relieved shall immediately prepare and forward
a request for procurement to the office regularly
providing procurement service. The purchase
order for signature plates shall be forwarded to
the servicing DFAS Center for approval and
forwarding to the contractor. The Center will
ensure that plates are ordered in sequential
numbering. The purchase order shall include
the following information:

.a.  Thetype, manufacturer’s
name, model, and serial number of the check-
signing machine.

b. Whether the signature
plate is for a machine.currently in use.

c.  If the plate is to be used
on a new and undelivered machine, reference to

. the procurement papers for the machine includ-

ing the manufacturer, type, and model.

d. The plate number and
the name of the DO. ’

2. Numbering of Signature
Treasury regulations require that the
signature plates of each DO be numbered in
sequence in the lower left corner of the border
beginning with the number 1. Each order for
signature plates shall include the next sequential
number for the ordering DO.

3. Multiple Plates. Normally,
only one signature plate will be used by the DO
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and authorized deputies. An additional plate
may be obtained only upon approval of the
servicing DFAS Center. Requests for additional
plates shall contain complete justification of the
need for more than one plate. If the check-
signing machine uses one set of two plates for
the signing process, approval for multiple plates
is required for more than one set of plates.

B. Formatand Quality of Impression.
The servicing DFAS Center will not accept
facsimile signatures which do not meet the
required standards. Facsimile signature plates
shall be designed such that the frame or border,
which encloses the facsimile signature, shall
contain no identifying characteristics. The frame
or border shall be a single wavy line. The
impression of the signature plate shall be charac-
terized by sharpness of lines, a continuous and
homogeneous deposit of ink, absence of filling,
and absence of pronounced ribbon pattern. The
size of the plate shall be: '

Length: 1 7/8 inch, plus or minus 1/8
inch; : :
1/2 inch preferred (5/8 inch max-
imum,; 1/2 inch minimum).

Width:

C. Approval of Plates. When the
plates are received, the DO whose signature is
reproduced on the plates shall run 14 specimen
copies of each facsimile signature. The DO shall
certify 2 of the copies as true facsimile signa-
tures. All 14 copies shall be mailed to the servic-
ing DFAS Center with a memorandum request-
ing approval of the facsimile for signing checks.
The approving reply of the DFAS Center shall be
the authority to use the check-signing machine.
In the case of Cummins check signing machines,
the contractor (Cummins) runs 14 specimen
copies of each plate. The plates are mailed to
the applicable DFAS Center, where the specimen
copies are compared to the original signatures on
the purchase order, and approval is forwarded to
the disbursing office. If the specimen copies do
not match or, the plate does not meet required
standards, the DFAS Center notifies the contrac-
tor and requests correction.

NOTE: CHECKS SHALL NOT BE SIGNED BY
FACSIMILE SIGNATURES PRIOR TO RE-
CEIPT OF THE DFAS CENTER’S APPROVAL.
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D. Custody of Signature Plates. DOs
shall establish necessary procedures to ensure
control and prevent unauthorized use of signa-
ture plates. Custody receipts shall be maintained
for all signature plates held by authorized depu-
ties. A record of each run of checks through the
check-signer shall be maintained ‘and shall be
reconciled with the report of checks issued.
When not in use, signature plates shall be kept
in an approved safe or vault. If the signature
dies are not removable from the check-signing
machine, the keys to the machine (or the check-
signing machine) shall be kept in an approved
safe or vault.

E. Use of Signature Plates. Check-
signing by signature plate should be performed
by the DO or designated deputies. When con-
sidered necessary for efficient operation of the
disbursing office, the DO may authorize the
holder of a specified position other than a depu-
ty to perform the check-signing function. This
authorization shall be made in writing. Individ-
uals shall not be appointed as deputies solely to
sign checks by signature plate.

F. Disposition of Plates. When a
signature plate is expected to be used again at a
new duty station, the plate shall be forwarded to
the servicing DFAS Center for safekeeping. If
the plate is to be withdrawn from service and is
not to be used again, it shall be forwarded to the
servicing DFAS Center for destruction. When
the plate has been destroyed, a properly execut-
ed certificate identifying the specific plate and
date of destruction shall be furnished the DO.

0705 EXCHANGE-FOR-CASH CHECKS

%070501. General. Accommodation exchange-
for-cash checks are only permitted when satisfac-
tory banking facilities do not exist, and typically
cnly overseas. ' Personnel eligible to receive
accommodation exchange-for-cash checks are
listed in chapter 04 of this Volume. Exchange-
for-cash checks may be prepared and issued by
DoD DOs for official purposes to a deputy,
agent, or cashier as an advance of funds; to the
Postmaster of the United States for remitting
collections for the sale of postal money orders;
or, to Western Union for remitting collections for
personal messages of military personnel trans-
mitted over DoD communications facilities to
points inside CONUS. When exchange-for-cash
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checks are issued as advances, the deputy, agent,
or cashier shall provide the DO a signed DD
Form 1081 as prescribed in chapter 03 of this
Volume. Exchange-for-cash checks issued as
advances of funds shall be endorsed to the order
of the bank or other institution furnishing the
cash or, when cashed by another DO, to such
officer by title and activity rather than by name
as "Pay to the order of the Disbursing Officer
(name of ship, station, activity, or unit).” When
exchange-for-cash checks are issued for remitting
collections for the sale of postal money orders or
personal messages, the checks shall be made
payable to the Postmaster of the United States or
Western Union, as appropriate.

- 070502. Preparation and Handling. @ When
required by security regulations, the name of the
remitter and identifying references to invoices
will not be'shown on exchange-for-cash checks.
Exchange-for-cash checks to payees within the
U.S. shall be drawn on the U.S. Treasury. Ex-
change-for-cash checks for payees outside the
US. shall be drawn on a limited depositary
checking account if such an account is main-
tained by the DO. DOs may inscribe exchange-
for-cash checks to themselves, a deputy, or an
agent for purposes of obtaining operating or
accommodation cash. When authorized in
~writing by the DO, deputy DOs may inscribe
exchange-for-cash checks to themselves for
purposes of obtaining operating or accommo-
dation cash. Support the exchange-for-cash
check by a memorandum OF 1017-G, Journal
Voucher. Number OF 1017-G with a separate
series of voucher numbers peculiar to the func-
tional area where the voucher is prepared.

070503. Funds of Deceased or Missing Persons.
Funds found in the personal effects of persons
who are dead or missing or whose whereabouts
are unknown (including absentees and deserters)
shall be exchanged for a Treasury check. The
check shall be made payable to the payee desig-
nated by the officer having custody of the per-
sonal effects. The object for which drawn shall
be . "Exchange-for-cash--Remittance; personal
effects of (name, rank or rate, file or service
number)." A separate exchange-for-cash check
shall be drawn for safekeeping deposits of such
persons and the object for which drawn shall
include the safekeeping deposit number in
addition to the information noted above.
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%*070504. Exchange-for-Cash Checks Returned as
Not Required. Exchange-for-cash checks issued
as advances to deputies, agents, and/or cashiers
which are returned to the DO as not required
shall not be canceled. The deputy, agent, or
cashier shall provide the DO with a completed
DD Form 1081 indicating return of the check as
prescribed in chapter 03 of this Volume. No en-

. dorsement on the check by the payee is required.

The check shall be endorsed by the DO and
deposited as prescribed in chapter 05 of this
Volume. DOs shall not accept the return of
exchange-for-cash checks from any payee other
than a deputy, agent, or cashier. Other ex-
change-for-cash checks are issued payable to the
purchaser and shall be negotiated by the payee.

070505. Exchange-for—Cash Checks Lost, Stolen,
or Destroyed

A. When Issued to an Individual
When the payee of an exchange-for-cash check
reports that the check has been lost, stolen, or
destroyed, the DO shall follow the procedures in
chapter 08 of this Volume for unavailable check
cancellations except that under no circumstances
will the DO issue a recertified check to the payee

_ prior to receipt of credit for the original check

from the Treasury. This prohibition is required
since the original check was issued in exchange
for cash and was not based on any entitlement
chargeable to an appropriation.

B. When Issued as an Advance of
Funds to a Deputy, Agent, or Cashier. In the
case of lost, stolen, or destroyed exchange-for-
cash checks which were issued as an advance of
funds, the deputy, agent, or cashier shall remain
accountable for the funds. The deputy, agent, or
cashier shall account for the check as a loss of
funds on the DD Form 1081. The procedures for
reporting and accounting for a physical loss of
funds in chapter 06 of this Volume shall be fol-
lowed. If considered necessary by the DO due
to operational requirements, the lost check may
be replaced by a recertified check (or a new
advance provided in cash). The recertified check
or the new advance shall be documented on a
DD Form 1081 signed by the deputy, agent, or
cashier. A copy of the SF 1184 shall be attached
to the DD Form 1081 to document the status of
the lost check and the accountability of the
deputy, agent, or cashier. When credit for the
lost check is received, the DO shall prepare an
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SF 1034 to transfer the credit from Unavailable
Check Cancellations and Overpayments, Sus-
pense, **F3880, to offset the loss of funds in the
DO’s accountability. A copy of the SF 1034 shall
be provided to the deputy, agent, or cashier to
document Treasury’s cancellation of the lost
check and use of the credit to offset the loss of
funds. A copy of the DD Form 1081 should be
filed with the unavailable check cancellation
documentation. In cases where the lost check is
subsequently negotiated after cancellation by
Treasury (Treasury will reverse the previous
credit), the deputy, agent, or cashier accountable
for the original lost check shall be held account-
able and the loss of funds shall be re-established.
Normal loss of funds and relief of liability
procedures shall apply.

0706 ACCOUNTING FOR CHECK ISSUE
DISCREPANCIES

070601. Advice of Check Issue Discrepancy.
The Treasury uses the FMS Form 5206 to notify
DOs of check issue discrepancies of $1.01 or
more detected during the audit and reconcilia-
tion process. The FMS Form 5206 is a computer-
generated form which contains a complete
description of the discrepancy. The Treasury
furnishes three copies of the FMS Form 5206 and
a copy of the check referenced on the form to the
DO for making the required adjustment. The
FMS Form 5206 is a correcting entry and changes
the amount reported on the magnetic tape check
issue report to the actual amount on the face of
the check. Upon receipt of the FMS Form 5206
the DO shall research the check issue data to
determine if a payee has been overpaid or
underpaid and collect or disburse the adjustment
amount if the check was issued for the wrong
amount. If the payee has not been overpaid or
underpaid, but incorrect check issue information
has been reported to the Treasury, the FMS Form
5206 shall be processed on the DO’s SF 1179 and
SF 1219, even though the documents net to zero.
If offsetting FMS Forms 5206 have not been
received, the DO shall identify the offsetting
error(s) to make the transaction net to zero, and
prepare an OF 1017-G to advise the Treasury of
the discrepancy.. The DO shall make the neces-
sary adjustment following the procedures de-
scribed in this section. For Navy DOs aboard
ships, if the FMS Form 5206 affects the account-
ability of a previous DO, the current DO shall
forward the form with a covering memorandum
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to the office where the monthly financial reports
are submitted for processing. If the FMS Form
5206 is received during the 90-day record reten-
tion period, a copy of the applicable check issue

‘record, SF 1179, and disbursement voucher shall

be reproduced from the former DO’s retained
records and forwarded with the FMS Form 5206.
In the event an FMS Form 5206 is received
which cites a DSSN other than that of the receiv-
ing disbursing station, the form shall be forward-
ed with a memorandum to the correct disbursing
station, if identifiable. If the receiving DO is
unable to identify the disbursing station indicat-
ed on the FMS Form 5206, the form shall be
returned to the Treasury with a memorandum
stating the reason for returning the form without
action. If an FMS Form 5206 is received citing a
discrepancy which was discovered and reported
by use of an OF 1017-G, a copy of the OF 1017-G
shall be attached to the FMS Form 5206 and the
documents returned to the Treasury without
further action.

070602. Differences of $1 or Less

A. Check Issue Discrepancies of $1 or
Less. Discrepancies of $1 or less between the
amount of a check as reported issued in the level
8 magnetic tape and the actual amount of the
check paid by Treasury will be adjusted by
Treasury.

B. Claims for Underpayments of $1
or Less. A supplemental check shall be issued
and reported as a regular check issue if a dis-
bursing office receives a claim from a payee for
an underpayment of $1 or less. The check shall
be included as a regular check issue in Section II,
Part A, Column 2 on the reverse of the SF 1219,
and a minus adjustment of prior month’s issues
in Section II, Part A, Column 4 on the reverse of
the SF 1219. The amount of the check shall also
be reported as a minus adjustment on line 2(b)
of the SF 1179 and shall be included as a check
issue (in the proper sequence) on the appropriate
magnetic tape issue report.

070603. Check Issue Discrepancies of $1.01 or
More. The DO shall prepare an OF 1017-G as
prescribed in this section to account for a check
issue discrepancy of $1.01 or more for any prior
month or current month'’s check issue errors that
are detected by the disbursing office. No OF
1017-G shall be prepared for check issue errors
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detected over 1 year from the issue month of the
check. The OF 1017-G shall be prepared as soon
as the DO is aware that a discrepancy exists. All
OFs 1017-G shall reference the voucher number
and date on which the error occurred as well as
any other documents affected. The DO shall not
wait to receive an FMS Form 5206 from the
Treasury.

070604. Adjustment of Duplicate Checks. The
Treasury will charge the disbursing office, via
the SF 5515, for the second check received for
payment with the same DSSN and check serial
number. When the DO receives an SF 5515 for
a duplicate check to which the payee is entitled,
it is normally presumed that the wrong original
check number was entered on a control check.
The DO shall submit an SF 1184 for the correct
original check serial number in order to receive
credit. The DO should cross reference the SF
1184 with the memorandum copy of the SF 5515
in the event that the disbursing office may, in
the future, need a copy of the duplicate check for
claim purposes.

070605. Overdrafts

. A. Advice of Check Issue Discrepan-
cy. -Adjustments of discrepancies of $1.01 or
more for overdrafts require collection of the
overpayment or, in infrequent cases, a supple-
mental charge to an appropriation or fund.

"Upon receipt of the FMS Form 5206, the DO

shall review the retained records of checks
issued, applicable payment vouchers, SF 1179,
and. SF 1219 to determine where and how the
discrepancy cited on the document occurred.
This requirement is to validate that a discrepan-
cy has in fact occurred and to determine the
corrective action required to resolve the discrep-
ancy. Unless the FMS Form 5206 is erroneous
(and this can be supported with copies of the
documents listed above), the FMS Form 5206
shall be recorded on the DD Form 2657.

B. Distribution of FMS Form 5206.

Distribute FMS Form 5206 as follows:

1. The first. copy of the FMS
Form 5206 shall be completed by the DO and
attached to the current month’s SF 1179 in sup-
port of line 2(a) "Net Dollar Adjustments to Prior
Months."
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2. The second copy shall be
used to support the adjusting entry on the SF
1219.

3. If the discrepancy is still
unresolved at the end of the month, file a copy .
in the unclaimed differences file pending final
resolution of the discrepancy and preparation of
the end of month financial reports (additional
copies of the form may be reproduced as re-
quired).

4. The original shall be retained

~ by the disbursing office.

C. Recording Check Issue Overdrafts.
At the end of the month, the FMS Form 5206
shall be recorded on the SF 1179 (line 2(a) of the
Summary portion) and included in the amount
recorded on line 3. The FMS Form 5206 shall
also be recorded on the reverse of the SF 1219.

1If the discrepancy is still unresolved at the end

of the month, the overdraft shall also be includ-
ed on line 7.2 (Receivables - Check-Issue Over-
draft) of the SF 1219. Two copies of all executed
FMS Forms 5206 and OF 1017-G (with support-
ing: documents) shall be kept in an uncleared
differences file pending resolution of the discrep-
ancy.

D. Adjustment Prior to Submission of
Financial Reports. In some instances, overdrafts -
may be discovered prior to submission of the
financial reports (SF 1219 and supporting docu-
ments) and check issue report (SF 1179) covering
the period during which the check was issued.
In this event, preparation of the OF 1017-G is not
required provided: the check is recovered and
voided prior to submission of the check-issue
report (the check shall not have been negotiated);
and, when the check is correct but the payment
voucher is incorrect, the voucher is corrected to
reflect the proper amount prior to submission
with the SF 1219. Normally, these exceptions
will apply only to Navy DOs aboard ships and
those DOs who do not submit daily reports to
another disbursing office for processing.

E. Adjustment After Submission of
Financial Reports. When a check-issue overdraft
is discovered after the financial reports (covering
the period in which the discrepancy occurred)
have been submitted, the DO or deputy shall
make the following adjustments to financial
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records and prepare the necessary documents as
required below. An OF 1017-G for a check issue
overdraft shall be prepared as shown in figure 7-

1. The DD Form 2657 shall be posted to reflect

- the amount of the overdraft as an increase to
Checks Issued and an increase to Receivables -
Check Issue Overdrafts.
current reporting period, the OF 1017-G shall be
recorded on the SF 1179 (line 2(b) of the Summa-
ry portion) and included in the amount recorded
on line 3. The OF 1017-G shall also be recorded
on the reverse of the SF 1219. The original of the
OF 1017-G shall be attached to the SF 1219 and
a copy attached to the SF 1179 for the current
reporting period to support the entries thereon.
If the discrepancy is still unresolved .at the end
of the current reporting period, the overdraft
shall also be included on line 7.2 (Receivables -
Check-Issue Overdraft) of the SF 1219 and the
remaining copies of the OF 1017-G shall be
retained in the uncleared differences file (addi-
tional copies of the form may be reproduced as
required).

F. Resolving Check-Issue Overdrafts

At the end of the -

1. Overdrafts are resolved by
collection or a supplemental charge to an appro-
priation.. Collection is appropriate when the
check was issued in an amount greater than the
payee was actually entitled to receive. Supple-
mental charges to an appropriation are required
when the amount of the check is correct but the
payment voucher is for a lesser (and incorrect)
amount. The three ways to clear the overdraft
are described below. No additional entries are
made in the summary section of the SF 1179 or
on the reverse of the SF 1219 to indicate that the
overdraft has been cleared.

2. By Collection. Ufon receipt
of a collection (in cash or by check, money order,

or other negotiable instrument), the DO shall
prepare an OF 1017-G to document the transac-
tion and the DD Form 2657 shall be posted to
reflect an increase in'Cash (or Deposits Presented
or Mailed to Bank) and a decrease in Receivables
- Check Issue Overdrafts. For this transaction,
only the DO’s accountability is affected and no
credit to an appropriation is involved.

3. By Supplemental Charge to
Appropriation. When it is determined that the

overdraft was caused by . undercharging the
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appropriation or fund against which the original
check was drawn, an SF 1034 (or a one-sided SF
1081 if preferred by-the DO) shall be prepared
and recorded against the undercharged appropri-
ation or fund. The DD Form 2657 shall be
posted to reflect a Disbursement and a decrease
in Receivables - Check Issue Overdrafts. A
check is not issued in this transaction.

4, By Supplemental Charge to

Military Pay Appropriation and Pay Account

" Checkage. Overdrafts caused by under-charging

the appropriation for military pay and allowanc-
es shall be cleared by actions described in Vol-
ume 7 of this Regulation to ensure proper charg-
es are entered in the member’s master military
pay account. An SF 1034 (or one-sided SF 1081)

shall be prepared to describe the transaction in

complete detail, charging the accounting data
shown on the original payment voucher. No
check will be issued in this transaction. The DD
Form 2657 shall be posted to show a Disburse-
ment and a decrease in Receivables - Check Issue

- Overdrafts.

070606. Underdrafts

A.  Advice of Check Issue Discrepan-
cy. Adjustments of discrepancies of $1.01 or
more require a supplemental check issue to the
payee or in infrequent cases, a credit to an
appropriation or fund. Upon receipt of the FMS
Form 5206, the DO shall review the retained
records of checks issued, applicable payment
vouchers, SF 1179, and SF 1219 to determine
where and how the discrepancy cited on the
form occurred. This requirement is to validate
that a discrepancy has in fact occurred and to
determine the corrective action required to
resolve the discrepancy. Unless the FMS Form
5206 is erroneous (and this can be supported
with copies of the documents listed above), the
DO shall prepare a DD Form 1131 giving credit
for the value of the underdraft to deposit fund
Accounts Payable, Check Issue Underdrafts,
**X6999. The DD Form 1131 and the FMS Form
5206 shall be recorded on the DD Form 2657 as
a decrease to Checks Issued and an increase to
Collections. The DO’s total accountability will
remain unchanged. At the end of the current
reporting period, the FMS Form 5206 shall be
recorded on the SF 1179 (line 2(a) of the Summa-
ry portion) and on the reverse of the SF 1219.
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B. Distribution of the FMS . Form

5206 Distribute the FMS Form 5206 as follows:

1. The first copy of the FMS
Form 5206 shall be completed and attached to
the current reporting period’s SF 1179 in support
of line 2(a) titled "Net Dollar Adjustments to
Prior Months" and included in the amount
recorded on line 3.

2. The second copy shall be
used to support the adjusting entry on the

‘reverse of the SF 1219.

3. Two additional copies and at
least 2 copies of the DD Form 1131 shall be filed
in the uncleared differences file pending final
resolution of the discrepancy and preparation of
the end of month financial reports.

"4, The original shall be retained
by the disbursing office.

C. Adjustment Prior to Submission of
In some instances, under-
drafts may be discovered prior to submission of
the financial reports (SF 1219 and supporting
documents) and check issue report (SF 1179)
covering the period during which the check was
issued. In this event, preparation of the DD
Form 1131 is not required provided: the check is
recov_eréd and voided prior to submission of the
check-issue report (the check shall not have been
negotiated); and, when the check is correct but
the payment voucher is incorrect, the voucher is
corrected to reflect the proper amount prior to
submission with the SF 1219. Normally, these
exceptions will apply only to Navy DOs aboard
ships and those DOs who do not submit daily
reports to another disbursing office for process-
ing.

-

D. Adjustment After Submission of

Financial Reports. When a check-issue under-
draft is discovered after the financial reports

(covering the period in which the discrepancy

occurred) have been submitted, the DO, deputy,
or agent shall make the following adjustments to
financial records and prepare the necessary
documents as required below. A DD Form 1131
shall be prepared crediting deposit fund Ac-
Payable, Check Issue Underdrafts,
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*X6999. The DD Form 2657 shall be posted to
record a decrease to Checks Issued and a Collec-
tion. The DO’s total accountability is un-
changed. At the end of the accounting period,
the DD Form 1131 shall be recorded on the SF
1179 (line 2b of the Summary portion) and
included in the amount recorded on line 3. The
DD Form 1131 shall also be recorded on the
reverse of the SF 1219. A copy of the DD Form
1131 shall be attached to the SF 1179 submitted
with check issue reports. Two copies of the DD
Form 1131 shall be retained in the uncleared
differences file until the discrepancy is cleared.

E. Resolving Check-Issue Under-
drafts. The two ways to clear an underdraft
discrepancy are described below. No additional
entries are made in the summary section of the
SE 1179 or on the reverse of the SF 1219 to
indicate that the underdraft has been cleared.

1. By Supplemental Check.
When the payee is entitled to the amount of the
underdraft, an SF 1034 shall be prepared charg-
ing Accounts Payable, Check Issue Underdrafts,
*#X6999. A check shall be drawn in favor of the
original payee. The DD Form 2657 shall be
posted to record a Check Issue and a Disburse-
ment. Total accountability is unchanged.

, 2. By Credit to the Appropria-
tion. When the underdraft discrepancy was
caused by overcharging the appropriation and
credit is due the appropriation, an SF 1081 shall
be prepared charging Accounts Payable, Check
Issue Underdrafts, **X6999 and crediting the
appropriation charged on the original payment
voucher. The DD Form 2657 shall be posted to
record a Collection and a Disbursement. Total
accountability will be unchanged.

070607. Adjustments to - Financial Reports
Previously Submitted. Upon clearance of a
check issue discrepancy (overdraft or under-
draft), the file copy of the FMS Form 5206, OF
1017-G, or DD Form 1131 shall be removed from
the uncleared differences file and one of the
following legends shall be annotated, as appro-
priate: "See Deposit Ticket No. , dated ___
": "See Check No. ,dated " or,
"See Adjustment Voucher No. , dated
_". The third copy shall be attached to the
document effecting the clearance of the outstand-
ing accountability item in the accounts of the DO
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for submission with the SF 1219. The fourth
copy shall be retained in the disbursing office
files as a record of the completed action on
adjusting the discrepancy.

070608. Erroneous Information Reported on the
FMS Form 5206. If after review of the FMS
Form 5206, the copy of the check, the disburse-
ment voucher, and the check issue report data,
the DO determines that the check was paid
through the banking system for an amount
different from that for which the check was
issued (i.e., the voucher, check issue report, SF

1179, SF 1219, and the check were all prepared

and reported for the same amount, but the check
was paid in a different amount), the FMS Form
5206 shall be returned to Treasury with a memo-
randum stating the reason for returning the
document without action. The memorandum
shall be supported by copies of all the docu-
ments used to determine the FMS Form 5206 to
be in error. Generally, the situation described
above is indicative of a bank processing error or

alteration of the check by the payee. In either -

event, the explanatory memorandum to Treasury
returning the FMS Form 5206 shall be sufficient-
ly clear to cause Treasury to initiate reclamation
action through the banking system.

070609:. Relief of Liability. Both underdrafts
and overdrafts are illegal, incorrect, or improper
payment irregularities in the accounts of the DO.
The DO has the authority and the means to
correct underdrafts. Overdrafts are frequently
not within the power of the DO to correct. If the
check issue overdrafts resulted in overpayment
of a payee, that overpayment is an erroneous
payment debt. When the DO has aftempted to
contact the payee and failed; or, when the payee

“has been notified and has neither the ability
and/or the inclination to make restitution, the
DO shall transfer the debt to the servicing DFAS
Center for further collection action. In order to
meet GAO required standards for relief of liabili-
ty, uncollectible overdrafts must be transferred to
the servicing DFAS Center within 90 days. After
the debt has been transferred, relief of liability
for the illegal, incorrect, or improper payment
may be requested following the procedures in
chapter 06 of this Volume.
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Optional Form 1017-G (9-79)
Title 7, GAO Manual
501017-810

JOURNAL VOUCHER

J.V. No. 25

Date Qct, 23, 19XX

REFERENCE EXPLANATION DEBIT CREDIT
DV # 475129 Accounts Receivable--Check issue overdraft 500.00 ’
Check issue, Sep XX 500.00

Check was drawn for $1500.00 payable to Joe Doe.
The payee was due only $1000.00, which was the
amount shown as charged to the appropriation on
the disbursement voucher.

DSSN: 2222

Check No.: 00,141,123

Date Issued: 21 Sep 19XX

Original amount reported: $1000.00

Correct issue amount to be reported: $1500.00

prepared by___ Darrell Johnson Approved by _Hank Snow

(Signature)

(Signature)
Disbursing Officer
(Title)

Figure 7-1. Sample OF 1017-G, Journal Voucher
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CHAPTER 08

CHECK DISTRIBUTION, DISPOSITION, AND CANCELLATION

0801 | PROMPT DELIVERY OF CHECKS

080101. General. After preparation, checks
shall be delivered promptly to the payee. With
respect to payroll checks, the DoD has mandated
participation in the Direct Deposit Program
(DD/EFT) for all newly enlisted, reenlisted,
appointed, or retired military personnel and all
newly hired civilian personnel.

080102.  Delivery of Checks. DFAS policy on
the delivery of checks is:

A. Checks shall be properly safe-
guarded and should be handled as few times
and by as few people as practical.

B. Controls shall include procedures
for ensuring the proper custody, signing, and
delivery of checks. If checks are handed to the
payees, identification is required.

C. Checks not delivered within the
time spec1f1ed by the DO shall be returned to the
DO promptly.

D. Checks shall be kept in a safe,
vault, or locked fireproof cabinet, pending distri-
bution or return to the DO.

E. Personnel engaged in pay delivery
activities shall be designated in writing and ade-
quately supervised in order to help prevent any
unauthorized, fraudulent, or other irregular
activities.

080103. Delivery by Mail. The normal method
of check delivery is by mail through the U.S.
Postal Service. Delivery shall be made to the
payee’s residential mailing address or post office
box. At overseas activities where personal mail

~ is received through the organizational address,

the organizational address shall be considered as
the payee’s residential mailing address. In all
other cases, an organizational address is not
Where
commanders or their designee find that in indi-
vidual cases it is not practical to mail checks,
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each commander may provide a specific location
where the payees may obtain their paychecks,

“with proper identification. If checks are mailed

to a specific location for delivery, the DO shall
make a written appointment of the person at the
specific location who will deliver the checks as a
designated third party (see paragraph 080105

. below).

080104. - Qutside the United States

A. Restrictions. The Secretary of the
Treasury has determined that agencies shall not
issue checks intended for delivery in the follow-
ing prohibited areas: People’s Republic of Alba-
nia; Republic of Cuba (except checks sent to the
Naval Base, Guantanamo Bay for delivery to
payees at the base); Democratic Kampuchea
(Cambodia); North Korea; or, Socialist Republic

-of Vietnam. See Circular 655 (reference (ag)). In

lieu of issuing a check, the DoD Component
shall withhold payment and establish the liabili-
ty on its books.

B. Exceptions. The restrictions out-
lined in subparagraph 080104.A are not appli-
cable to checks payable to foreign governments,
nor to checks issued in payment of salaries or
wages, or for goods or services purchased by the
Government of the United States. ‘

C. Claims for the Proceeds of With-
held Payments. Claims for the proceeds of
checks which were drawn and subsequently
forwarded to the Treasury for deposit in deposit
fund account Proceeds of Withheld Foreign
Checks, 20X6048, pursuant to previously existing
procedures should be submitted with a recom-
mendation on such payment to: Department of
the Treasury, Financial Management Service, Fi-
nance Division, Liberty Center, Room 257, Wash-
ington, DC 20227. If a valid claim is received
and no check has been previously prepared due
to the restrictions outlined in subparagraph
080104.A above, the DoD Component that with-
held the payient will arrange for the issuance of
a check and will decrease the respective liability
on its books.
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080105. Delivery of Checks by Designated

Third Parties. Delivering multiple checks per-

~ sonally may be impractical for the DO or it may
not be expedient to mail them to addresses of
record. Under such circumstances and with the
guidance for delivery of checks noted in para-
graph 080102 above, the DO may deliver or mail
checks to a designated third party for distribu-

“tion. A third party is any individual authorized
to distribute a quantity or bulk shipment of
checks to payees. A person who maintains pay
accounts or prepares checks is not authorized to
distribute checks.

A.. Appointment of Designated Third

Parties. The DO shall make written appointment
of those individuals (by title and organization
only) who will serve as a designated third party
. for delivery of bulk checks using SF 1195, Rec-
ommendation for Designation and Revocation of

Agents to Receive and Deliver Checks and-

Savings Bonds. A record of each individual so
authorized shall be maintained. One or more
alternates should be appointed to prevent distri-
bution delays in the absence of the principal
designee. Alternates may also assist in the check
distribution. when conditions warrant.

B. Transport of Checks to Designated
Third Parties.  Bulk shipments of prepared
checks shall be packaged separately from corre-
spondence and shall be mailed by registered
mail. Bulk shipments of checks for a unit or
group of units should be dispatched to a third
party for distribution or delivery to payees or for
reshipment to another third party for delivery
where the military unit is located. Such ship-
ments shall include only the checks, transmittal
letter, and documentation needed for the specific
payment. These shipments are not subject to the
provisions of the Government Losses in Ship-
ment Act.

C. Release of Checks to Other than

Payee. Designated third parties shall not release
- checks to anyone other than the payee. See sub-
paragraph 080105.E below if payee is absent at
the time of delivery.

D. Judge Advocate or Investigative
Agent Third Parties. In cases where advance
payments are issued for witnesses subpoenaed
for trial, delivery of the check shall be performed
by either a representative from a DoD Compo-
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nent investigative agency or a judge advocate
charged with serving the subpoena.

"E. Third Party Disposition of Unde-

livered Checks. Unless otherwise provided,
checks for payees not present at the time a third
party attempts delivery shall be returned to the
DO before the close of business that day. Payees
who were absent, or who for other reasons -did
not get their checks, should be advised to call at
the disbursing office or other stated place to pick
up their checks. If locked fireproof file cabinets
or safes are available, the DO may authorize the
designated third party to hold undelivered
checks for a specified, short period. When
payees are on extended periods of leave or
absences, checks shall be returned to the DO for
disposition. Checks which are found to be in
error shall be returned to the DO. After appro-
priate corrective action has been taken, a new
check will be issued to the payee.

%0802 - DISPOSITION OF SPOILED, CON-

TROL, AND VOIDED CHECKS

080201.. Spoiled Checks

A. General. A check may be classi-

fied as spoiled and replaced with a control check .

when: it represented a valid payment; it is in the
possession of the DO; it is uncashable due to a
misprint or mutilation during the issue process;
or it is returned by the payee as uncashable due
to mutilation or a defect in the check itself; and
it is less than one year old. The DO must re-
ceive a large enough portion of a mutilated
check to positively identify the check number,

issuing DSSN, date, and amount. If a sufficient

portion of a check is not provided for the DO to
make positive identification, an SF 1184 shall be
processed and (at such time as the DO decides)
a recertified voucher and check issued. All
spoiled checks shall be rendered non-negotiable
by typing or stamping on the face of the check
the words: "SPOILED - NOT NEGOTIABLE;
REPLACEMENT ISSUED UNDER CONTROL
NUMBER .

* B. Disposition. DOs shall maintain
DD Form 2661, Spoiled /Control Check Record as
prescribed in paragraph 080202.C below. The

- DD Form 2661 shall be retained as a permanent

part to the DOs retained records; i.e. 6 years, 3

months from the check issue date, after which
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time it may be destroyed. At least once each
quarter, spoiled checks shall be destroyed locally
by the DO by shredding or incineration. If
destroyed by shredding, fragments shall be no
larger than 1/4 inch in width and 3 1/2 inches
in length. If destroyed by burning, the checks
shall be completely burned. A certificate of
destruction shall be prepared in an original and
‘one copy and shall include the: complete mailing
address of the disbursing station; date . and
method of destruction; DSSN; serial number of
each check; typed name, title, grade or rank, and
. signature of at least one witness; and, typed
name, title, grade or rank, and signature of the
DO. When blocks of checks are destroyed, the
beginning and ending serial numbers of the
block may be shown. Otherwise, each check
shall be listed in numerical sequence. An exam-
ple of a Certificate of Destruction is provided as
figure 8-1. ‘ '

080202. Control Checks

"A. General. Control checks are used
to replace prenumbered check stock that is
spoiled for any reason, before or after release by
the disbursing office. Control checks do.not
have a preprinted serial number in the upper
right hand corner. Instead, control checks are
preprinted with a number, called a "control
number," which is positiqned at the bottom edge
of the check.. A control check misprinted or
mutilated during the issue process may also be
spoiled and replaced by another control check as
described in this paragraph. A control check
shall not be issued if the: original check was
issued under a different DSSN than that used by
the DO (refer payee (cldimant) to issuing dis-
bursing office); original check is more than one
year old; original check was issued to a different
payee; original check was issued in a different
amount; original check is not available or posi-
tively identifiable; or, when it appears that a
payee (or other person) has altered or attempted
to alter the check.

. B. Preparation. Disbursing offices
shall inscribe the original check serial number on
the control check and have in place internal
controls or review processes to verify that the
check serial number is inscribed correctly.

C. DD Form 2661, Spoiled/Control
Check Record. DOs shall maintain DD Form
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2661 for all control checks issued. This record
may be maintained in a mechanized or manual
format. At a minimum, this record must show
the original check number and the control check
number. Additional information such as the
payee and amount are optional based on the
availability of this information in other disburs-
ing office records. An example of a manually
prepared DD Form 2661 is provided as figure 8- -
2.

D. Certification of Payroll Officer. If
the payee of a civilian payroll check requests
that a control check be issued in a name different
from the name as stated on the original check, a
signed statement authorizing the change in name
shall be obtained from the payroll officer who
certified the original payroll prior to issuance of
the control check. The statement shall be re-
tained by the DO and attached to the retained
copy of the payroll.

080203. Voided Checks

A. General. A voided check is a
check that is misprinted or mutilated during the
issue process and for which no control check is
to be issued. Unused blank checks that are to be
destroyed shall be reported as voids. Lost or
stolen blank checks shall be reported as voids.
Checks voided by the DO shall be rendered non-
negotiable by typing or stamping the words
"VOID - NOT NEGOTIABLE. NO CHECK
ISSUED UNDER THIS NUMBER" on the face of
the check. Once a check has been reported to
the Treasury under check-issue reporting proce-
dures, it cannot be voided under any circum-
stances. The check shall be processed as a
spoiled check, an available check cancellation, or

~ an unavailable check cancellation as appropriate .

to the circumstances in each case.

_ B. Reporting Voided Check Issues.
Voided checks shall be reported as a check issue
having a zero (0) dollar value. When hard copy
check-issue reports are forwarded to another
disbursing office for conversion to magnetic tape,
the DO forwarding the reports shall stamp or
mark the listing of checks issued to indicate that
the check is voided and the dollar amount is
zero. Do not obliterate the serial number of the
voided check from the check listing. DOs sub-
mitting check-issue reports on diskettes to anoth-
er disbursing officer for conversion to magnetic
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tape shall ensure that the serial number and date
of the voided checks are included on the dis-
kette. If a voided check has not been dated, a
date shall be reported for the check to facilitate
check-issue reporting. DOs submitting check
issue reports by magnetic tape shall ensure that
the serial number and date of the voided check
are included on the tape.

* © C. Disposition of Voided Checks..‘

Voided checks shall be stored in the vault or safe
segregated from all other checks until destroyed.
- The voided checks shall be destroyed locally by
the DO at least once each quarter by either
burning or shredding. If destroyed by burning,
the checks shall be completely burned. If de-
stroyed by shredding, fragments shall be no
larger than 1/4 inch in width and 3 1/2 inches
in-length.
struction similar to figure 8-1 shall be prepared
listing the serial numbers and method of de-
struction and shall be signed by the DO and at
least one witness. DOs shall destroy all voided
checks using the procedures in the following
subparagraphs.

1. Prepare a Certificate of De-

struction, The certificate shall be prepared in an
original and one copy and shall include the:
complete mailing address of the disbursing
station; date and method of destruction; DSSN;
serial number of each check; typed name, title,
grade or rank, and signature of the witness(es);
and, typed name, title, grade or rank. and signa-

In either event, a certificate of de-

ture of the DO. When blocks of checks are

destroyed, the beginning and ending serial
numbers of the block may be shown. Otherwise,
each check shall be listed in numerical sequence.

2. Verification. The DO and at
least one witness shall: examine the checks to
verify they are the actual checks to be destroyed;
verify the check numbers and DSSN with infor-

mation on the certificate of destruction; and, sign -

the certificate of destruction only after witness-
ing the actual destruction of the checks.

3. -Distribution of the Certificate

of Destruction. The original certificate shall be
included and forwarded with the monthly
disbursing financial reports. A copy shall be
maintained in the DO’s retained financial rec-
ords.

164

*x0803. CHECK CANCELLATION. A cancella-
tion is accomplished in one of the ways de-
scribed below. ‘

%080301. Available Check Cancellation. The DO
holds the check and processes an SF 1098. The
SF 1098 credits the proceeds to the appropriation
originally charged when the check was issued.
See section 0804.

%080302. Unavailable Check Cancellation. The
DO requests cancellation by submission to
Treasury of an SF 1184 or magnetic tape. De-
pending on the status of the check (outstanding
or paid), the cancellation credit may or may not
be provided by the U.S. Treasury See section
0805.

%080303. Limited Payability Check Cancellation.
The Treasury automatically cancels checks issued
on or after October 1, 1989, which have not been
negotiated to a financial institution within 12
months of the date of issue. This cancellation
occurs in the 14th month after the date of the
check. See section 0806.

x080304. Pre-effective Date Limited Payability
Cancellation. The Treasury automatically can-
celed all checks issued before October 1, 1989,
which were not negotiated by October 1, 1990.

%0804
CHECKS

CANCELLATIONV OF AVAILABLE

#080401. General. As provided in the Competi-
tive Equality Banking Act of 1987, Public Law
100-86 (reference (ah)y and Treasury Financial

. Manual, Bulletin 90-03 (reference (ai)), the time

limit for negotiation of Treasury checks is one
year from the date of issue. DOs may cancel
checks within this one year period when the
check is drawn under the DO’s own DSSN,
under the account of a predecessor DO of the
same activity and DSSN, or under an account
being settled by the DO. Checks may be can-
celed when: the disbursing account is closed or
current; or, the proceeds of the check are for
repayment to an appropriation or fund account
which is current or expired. Treasury checks in
the possession of the DO shall be canceled when
it is determined that the payee or estate is no
longer entitled to the proceeds of the check or
the check is undeliverable for 60 days after the
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month of issue. UNDER NO CIRCUMSTANCES
SHALL A DO CANCEL A CHECK USING THE
PROCEDURES IN THIS SECTION IF THE
CHECK'IS OVER ONE YEAR OLD.

*080402. Exceptions

* A. Checks drawn for cash or for ad-
~ vances to cashiers that are later found not to be
required shall not be processed for cancellation
in the DO’s accounts. Instead, they shall be
endorsed by the DO or cashier (as applicable)
and deposited as prescribed in chapter 05 of this
Volume.

* B. An original check which is re-
turned to or recovered by the DO after it is more
than one year old (from date of issue) or has
" been canceled by submission of an SF 1184 shall
not.be canceled on an SF 1098, Schedule of
Canceled or Undelivered Checks. However, the

check shall be marked "VOID - NOT NEGOTIA-

BLE" on the front and held in the DO’s safe or
vault until the Daily Advice of Status (DAS) is
received from the Treasury and then the marked
check shall be destroyed locally by burning or
shredding. No report of destruction is made to
the Treasury. The date of destruction and
supporting documentation shall be noted in DD
Form 2662, Recertified Check Register.

%080403. Undeliverable Treasury Checks. All
- undeliverable checks shall be kept in a safe or
vault. The checks shall be filed in an order best
suited for ready identification when claimed or
for mailing when a proper address is ascer-
tained. The DO shall maintain a record of
undeliverable checks using DD Form 2658,
Returned and Undeliverable Check/Bond Record
which indicates: date the check is returned;
check number; ‘
voucher number; disposition; and, date of dispo-
sition. An example of DD Form 2658 is provid-
ed as figure 8-3. The DO shall provide a copy of
DD Form 2658 to rollkeepers, agents, cashiers,
and the appropriate entitlement office for their
use. Undelivered checks shall not be removed
‘from the safe or vault, or held by the DO’s depu-
ties, agents, or cashiers except for immediate
delivery to payees or for cancellation and depos-
it.

* A. Time Limit for Holding Undeliver-

check date; amount; payee;

able Checks. The DO shall attempt to make
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delivery of checks to the proper payees. If deliv-
ery is not effected within 60 days after the
month of issue, undeliverable checks being held
by the DO shall be disposed of as provided in
the subparagraphs below. Checks payable to
deceased payees should be held no longer than
5 days.

* ) 1.  Undelivered checks held by
the issuing DSSN shall be collected to the credit
of the issuing appropriation or to a suspense ac-
count and deposited as prescribed in paragraph
080405 below.

* 2. Undelivered checks held by
other than the issuing DO shall be returned to
the issuing DO by registered mail within two
weeks, together with a reason for non-delivery.
If the address of the issuing DSSN is unknown,
contact the servicing DFAS Center.

* ~ 3. An undeliverable check re-
turned to the DO after the 45th day of the time
limit prescribed above shall be recorded on the
DD Form 2658, Returned and Undeliverable
Check/Bond Record. Research shall be conduct-
ed to determine if the check has been canceled
using the SF 1184, Unavailable Check Cancella-
tion, and whether a replacement check has been
issued. If an SF 1184 has been submitted to
Treasury, dispose of the original check as pre-
scribed in paragraph 080513.D. If an 'SF 1184 has
not been submitted to Treasury, cancel the
original check as prescribed above within 15
days of the date of receipt.

%+ - B. Undeliverable Due to Death of

Payee

1. Deceased Military Members.

~ Checks drawn to deceased military members

shall be canceled by the issuing DSSN. The
check shall be promptly canceled and credited to
the individual’s pay account pending payrhent to
a properly designated beneficiary. '

» 2. Deceased Civilian Employee
Checks. For special instructions on the handling
of checks drawn to deceased civilian employees,
see Volume 8 of this Regulation.

* 3. Other Payees. Checks drawn
to other deceased individuals shall be taken up
and deposited as undeliverable checks. An SF
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1055, Claim Against the United States for
Amounts Due in the Case of a Deceased Creditor

shall be obtained and processed as prescribed in"

Volumes 8 and 10 of this Regulation. The ac-
counting data chargeable and references required

on the voucher shall be as prescribed in para-

graph 080406.

* C. Checks Undelivered at Time of
Relief. When a DO is relieved by another DO or
the DSSN is deactivated and disbursing for that
activity is assumed by another activity or ship as
a result of consolidation, transfer of function, or
other reason, the relieving DO or gaining activity
shall assume custody of the undelivered checks
for processing as provided in this section.
However, when a DO is transferred from dis-

bursing duty without a relief or the disbursing -

function is not assumed by another activity, the
undelivered checks shall be taken up as a collec-
tion on an SF 1098 and deposited whether or not
the 60-day holding period has elapsed. The DD
~ Form 2658 shall be turned over to the office
designated to settle the accounts of the DO.

* D. Special Actions on Canceled
Checks Held by the Disbursing Office

1. Military Payrolls.
check in payment of military pay and allowances
is canceled, the DO shall take the action pre-
scribed in Volume 7 of this Regulation for the
appropriate adjustment to the Master Military
Pay Account to be made. :

2. (Civilian Payrolls. When a
check in payment of a civilian payroll is can-

celed, the DO shall notify the payroll preparing

office in order for the appropriate payroll adjust-
ment to be made.

*080404. SF 1098, Schedule of Canceled or
Undelivered Checks

A. General. A check that is undeliv-
ered within 60 days after the month of issue
shall be credited to the appropriation originally
charged by use of an SF 1098 prepared in tripli-
cate. The following data shall be shown for each
check in the spaces provided in the body of the
form: month and year of issue; check serial
number (and DSSN if other than DSSN shown in
heading of the form); name of payee; amount of
check; and, accounting data credited. The origi-

When a
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nal and one copy of each SF 1098 shall be sub-

‘mitted with the financial reports and one copy

shall be retained. See figure 8-4.

* B. Lack of Accounting Data. If the
proper appropriation to be credited cannot be
determined immediately, collect the amount of
the check into the budget clearing account
(suspense) **F3875. The SF 1098 should include
all information available as to the identity and
location of the payee of the check. If after one
year the appropriation is still not determinable,
process an SF 1081 to transfer the funds to
Treasury’s miscellaneous receipt account **R1060.

-%080405. Disposition of Canceled Available

Checks

* A. General. Canceled check transac-
tions authorized by this section shall be pro-
cessed in a manner similar to that for collections.
Upon receipt of a check to be canceled, prepare
an SF 1098 as the collection voucher with credit
to the appropriation charged when the payment
was made. Note: All lines of accounting data
charged and credited on the original disburse-

“ment voucher shall be shown on the SF 1098.

Assign a collection voucher number to the SF
1098 and print this number and the date of
collection on the reverse of the canceled check.
The canceled checks shall be deposited for credit
to the DSSN used by the DO making the cancel-
lation. No payee endorsement on the reverse of
the check is necessary; only the DO’s endorse-
ment stamp is required.

" B. Stamped Legend Placed on Checks
for Cancellation. The following legend shall be
typed or stamped on the face of each canceled
check: "NOT NEGOTIABLE - FOR PAYMENT
AND CREDIT IN THE U.S. TREASURY. D.O.
SYMBOL __.__." The letters of the legend shall
be of prominent size to remove all possibility of
negotiation. The stamp shall be placed so that
the defacement will not interfere with data to be
captured by an optical character recognition
(OCR) scanner. '

* C. Deposit Ticket. Canceled checks
shall be deposited on an SF 215 separate from
any other negotiable instruments. DOs shall
make canceled check deposits as prescribed
below.
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* D. Frequency of Deposits. Checks
received for cancellation need not be deposited
on a daily basis. The canceled checks may be
held in the DO'’s safe or vault for preparation of
a consolidated SF 215. Deposits shall be for-
warded to the FRB or branch not later than the
- 25th of the month in which received. Checks
received for cancellation during the remainder of
the month shall be processed as collections, but
may be retained for depositing in the following
"~ month. All CONUS DOs shall deposit all cancel-
ed Treasury checks with the nearest FRB or
branch. DOs located in Alaska, Hawaii, and in
foreign countries will deposit with the general
depositary. normally used for making deposits
for credit to Treasury’s General Account. Refer
to chapter 05 of this Volume for deposit reconcil-
iation requirements.

- %080406. Claims for the Proceeds of Canceled
Available Checks. When a claim is received for
the proceeds of a canceled available check and it
is determined that all or a portion of the amount
is due the claimant, payment shall be made on a
payroll or other voucher prepared and processed
in the same manner as a current payment.
Claims shall be paid by the disbursing office
which made the collection and deposit of the
original undeliverable check. This is not to say
an undeliverable military pay check cannot be
canceled by the issuing DO so that the member
may be paid at a new duty station. The dis-
bursement shall be made on an SF 1034 and
charged to the accounting data credited on the
SF 1098. Reference shall be made to the original
undeliverable check by serial number, amount,
DSSN, and the month, year, and account in
which the undeliverable check was collected. In
cases where the undeliverable check was collect-
ed to **R1060, the DO should process an SF 1081
to adjust out the funds that were collected into
the receipt account in error. - A record of the
claim and disposition shall be entered on the DD
Form 2658.

*0805 UNAVAILABLE CHECK CANCELLA-

TIONS

%080501. General. Unavailable Treasury checks
that are reported to the DO as lost, stolen, muti-
lated, or not received by the payee shall be
canceled using the procedures described in this
section if the check is less than 12 months old.
The procedures in this section also apply to
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situations where the payee is not entitled to the
proceeds of a check which is unavailable to the
DO. These situations include: death of the payee
before the check issue date; non-receipt of a
recertified payment check by the payee when the
original check has been received and cashed;
receipt of a cash payment and a check payment
for the same entitlement; and, loss of the check
after the payroll is prepared and the payee is a
military member already transferred. - Payees
have 1 year from the date of issue of the check
to file a claim of non-receipt with the issuing
disbursing office for submission to Treasury.
The issuing disbursing office must submit an SF
1184, Unavailable Check Cancellation to Treasury
within 13 months of the date of issue. Treasury .
has 18 months from the date a check is paid to
reclaim monies from the financial institution if a
claim of forgery or unauthorized endorsement is
filed by the payee. Checks, which are unavail-
able to the payee and/or the DO and for which
entitlement to the payment exists, may be re-
placed by a new check called a recertified pay-
ment check. A recertified payment check bears
a new check serial number and is vouchered and
recorded as a new disbursement using the
procedures in this section. Original and recerti-
fied payment checks shall be controlled, cross-
referenced, and tracked indefinitely or until both
have been paid, recovered and destroyed, or can-
celed. : '

%080502. Claims of Non-receipt, Destruction,
Loss, or Theft. A claim of non-receipt, destruc- .

‘tion, loss, or theft of a Treasury check issued on

or after October 1, 1989, will be denied by the
Treasury unless it is presented by the payee to
the issuing disbursing office within 1 year from
the date of issuance. The claim will be docu-
mented by the disbursing office on an SF 1184.
The SF 1184 must be processed through the

- servicing DFAS Center and received at Treasury

within 13 months from the date of issue of the
check. If a cancellation credit is denied, a Daily
Adpvise of Status will be provided with one of
the status codes listed in table 8-4. The DO will

- advise the payee of the check status. If the check

has been negotiated and the payee wishes to
continue the claim process, the payee must
initiate the FMS Form 1133, Claim Against the
United States for the Proceeds of a Government
Check, and the FMS Form 3858, Claims Docu-
ment, upon receipt from Treasury. The DO
shall forward these two forms, the photocopy of
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the check and any other supporting documenta-
tion for the claim to the Treasury for processing.
If the payee files a claim of forgery or unautho-

rized endorsement (FMS Form 1133) against the .

check, no regertified payment check will be
issued prior to receipt of an FMS Form 3859,
Claims Disposition Notice from the Treasury.
See paragraph 080515 below.

x080503. DD Form 2662, Recertified Check

Register. To provide the necessary cross-refer-
ence and control over unavailable check cancella-
tions, DD Form 2662 shall be maintained. As
shown in figure 8-5, DD Form 2662 shall contain
information to identify the original check serial
number, date, amount, payee, and status of the
check as provided by Treasury, as well as identi-
fying information regarding the recertified
payment check, payee claims, and collection
information.

*080504. SE 1184, Unavailable Check Cancella-

tion. The SF 1184 is required for all cancellations
covered by this section. Each individual unavail-
able check to be canceled shall be reported on an
SF 1184 to the servicing DFAS Center either
“manually or via mechanized input. The DFAS
Centers will consolidate the input for submission
to the Treasury. Bulk losses of original checks
~ will require the preparation of an SF 1184 for
each check. Unavailable check cancellation
credits or chargebacks resulting from Treasury
receipt and processing of an SF 1184 or the
negotiation of a canceled unavailable check will
be forwarded by Treasury to the DFAS Centers

at Cleveland, Denver, and Indianapolis. .The-

DFAS Cleveland, Denver, and Indianapolis
Centers will forward check credit or chargeback
information (including the detail information)
applicable to the DFAS Columbus Center dis-
bursing accounts to the DFAS Columbus Center.
The DFAS Cleveland Center also will forward
the cancellation credit or chargeback information
(including the detail information) applicable to
the DFAS Kansas City Center and Marine Corps
disbursing offices to the DFAS Kansas City
Center.

%080505. DD Form 2660, Statement of Claimant

‘Requesting Recertified Check. When a payee
reports the loss, theft, mutilation, or non receipt
of a Treasury check, the DO shall obtain a state-
ment, in writing, from the payee. The statement
is mandatory to substantiate the payee's entitle-
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ment to a recertified payment. The DD Form
2660 is the preferred form of the required state-
ment, however, DOs may accept a signed letter
from the payee in lieu of the DD Form 2660. An
example of the DD Form 2660 is shown as figure
8-6. If the payee negotiates both checks, the
statement could be used to establish fraudulent
intent. Upon receipt of the signed statement, the

DO shall complete the information required to :

identify the check (issue date, check number,
amount, voucher number, etc.), prepare an SF
1184 to cancel the unavailable check, and for-

ward a copy of the statement and a copy of the -

SF 1184 to the appropriate entitlement area for
certification of entitlementand preparation of the
appropriate payment voucher.

*080506. Authorization to Issue Recertified
Checks -

* A. General. By 31 CFR Parts 245 and
248 (reference (z)), the Treasury has delegated to
the DoD the authority to issue recertified checks
to replace checks originally issued by DoD DOs.
That authority includes replacement of checks
lost, stolen, or destroyed both in transit and after
receipt by applicable payees. The Treasury has
authorized the DoD 'to issue a recertified pay-
ment at the same time the SF 1184 is prepared if,
based on the facts available, the payee should
receive immediate replacement and the risk of
loss from overpayment to the payee is low.
Subject to the restrictions in the following para-
graphs, recertified checks may be issued as
replacements for original checks at any time
commencing with the submission of the SF 1184.
The circumstances associated with each unavail-
able check shall govern when the recertified
check is actually issued.

* B. Limitations. No recertified check
will be issued if: the original check was not
issued by the same DSSN requested to issue the
recertified check; the payee of the original check
is not entitled to the proceeds of the check; the
payee died before the original check-issue date;
sufficient mail time (at least 3-mail delivery days
after the date the original check was mailed (see
paragraph ?)) has not lapsed for delivery or
return of the original check; the payee has an
outstanding obligation against which the pay-
ment can be offset; or, the original check is
more than 12 months old..  Situations that

‘require the exercise of good judgment in deter-
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mining when to issue recertified checks are high
value unavailable checks, payees involved in
adverse actions.that could result in early dis-
charge or termination, and non-permanent
employees ‘who have no vested retirement
benefits or no sustained work history at the
issuing activity. The ability of the payee to make
restitution in cases of a double negotiation and
the possibility of offsetting a double negotiation
against money, other than salary, due the payee
shall be considered in the determination. Note:
Except for deactivated and closed disbursing
offices, only the disbursing office that issued
the original check is authorized to issue a
recertified check to replace an original check
reported as lost, stolen, mutilated, or not re-
ceived. For deactivated disbursing offices, the
designated settlement office is authorized to
issue.recertified checks under the settlement
office DSSN. For closed disbursing offices,
only the servicing DFAS Center is authorized
to issue recertified checks under the Center's
DSSN. Except as prescribed in paragraph
080512.A, recertified checks may only be issued
as a disbursement from the appropriation (or if
no longer available, a current appropriation
available for the same general purpose subject
to limitations on its use) charged when the
original check was issued.

* C. Issue Before Receipt of Treasury

Status. Because of the effect such delays have on

_military and civilian employees’ personal finan-

cial affairs, DoD relatioris with private business
and other intangible benefits obtained, recertified
checks may be issued immediately for some
payees. Therefore, DOs are authorized to use
stop code "A" on the SF 1184 when recertified
checks are to be issued immediately to replace
undelivered, lost, stolen, mutilated, or destroyed
original checks issued under their DSSN for the
payees listed below, if less than 31 days have
elapsed since the check issue date.

1. Military and civilian person-
nel for payment of pay and allowances.

*- 2. Banks, credit unions and
other financial institutions unless it is deter-
mined to be in the best interest of the DoD to
obtain Treasury status before issuing a recertified
check.
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, Status.

3, Agencies of the U.S. Govern-
ment. :

4.  Foreign governments. (Where
doubt exists as to the status of a foreign payee,
treat payment as a foreign business and issue a
recertified check after receipt of status from
Treasury as prescribed below.)

* 5. Any payment made under .
protest as described in chapter 01 of this Vol-
ume.

* 6. Any composite/consolidated
check regardless of amount.

D. Issue After Receipt of Treasury
The payees described below are not
eligible for immediate payment replacement by
recertified check and shall have their unavailable-
check cancellations submitted under stop codes
"D" or "G" and receive a recertified check only
when the Treasury reports the check status as
"outstanding".

1. Foreign businesses and con-
tractors where check payment is made to ad-
dresses. or financial institutions outside the
United States.

2. Payees who have previously
negotiated both the original check and the recer-
tified eheck issued to replace it.

3. Payees who have received
more than three recertified check payments in
the past 6 months or who have received more
than four recertified check payments in a 12-
month period.

4. Payees who report non re-

» CEIPt of a recertified check.

* 5. Payees requesting recertifica-
tion of an original check more than 30 days old.

6. Payees other than a deputy,
agent, or cashier requesting replacement of an
exchange for cash check."

* E. Issue When the Treasury Status Is
Paid. Except as provided in paragraph 080515
below, no recertified payment check shall be
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issued when the DAS from Treasury indicates
the check status is paid. ‘

*080507. Mechanized Input of the SF 1184. Air
Force DOs with access to the Comptroller Net-

work (commonly referred to as the JUMPS Data -

Collection Network) have the capability to
mechanically prepare and transmit the SF 1184
daily using the on-line DFAS-DE centralized
Unavailable Check Cancellation (UCC) system.
The UCC system was developed to replace
individual submissions of SFs 1184. Procedures

for accessing the DFAS-DE reporting system to

add, change, inquire, or delete an SF 1184 re-
quest are found in a DFAS-DE/PGB letter dated
December 15, 1990.

*080508. Manual Preparation of the SF 1184

A. General. These procedures apply
only to DOs who do not have the capability to
electronically produce and transmit SFs 1184.
The SF 1184 is a dual purpose document. If
more than one check is to be cancelled; each
check shall be processed on a separate SF 1184.
In addition, the SF 1184 is used as a transmittal
document for the item cancellations submitted.
Instructions for preparation of the transmittal
document are slightly different from the individ-
ual check reportlng document. However, in-

structions for preparing both documents are con-

tained in this paragraph. Transmittals shall be

submitted each day for item cancellations pre-
pared that day. IF NO CANCELLATIONS ARE
PREPARED, A TRANSMITTAL IS NOT RE-
QUIRED. A transmittal cannot include more
than 50 item cancellations.

B. Completion of SF 1184 (Item
Cancellation). The SF 1184 shall be prepared by
typewriter using uppercase letters for all alpha-
betic characters. DO NOT submit forms pre-
pared by pen or pencil. The data fields and their
contents are described below. See figure 8-7.

1. CK. SYM. Enter the four-
digit DSSN of the disbursing office that issued
the original check. Required four-digit numeric
field.

2. CK.SERIAL. Enter the check
number of the original check that is being can-
celed and on which "STOP PAYMENT" action is
being requested of the Treasury. Required eight-
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digit field. The field is an all numeric field zero-
filled from the left. No commas shall be typed
to separate the check number digits.

3. CK. AMOUNT. Enter the
total amount of the original check. This required
field is limited to 10 digits, all numeric. Do not
use dollar signs. Use of commas is optional
provided the 10-digit requirement is not exceed-
ed. Show the decimal point separating dollars
and cents.

4. CK.ISSUE DATE. Enter the
date of the original check. This is a required nu-
meric field containing six digits: month (two
digits), day (two digits), and year (two digits).

5. AGY/PAYEE ID NO. Enter
the identification number assigned to the payee.
This is a required alpha-numeric field, maximum
of 11 digits. Start from the left and leave unused
spaces blank. Activities that do not normally
assign specific ID numbers may use vendor
contract. numbers, DSSN, Social Security num-
bers, or other reference numbers. For Navy and
Marine Corps disbursing offices, the 11-digit
field is assigned as follows: positions 1-4, DSSN
of the preparing disbursing office; positions 5-7,
julian date of preparation; position 8, the unit
position of the calendar year of preparation; and,
positions 9-11, a 3-digit sequential serial number
commencing with 001 on October 01 of each year
and continuing through 999 before recycling the
sequential numbers. Do not use 000 as a sequen-
tial number. ‘

6. LINE CODE. A required
numeric digit indicating the total number of lines

- used for the payee’s name and address fields.

For Navy and Marine Corps disbursing offices:
use "0" for direct deposit checks; use "1" for non-
entitlement; and in all other cases, use digits "3"
through "6" (as appropriate for the number of
lines used in the name and address fields). If
the name and address is only two lines, pad the
third line with blanks so "3" will be the correct

. line code.

7. STOP CD. Enter the alpha
character code for the appropriate stop reason
code based on the definitions listed in table 8-1.
The stop code describes the nature of the action
required on the original check. The only codes
authorized for use are "A," "D," "E," "F," "G," "K,"
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"L", "M", "R",. "U", and, for Navy and Marine
Corps disbursing offices only, "P".

8. AGENCY CODE. The agency
code is a single alpha character. The following
codes shall be used by the respective DoD Com-
ponents. Defense agencies other than the Army,
Navy, and Air Force shall use the appropriate
agency code based on which Military Service

- provided the DSSN.

CODE COMPONENT

A Department of the Army

F Departrﬁent of the Air Force
U.S. Marine Corps

N Department of the Navy

9. PAYEE NAME. Enter the
payee’s name as it appeared on the original
check. This is a required alpha-numeric field
limited to 2 lines with a maximum of 30 digits
each. The second line is intended to accommo-
date listing both names when there is a joint
payee. If the payee’s name is more than 30
characters, use both lines. If there has been a
name change, type the NEW name in this field
and show the OLD name as it appeared on the
original check in the FOR AGENCY USE block.

10. ADDRESS. The address in
this alphanumeric field shall be the current
address of the payee because the Treasury uses
this address to prepare claims document address
labels. The address is required for STOP REA-
SON CODES "D" and "G". For Navy and Marine
Corps disbursing offices, when STOP REASON
CODE "F" is used, the disbursing office address
will be entered in this field. Each line of the
address field is limited to 30 characters.

11. NAME OF DECEDENT. This
field is required ONLY when the STOP REASON
CODE is "E." The field length is 30 characters.
Type the deceased payee’s name: last name; first
name; middle initial(s). DO NOT use punctua-
tion marks. If the name of the decedent is not
provided with a "deceased" STOP REASON
CODE "E", the SF 1184 will be rejected by the

_ Treasury.
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12. DATE OF DEATH. This field
is required when the DoD Component has ren-
dered the payee or payee’s estate not entitled to
the proceeds of the check, therefore, the date of
death is required for only STOP REASON
CODES "E" or "U."

: 13. AMT. TO BE RECLAIMED.
The "amount to be reclaimed" is a required field
for all STOP REASON CODES. This is a re-

quired 10-digit field containing the check

amount. In some rare cases, the amount to
which the payee is no longer entitled (that is the
amount to be reclaimed) will be less than the full
amdunt of the original check. In cases where the
payment status is "paid”, the amount to be
reclaimed will be used by Treasury when seek-
ing to recover from the banking system. A lesser
amount could occur in the case of non-entitle-

‘ment, where the payee was entitled to a lesser

amount than the original check. In that case, the
amount to be reclaimed would be the difference
between the amount of the original check and
the amount to which the payee is entitled. The
field is limited to 10 digits. Do not use dollar
signs. Use of commas is optional provided the
10 digit maximum is not exceeded. Always
show the decimal point separating dollars and
cents.

14. AGY. LOC. CODE. The
Agency Location Code is a four- or eight-digit
numeric symbol used by Treasury to identify
accounting reports and documents prepared by
or for accounting stations and financial offices.
The following four- or eight-digit numeric codes
shall be entered in this block by the respective
DoD Components. Defense agencies other than
the Army, Navy, and Air Force shall use the
appropriate agency location code based on which
Military Service provided the DSSN.

- 1700XXXX  Navy and Marine Corps dis-
bursing offices. Note: The
XXXX represents the disburs-
ing office DSSN. Insert the
assigned DSSN in lieu of
"XXXX".

2100XXXX  Army disbursing offices.
Note: The XXXX represents
the disbursing office DSSN.
Insert the assigned DSSN in
lieu of "XXXX". Corps of
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Engineers that disburse from
civilian funds shall enter the
DSSN only.
5700XXXX  Air Force disbursing offices.
" Note: The XXXX represents
the DSSN. Insert the as-
signed DSSN in lieu of
XXXX".

15. AGENCY OUTPUT." This
code is a required single numeric digit indicating

the type of output (hard copy or magnetic tape)

to be generated by the agency. Table 8-2is a list
of the output codes and the description of each.
Army disbursing offices enter "2" if SF 1184
submission is by paper; enter "4" if SF 1184
submission is by magnetlc tape. All Air Force
disbursing offices enter "4" in this field. All

Navy and Marine Corps d1sbursmg offices enter -

"3" in this field.

o 16. AGENCY REFERENCE.

THIS FIELD IS OPTIONAL. DOs may use this
35-character field as necessary to enter informa-
tion that will assist in identifying this particular
SF 1184, identify actions, or explain the reason
for the SF 1184. »

17. FOR D.O. USE. Enter the
DSSN on the D.O. Activity line. The DO or
deputy shall sign on the signature:line provided.

~ 18. FOR AGENCY USE. Enter
the DoD Component name (i.e., Army or Air
Force) on the Agency line. Navy and Marine
Corps disbursing offices enter the name of the
preparing disbursing office on the Agency line.
The DO or deputy shall sign the 51gnature line
on every SF 1184 submitted.

C. Completion of Transmittal Docu-

ment. A transmittal SF 1184 shall be prepared
daily for each batch of 50, or fewer, items sub-
mitted on any date. A separate SF 1184 shall be
used “as the transmittal document. Under no
circumstances shall a batch contain more than 50
items. The required data fields for the trans-
mittal SF 1184 and their contents are described
below. Use of fields other than those listed will
result in rejection of the entire batch by the
Treasury. This form shall be prepared by type-
“writer. See figure 8-8.
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1. ADDRESS. This field accom-
modates 120 characters. Enter the DO’s name
and complete disbursing office address.

2. FOR D.O. USE. Type the
DSSN of the preparing disbursing office in the
space directly above D.O. Activity. The DO or
deputy shall sign the SF 1184 transmittal docu-
ment in the space provided.

3. AGY. LOC. CODE. The

following numeric codes shall be used by the
respective DoD Components. Defense agencies
other than the Army, Navy, and Air Force shall
use the appropriate agency location code based
on which Military Service, provided the DSSN.

1700 Navy and Marine Corps
2100  Army
5700 Air Force
‘ 4 AGENCY OUTPUT. This
code is a required single numeric digit indicating

the type of output (hard copy or magnetic tape)
to be generated by the agency. Table 8-2 is a list

" of the output codes and the description of each.

Army disbursing offices enter "2" if SF 1184
submission is by paper; enter "4" if SF 1184
submission is by magnetic tape. All Air Force
disbursing offices enter "4" in this field. All
Navy and Marine Corps disbursing offices enter
"3" in this field.

5. FOR AGENCY USE. When
the SF 1184 is used as a transmittal document
enter in this field the total number of SFs 1184
attached and the batch number of the batch
being transmitted. The batch number consists of
13 digits. The batch number shall be composed
of the submitting DO’s DSSN (four digits); the
date (MMDDYY) (six digits), and a three-digit
sequential number beginning with 001 each day.
The batch sequential number shall also be re-
corded DD Form 2662. The SF 1184 Total indi-
cates to Treasury and the DFAS Centers the total
number of individual cancellation documents
being submitted with a transmittal document.
Use one numeric digit for batches containing one
to nine items. Use two numeric digits for batch-
es containing 10 to 50 items. Enter the DoD
Component name (i.e., Army, Air Force, Navy,

- or Marine Corps) on the Agency line. The DO
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or deputy shall sign the signature line for each
transmittal submitted.

*080509. Submission of Unavailable Check

Cancellation. All cancellations shall be submit-
ted on the day they are prepared along with a
transmittal covering the item cancellations in
every batch. Even though only one item cancel-
lation is being submitted, it shall be covered by
a transmittal. The DFAS Centers addresses are:

*  Defense Finance and Accounting Service
Cleveland Center
DFAS-CL/AABA
1240 E. Ninth Street
Cleveland, OH 44199-2056

Defense Finance and Accounting Service
Columbus Center

DFAS-CO/FP

Columbus, OH 43218-2317

Defense Finance and Accounting Service
Denver Center

DFAS-DE/AAC _

6760 E. Irving