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EXECUTIVE SUMMARY
 

Introduction
 

The Operating Expense account was created for the purpose of
 
consolidating AID's cost of doing business into a single
 
appropriation account. The account has been adopted by AID as a
 
discrete item for Agency budget presentation to the Congress and the
 
Office of Management and Budget, and for internal management. It
 
also provides an increased level of accountability for the Agency.
 
During fiscal year 1982, USAID/Botswana operating expenses totaled
 

approximately $1.4 million, with total staff of 31.
 

Purpose and Scope of Review
 

We conducted this review to determine if operating expense funds
 
were being used effectively, economically and in accordance with
 
authorized purposes; and to determine if control over the use of
 
these funds could be improved. We discussed policies and procedures

with concerned mission personnel. We also selectively examined
 
documentation and expenditures pertaining to procurement, real and
 
personal property, communications, motor pool operations, travel and
 
other related areas.
 

USAID/Botswana management responded to our findings in an exit
 
conference held on February 18, 1983; and also provided us with
 
written comments after reviewing our draft audit report. Their
 
comments were included in this report as considered necessary.
 

Findings, Conclusions and Recommendations
 

Our review of USAID/Botswana operating expenses indicated the
 
operation was generally sound and well managed, but we found room
 
tor improvement in the certain areas, primarily:
 

- Nonexpendable Property: USAID/Botswana's property records
 
contained discrepancies between the inventory on hand and
 
the inventory recorded on stock record cards because
 
periodic checks were not made to assure accurate posting to
 
property records. Also, internal control was inadequate 
because receiving, recording, issuing, inventory, and 
disposing property functions were peLformeJ by one person 
(pages 3 and 4).
 

-Residential Property Cost Records: UISAI)/Botwana did not 
maintain utilities and maintenance cost reports for each 
residential property unit in accordanco with AID 
regulations (pages 4 to 6). 



- Competitive Pricing: Not all purchase order files
 
contained documentary -evidence that bids were obtained when
 
required (page 6).
 

- Procurement of Foreign-Made Products: USAID/Botswana
 
purchased over $135,000 worth of goods locally or in the
 
Republic of South Africa. These purchases were not
 
justified in writing as required by AID regulations
 
(pages 7 and 8).
 

- Procurement Planning: USAID/Botswana had not developed an
 
advance procurement planning system as required by OMB
 
policy. As a result, U.S. products may not have been
 
purchased to the maximum extent possible (pages 8 and 9).
 

Our report contains 11 recommendations to correct problems
 
associated with these and other areas.
 

iI
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BACKGROUND
 

Introduction
 

The Operating Expense account was created for the purpose of
 
consolidating AID s cost of doing business into a single
 
appropriation account. The account has been adopted by AID as a
 
discrete item for Agency budget presentation to the Congress and the 
Office of Management and Budget, and for internal management. It 
also provides an increased level of accountability for the Agency. 

Operating expenses represent salaries, benefits, and suppoLt costs 
of all U.S. and foreign national direct-hire personnel. Support 
costs include allowances, travel and transportation, housing and 
off ice expenses. 

The total value of the economic support program for Botswana was 
estimated at $11 million in FY 1982, $10 million for FY 1983, and
 
$15 million for FY 1984. The number of direct-hire personnel and
 
the amount of operating expense funds required to administer this
 
program for these years is summarized in the charts below:
 

USAID/Botswana Staff
 

FY 82 FY 83 FY 84 1/
 

U.S. Direct Hire 16 11 11
 
FN Direct Hire 13 13 9
 
Contract Personnel 2 -

Regional 1 1 
Part-Time - 2 2 

Total 31 27 23
 

O2erating Expenses ($000)
 

FY 82 FY 83 FY 84 1/
 

U.S. Direct Iliro 303.9 476.7 378.5 
Contract Personnel 75.4 64.0 72.4 
FN Direct Hire 172.5 169.9 193.8 
lousing 286.2 239.6 292.1 
Office Operations 612.0 548.3 824.0 

Total Budget 1,450.0 1,498.5 1,760.8 

T/ Fropoaod. 
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Purpose and Scope of Review
 

We conducted this review to determine if operating expense funds 
were being used effectively, economically and in accordance with 
authorized purposes, and to determine if control over the use of 
these funds could be improved. We di.scussed policies and procedures 
with concerned mis.sion personnel. We also selectively exaained 
documentation and eYIenditures pertaining to procurement, real, and 
personal property, communications, motor pool operations, travel and 
other related areas.
 

Our review concent-rated on operatinq expense budgets and related 
transactions for the period October 1, 1980 to September 30, 1982. 
We interviewed employees and reviewed records as di!emned necessary to 
the purpose of this review. Our findings are reported on an 

exception basis--those areas not reported on were determined to be 
satisfactory. 

Prior Audit Re-orts 

Botswana became an autonomous USAID Mission on October 1, 1978. 
This was the first Operating Expense Audit of USAID/Botswana by 
AID's Regional Inspector General for Audit (RIG/A).
 

FINDINGS, CONCAUSIONS AND RECOMMENDATIONS
 

Our review disclosed that overall, USAID/lBotswana management of 
operating expenses was generally good. There were some areas where 
we found procedural or other exceptions. These are discussed below 
along with our recommendations for corrective action. 

USAT/Iotswana Was Not Tn_Complianco With Certain All) rlpuulations 

We found that UAID/Botiwana hadr not compl ied with certain AID 
regulations. Al so, USAID/lBotzwana -,;taff did not comply with a Staff 
Notice on telephone usage. 

Instance.,; of non-compliance were a.- follow.: 

- In Novmb, r 198 2, U!JA I D/iHo t ;win a x tended a I ea se 
which was or ig i na II y made in 1979 to provide a 
ro;id,,ncc to a non-U.,. citiz''n ,mploy,', in violtiLon 
of 1III 23, Choptrr 5, Section 712.11-5. Althouh the 
empl oyte woi; roiimbtirintnl All) tor the r it * U;A I D/ 
Botr;wana is now awar,, that tiis I vane violat-::; AID 
regulations and intendi to let the loane terminate. 
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- USAID/Botswana employees did not comply with USAID
 
Staff Notice No. 82-29 which requires that all long
 
distance telephone calls be approved in writing by the
 
Director, Deputy Director, or Controller; and that any 
call not approved will be treated as a personal call.
 
We found that 38 percent of the long distarce
 
telephone calls were not approved by management and
 
had not been billed as personal calls.
 

Conclusion and Recommendation 

USAID/Botswana was not in compliance with certain AID and USAID 
regulations.
 

Recommendation No. 1 

USAID/Botswana establish a procedure to 
enforce its Staff Notice on long
 
distance calls.
 

Nonetxple ndable Prop ty Records Needed To Be Maintained More 
Accurately 

Botnswaoa became an autonomous USAID Min,.sion on October 1, 1978. 
Prior to thit time inventory records were maintained by OSARAC, a 
re gional oftice for Bot:;wana, osotho, w;ziland, and Malawi. The 
first property inventory was conducted by USAID/13ots;wana in FY iM8l; 
therefore, a period of two years had elapsed before USAID/Botswana 
made its first property control inventory. The total value of all 
non.pxpndable property controlled by USAT)/Botswana is approximately 
$360 thousand. 

In our opinion, USAI)/Bot.-wana's procedure:; and record keeping for 
proporty control wore (jonerallv adequate and accurate. There was, 
however, room for improvement. 

We !iolvct.d 19 inventory itemn fromn stock record inventory location 
card'; tor r,,onc | I i at ion to the quant i t i(!1 on ha-ind in the recordod 
loca t ions. Wt, found I.hat f ive of the 59 .nlpoct.'d itomin! were over 
the :('Ird, qunt i ty, tour :hort the recorded1 and wrp of 
qtuaInt i ty. Tis I nd i(,t . t; iqn i f i cant (Ii -;t'r panc tonr:te tha1 
exis;;t b'twe'n the inventory on hand And the i nvontory rocord:d on 
atock record location card. 

A ri,()n1 t r t ho,:'S d ,":r. ,~mnc I,';5 waS tha.l- t ho record caird-- htd nOt 
b)el11 t, p.!'tl to (1.1t,' ,'.c:idlu ,, th,' l '.e.l~ nS lh ,, porI'Ol ieent I hod on 

,leaV,.'. AInt hi r roa!von hat I naccor(c es xiut,md in tho r''ct,) caronl 
wn that p,_rloiIc chok:; were not madoi, in r,eqesiro,, by I111 -3, Chaplter 
4, S;ectIon J L~o isuriccorate pot. insq to the. proporty rocord. 
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In addition to Section 225.5E, Section 227.4-id. states:
 

"The accountable property officer is responsible for
 
periodic and unannounced spot checks of expendable and
 
nonexpendable property in warehouses to verify the
 
balances against...Stock Control Card. if differences
 
are found, adjustments are made, and corrective action
 
is immediately undertaken." 

Also, there was an inadequate segregation of duties among the 
Executive Office staff. The receiving, recording, issuing, 
inventorying, an1 disposing functions associated with property 
manal :ment were performed by one person. 

ConcluSion and Recommendations 

UDATD/Botswana's procedures and record keeping for property were 
generally good. For example, in FY 1982 the certified inventory was 
reconciled with less than a 0.5 percent adjustment. However, 
improvements can be made to better safeguard nonexpendable property. 

Recommendation No. 2
 

USAID/Botswana cross-train Executive
 
Office staff to provide coverage when 
persons are on leave, and to allow a 
proper segregation of property related
 
functions.
 

Recommendation No. 3 

USAI!/Botsuana implement a procedure to 
(a) make poriodic checks of invontory 
item.; to a:-sure accurate post ing to 
property rPcords, and (b) take 
corrective action if d i f ferencen are 
found. 

ionnident ia I Pr opLryty CootHad Not Boon i)evoloped 

U!;ATD/llot:,?;wdna d id not: ha ut i it o andl In ntennance co[t dItanintain j e s 
for eaclh r ;Idontfa l prji-,trty unit. 'Th t; (Iata is n'Ic,1:ary to 
pr par annual repv)rL s on leaned and owned proprty in; requ Irod by 
All) regultiiona. 
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USAID/Botswana spends about $40,000 annually in residential utility
 
costs. AID HIB 23, Appendix 5A, Section 71.6.la states, in part:
 

"It is the responsibility of the head of each agency
 
mission to assure that costs of utilities on
 
Government-held residences are held to reasonable
 
levels...ln order to assure that utilities are held at
 
reasonable levels and as a basis of establishing a
 
ceiling, cost records for each residential quarters
 
should be maintained whenever possible."
 

5ection 785b states:
 

"Posts are to submit by memorandum a report of any
 
AID-owned property, or property owned or leased by the
 
host government and marie available for AID use, that
 
is partly or wholly unused, could be exchanged for
 
bettor property at little or no net increase in the
 
ageicy's investment, or is uneconomic to maintain."
 

And, Section 786 states:
 

"An evaluation...will be made on each short-term
 
lea:;ed property...On this report, only those leased
 
properties which are considered to be unneeded,
 
underutilized, not put to opt-imum us.e or are
 
uneconomic to maintain will be reflected on the
 
report. "
 

The regulations, require that these Leport:, be made as of June 30 
each year and :;ubinitted to AID/W by July 31. Tihe report formats 
require that maintenance, repair, and building o1e clating expense 
costs be reported. 

USATD/!1ot'u;wana reviewed r ,iident ial utility costs on a non-routine 

basis, but. did ot !;ubmit rquired reports to AID/W. 

Co nr.lli Ion fiecomlr,i;and 105 

Al r.houqh tIIJA [l)/Bot:;wani rov tewcdi1 ,s M n.o I utilit y cos;t.s on a 
non-rout t Ino b,: i,*, All) r jul at ion:; and ';oo'I manlp,11,ont i,,:t ice 
requl rei.ihlnt nlinic, of rw--; i ',nt,Ia] (::;.L i oll i Oon :i,ormanttil. banin 
to h ) : ',: tllhLt nt. i 1tly land e colit!) ar toplp inai ntonlIC " hol ] a 
r IaIon.bl ! 1,vol and to() t,iI y AID r,,'por t in'; r.qu Lr,,m,..,ntn. 
U!')A I l)/Iho l.',Wt1II nag omen t can not in 0 rino 1ions toIiwna mako dc, an 
which prop.rtLion are econo:ic to maintain without ,1courate cort dItn. 

http:IaIon.bl
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Recommendation No. 4
 

USAID/Botswana develop and maintain 
residential cost reports for" each 
residential unit, and submit required 
reports on leased and owned property to 
ATD/W. 

Purchase Order Files Needed To Be Better Documented 

Purchase order "iles did not always contain documentary evidence 
that hids were obtained when required. 

Federal requlations require that competit ive quotations be obtained 
for purchases over $500, and that the quotations be in writing for 
purchases over $5,000. 

Duriny F'Y 1982 there were 89 purchases ovcr $500 eight o" which 
exceeded "$5,000. Not all purchase order files provided an 
explanation or documentation to support selection of the f;upplier. 

AID liB 14, Appendix A, Section 2. (c) states: 

"One of the paramount duties of the contracting 
off icer is to secure coinpet it ion to the max imuin 
prac tical extent for any planned procurement-. The 
procedure; for formally advertised, or for puibllicized 
noejotiated, or for llmited Source procur, ment:s differ; 
the contracL ing of f icer must determine the proper 
method of procurement and contract type, and must 
determine the extent of compLetition required." 

The Exocut iv, Off Jcer told us that sofle purcha:,es were bid an 
reqi i red by Ccjulat ion, but the bidding activities were not: 
documented. 

(onclu: ;ion and Rclomolnndation 

USA I)/1Botswana 
comp,4 itive pr

did not 
icing. 

demonatrato prudent ulle of r-mourcor through 

Ppcomme ndat.lon No. 5 

u:;A iD/Hotswanai e;t l,.11A I h lrocodure
obta in CO11 tot it et q tol,1tl ionri 
r, ,clu rPd by f(..irl roqiil at ion, 
document bidd ing act iviti,i. 

n to 
JlI 

aInd 
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Internal Control Over Vendor Invoices Needed Im1lrovement 

In three instances USAID/Botswana received duplicate bills, and 
subsequently vouchered and paid all the bills for items totalling 
Pula 126 ($167) from three vendors in Gaborone. Although the amount 
was not significant, the number of vendors that received duplicate 
payments was signi~icant in that it represented seven percent of 
those included in the sample we reviewed. 

Conclusion and Recommendations 

USAID/Botswana's inteornal controls were not adequate to prevent 
makingC duplicate payments because the vouchering procedure did not 
include an adequate check of vendor invoice numbers and dates. 

Recommendation No. 6 

USAID/Botswana estab]. ish procedures 
that will establish adequate internal 
control. to prevent duplicate payments.
 

Recommendation No. 7 

USAID/Botswana obtain a refund from 
each of the vendors that received a 
dupi.icat-e payment. 

Procurement:; Of Foreign-Made Products Were Not Jullstified In Writing 

We found 11 purchares of foreign-made produLct:- over $1 ,000 in FY 
198l1, and 11. in FY 1.932, that were not justified in writing by the 
E.xocutive Officer or Mi!;ion )irector. 

Guidance for procuremnent with idmini.;tr:itive funds for A[ over.eas 
activitie:; k, contd in,.ed in liM 23, (hapelr. 14. Section 141. .3a sl:atea: 

"It in the poI i(cy of AID that Un ited !; t a t on, end
 
producul ; and !-,o r v iceh. I1hal )oe procur rod to the


" maximum ,xttiit o:1; ile. 

Section 14". t4 

"'rhe A ,'ncy h,:o dr~tormin (d that an oxco)t on exi :itii,
 
and I 1t11cIt hi,.; o .I :ompa rahI o,i f or I q n -1iad o n (
 
1)ro(,-' :; so., c', I. au t.lior I Ztc wh,,n o110
or Iv ic or
 
in101 . ., . .c r t tr , . Iar t m't.. "
 

The no.Ct. i on Ii nt: 't,vn t:a,,rato (r i v. r 10a wh ih , if ont, or moro aro 
mot, would just;.[ry an ixcpt.ibn to ti, pol ir:'/ stated 1hov. 01141 of 
thono cri ir ia il t t hott, trnsc action io,,t not oxcood $10,000. 
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Section 1413.5 requires that when foreign goods or services are
 
purchased the procurement file copy of the purchase order or
 
contract effecting the purchase be annotated, or supported by a 
written determination, to indicate the authority for the purchase. 
Such determination is to be made in writing by the Executive Officer
 
or Mission Director.
 

During FYs 1981 and 1982, USAID/Botswana purchased over $135,000
 
worth of goods locally or in the Republic of South Africa. In our 
opinion, the majority of USAID/Botswana's purchases of foreign 
made products could have been justified by meeting one of the 
criteria listed in AID regulations. However, we did not find 
documentary evidence that- any of these purchases were supported by a 
written determination that justified Lhe purchase of foreiyn goods 
as required. We found three transactions which exceeded the $10,000 
lirmit for any one transaction. 

Conclusion and Recommendation
 

USA[D/Botswana did not support by a written determination that the 
purchase of foreign goods was justified. 

Recommendation No. 8 

USAID/Botswana establish a procedure 
for future transactions involving the 
purchase of foreign goods or services, 

to document in writing the just ifica
tion and] authority for such a purchase.
 

!tALD -. N ,.d To Do A Bette .7t( )o01 PI ,L'r(Mflt I ann in(J! ,.,I.ana e 


In Auqunt 1981, tLe Off ico: of Mana'uJ :lnt. and nudget (100ii) issuied a 
setr ies of. memorainda to Ag',n(y Ioid:; in with rdluc i(IalI. and 
control 1inq unnecessary ya r-edl spndi nqg, anwl procu'ement 
proce(du re:. 

One of thi";,' ,ocunent,, Ot I' Polic 7 1,et t r 81-1 stat. : 

"Adv., e:o Pr.o. u Iomen IIIm-lt ng. nc ha II1a Aqr ie, 1ni;uO
jpt'O,:'e55 I' t it.l r(,*(ftI ire, ,an AdvaIice P~r o2II r,;lm4,nl IP1 anning 

;y1;t.'n (APP) for ,,,:hci .ici V yTie o ha 1..lvilty. [)rocoIl r,; 

{nc I t(](-: .. . 

-- I).Vr Ov )fln'1i t iid Ifnt inanc " of on al]vancoitl, 


[)rocuritII'IlnL l)]1an to cover ma jor prm.,uromnnt 
requ r o 'Int a;i other r' I iIorcalltAI wi Lhn 
high want' vu Inero i, I ity, such -it; c(mtit It i ng 
i|nrvicani, corti in .. por i ic qu t Innn t , OnIn # 
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pamphlets, or audiovisual products. The
 
plan should be developed well in advance of
 
the fiscal year in which the acquisition
 
will be made; ..."
 

M/SER/CM distributed this policy letter to the attention of all 
procurement personnel on September 25, 1981 (Contract Information 
Bulletin 81-28). 

USATD/Botswana had not developed a procurement plan. Although we 
did not find that any unnecessary year-end spending had occurred 
after the is:uance of the OM13 policy, we did find an example of 
uLnn0CCO hd ry spending in FY 198(. USA [D/Ba tswana purchased five 
items of video equipment at : cost of aboit $8,500. We found that: 
three of the five items were located, unused, in two ocked trunks 
in the warehouse. Present USAII) management does not know why the 
equipment wa; purchased and has no use for the stored items. 

This is one of the kinds of waste that OMB is trying to eliminate. 
Implementation of an advance procurement plan is a control that 
should help :educe unnecessary spending.
 

The purchase of foreign-made products might also be siqnificantly 
reduced by procurement planning. In FYs 1981 and 1.982 over $53,000 
was spent in South Africa on products that might have boon purchased 
in the U.S. . Most of this amount was for the purchase, of of tice 
furniture and equipment. We also found that over $80,000 woi'th of 
furniture and equipment (appliances, lamps, carpets, vactiuum cleanors 
etc.) was purchased locally. Over $135,000 could have been spent on 
U.S. products, if cost: justified, with better planninq.
 

Ne do not bo I.iove the Miss ion is moeeting the intent of the 
requlations, i.e., "r t is the policy of AAI) that U.S. end 
proLuc l:s. . . 1.C1be ptoc, red the ex poss ib.e.,:;h to max imum tent 

Cone I on Rcomiinfnda I:ionsion and 

USA tD/lBotswana had not- doveloped an advance procurement planning 
systemi as rtquird by OMB policy. As a1 result, U.S. products may 
not hovo ben )1urchas:.,d to the WlhaimuM oxto,'nt )O.11ni )le. 

lloronnda t ion No.* 9 

U!;A 1)/l1t):;wana develop an(1 mai ntain an 
advance jprocur,:,nlont p] anninq nys tem. 

Rocoimnondat. ion No. 10 

USAI)/Iot.:Swana of ther (a) find a use 
for th, unumod video ,quipmnt, or 
(b) declaro it an oxcor; proj),.rty. 
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Control Ov- r GTRs Neededfn provement 

Control to assure the proper use of Government Transportation 

Reque:ts (GTRs) was inadequate. 

;,ie found that one GTR was erroneously issued to a participant by 
U3A[l)/Bettswana althogh the air fare was paid under. a contract. 
USAID1Bot)/etsvana did not know where the GTR ",as but the i r records 
indicated that no payment had been made to the vendor. 

Also, (lTRs are v.o.ded on occs ion because of a canceLlel t:ip or 
other rei n. hen thhis occurs it i; the r(.;pon ii 1.[i y of the 
traveler to SubMi t tLhe unused GTR to the G'[Z Custodian, so rie-or(ls 
can be po,; teod accordingly and the GTR can he c anca f.. , 

We found two GTRs, issued in March and April. 1082, which were still 
in a negoCi al).1~± condition, Iaying in an Lin: cICrCe locit;Jon iln the 
Control. ler'.s; Section . According to the GTR record,;, the::;e (TPZ.; had 
not been voided. We Found that one ol. the (;'T'i:; had been used but 
had not-. been ubmit -ed to the vendor Ior payme nt. Th,. o the" GTR I,4(1 

n1Ot: been l;ed and Should have been cancelled. 

Oino reasn that control over G'1'Rs wa:; not ade.quate and their sta us 

was not a lw.ays known was that tr"av Lern d id not propare llho i r 
voIchers correctly. We Lound that ,1 ,percentoF 1-heo trave.'l vnucher,! 

(id calledpai.d by tA[D/Bot:;'ia na di' not contain t:he inf0i'a it-in for in 
the "Tran;,[prtat ion Requests fMooed" sect ion A) t.he voucher. 

Conclt:!-,ion and Pecommiondlt: orl 

The procedure isstu and procoes in( (Vi'tP should he c Iar i d 
prevent mi suse o1 this n.qotiohble document. 

for n G t to 

ROecofI1I'Od0 tlion No. 1.1 

USAIlD/Botnwana issue a s;taff d i rective 
that cl ar i f ieos- how ulnset ,,!d (;'IRs, are to 
be hand led. Trave lo vuIch,fs shout d 
indicate the mode of travel and if GTRn 
were used or not:. Voiddl G'1'H; should 
be cancel led or doentrOy',d with their 
voided numbers recorded in a log. 



APPENDIX A
 
(Page 1 of 2) 

List of Recommendations
 

Page
 

Recommendation No. 1 3 

USAID/Botswana establish a procedure to enforce 
its Staff Notice on long distance calls.
 

Recommendation No. 2 4 

USAID/Botswana cross-train Executive Office staff 
to provide coverage when persons are on leave, 
and to allow a proper segregation of property
 
related functions.
 

Recommendation No. 3 4
 

USAID/Botswana implement a procedure to (a) make 
periodic checks of inventory items to assure
 
accurate posting to property records, and (b)
 
take corrective action if differences are found.
 

Recommendation No. 4 6
 

USAID/Botswana develop and maintain residential 
cost reports for each residential unit, and 
submit required reports on leased and owned 
property to AID/W. 

Recommendation No. 5 6
 

USAID/Botswana establish procedures to obtain
 
competitive quotations as required by federal
 
regulation, and document bidding activities.
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Recommendation No. 6 7
 

USAID/Botswana establish procedures that will 
establish adequate internal control to prevent 
duplicate payments. 

Recommendalion No. 7 7 

UIAID/Botswana obtain a refund from each of the 
vendors that received a duplicate payment.
 

Recommendation No. 8 8 

USA[D/Bot.Svana establish a procedure [or future 
transactions involving the purchase of foreign 
goods or secvices, to document in writing the 
jusLification and athority for such a purchase. 

Recommendation No. 9 9 

USAID/Botswana develop and maintain an advance
 
procurement planning system.
 

Recommendation No. 10 9 

USAID/botswana either (a) find a use for the
 
unused video equipmenit, or (b) declare it as
 
excess property.
 

Recommendation No. 11 10
 

USAID/Botswana issue a staff directive that
 
clarifies how unused GTRs are to be handled.
 
Travel vouchers should indicate the mode of
 
travel and if GTRs were used or not. Voided GTRs
 
should be cancelled or destroyed with their
 
voided numbers recorded in a log.
 



APPENDrX B 

List of Report Recipients 

No. of
 
copies
 

Field Offices
 

USAID/Botswana 5
 

AID!Wah i nq ton 

AA/M 1 
AA/AFR 5 
LEG 1 
GC 1 
OPA 1 
TG I 
M/S ER/EOMS 2 
AFR/SA 2
 
M/FM/ASD 2 
PPC/E I 
S&T/DTU 4 


