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FOREWORD

This Handbook on Financial Management for Cooperative Services
has been prepared as part of the Agency's Financial Management
Improvement Program. It provides guidance to Directors and
Business Managers of Cooperative Services; USOM Controllers or
officers assigned the USOM Controller functions and personnel
performing the various functions inherent in the financial
operation of a Cooperative Service.

It is hoped that adherence to the guideline, policies and
principles contained herein will develop high standards in all
phases of financial management in the Cooperative Servic s.

Handbook on Financial Maragement of Cooperative Services.
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CHAPTER 100 - INTRODUCTION

Section
110. GENERAL
111. Purpose of this Handbook. Consistent with the mutual objectives

112.

of the International Cooperation Administration and cooperating
goverments to establish and maintain efficient financial
management controls in the operation of Cooperative Services;,
this Handbook has been prepared to provide general guidelines,
policies and principles relating to the efficient operation
of Cooperative Services. It should cerve as a guide to
Directors and Business Managers of Cooperative Services; USOM
Controllers or officers assigned to USOM Controller functions
and personnel employed by the Cooperative Services. The
guidelines herein set forth should serve to stimulate the
development of the highest standards of financial managemeut
and continual orderly improvement in the operations of

Cooperztive Services. ;e

[N
5 b
Insofar as it is practica%, this Handbook, written in general

terms, stresses the policies and principles involved rather
than specific procedures. In this manner, it is hoped that
these guidelines can be adapfed by the USOMis to meet the needs
of their particular operations,

Description of Cooperative Services. A Cooperative Service

(usually referred to as a "Servicio") is an operating entity,
established pursuant to a bilateral agreement to carry out

activities in a particular field or fields in the ICA aid



Section

110.

GENERAL (continued)

112.

113.

Description of Cooperative Services (Cont.) program in that

country. It is an agency of the cooperating govermment, and

its policies, procedures and operating activities are jointly
agreed upon by ICA and that cooperatingigovérnmentu Cooperative
Services are financed by joint contribﬁ£ions by ICA and the
cooperating goverrment in accordance with agreed upcn amounts

or proportions. The fund is jointly administered in accordance

with the terms of the bilateral agreement.

Relationship to Agency Operations. Wh}le a Cooperative Service
is a separate cooperatin%)government entity, the ICA Mission
hag direct responsibilities feor jointly administering the
Cooperative Service with the cooperating, goverrment.

In the approval of individual transactions, the Mission must
assure that ICA policies and procedures are being followed.

The Mission, through its participation in the management of

the Cooperative Service and approval of policies and procedures,
must assure the application of sound financial management

principles.



Section

120,

CHAPTER 100 - INTRODUCTION

RESPONSIBILITIES RELATED TO THE OPERATION OF COOPLERATIVE SERVICES

121.

USOM Controller. Responsibilities of the USOM Controller (or the

person assigned the duties of a Controller in a Mission) are con-
tained in detail in ICA Manual Orders. (See Appendix A). In
effect, in the average Mission, the Controller is a member of the
Mission's senior management team, the other members normally
including the Mission Director, Program Officer and Executive
Officer,

With respect to Cooperative Services, the USCM Controller is
regponsible for taking such steps as are necessary to assure that
the financial affairs are effectively carried on in accordance
with generally-accepted principles of good financial administra-
tion, and a close interest is maintained in the joint entity's
system of internal control, its audit of vouchers prior to
payment and its system of recurring professional-type audits

of its operations.

The Controller is responsible for negotiating with the joint
entity in arranging for an appropriate system of recurring
external audits on an annual basis; has the responsibility for
prescribing the audit program to be undertaken; and assuring

that effective action is taken on the findings and recommendations.
The Business Manager of a Cooperative Service, where a USCM

Controller is also present, should look to the Controller for
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120 -

RESPONSIBILITIES RELATED TO THE OPERATION OF COOPERATIVE

SERVICES (Continued)

121 - USOM CONTROLLER (Continued)

122.
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guidance and advice in the conduct of the financial affairs
of the Cooperative Service.

Business Manager. Responsibilities of the Business Manager

of a Cooperative Service are contained in detail in ICA
Manual Orders. (See Appendix A). As a member of the
Cooperative Service Staff he reports to the chief of the
US technical division in the latter's capacity as
director or co-director of the Cooperative Service. The
Business Manager's primary responsibility is the adminis-
trative and filnancial management of the Cooperative Service
to the full extent of ICA's responsibility for its joint
direction. Specifically his duties include general manage-
ment functions, effective personnel administration,
budgeting, accounting, auditing, disbursing, property
management, procurement and management of certain aiminis=

trative services.



CHAPTER 100 - INTRODUCTION

Section

130. AGREEMENTS FOR U. S. CONTRIBUTIONS

131, Basic Data Contained in Cooperative Service Agreements. Ordinarily

the basic Cooperative Service Agreemeht will specify that:

a. The Cooperative Service is- an Agency of the cooperating
goverment ;

b. The Cooperative Service is to be administered jointly,
in that (1) its activitics are to consist of projects
Jointly agreed upon between represeéntatives designated
by ICA and the particular ministry of the cooperating
govermment; and (2) policiés and procedures of the
service relating to administrative matters such as
procurement, personnel and fiscal management are to be
Jointly agreed upon by such representatives; and

¢. The operations of the service are to be financed with
cash contributions from ICA and the cooperating
ministry, deposited to the account of the Cooperative
Service. In addition to deposits of cash, ICA and
the cooperating wministry may make cirect contributions
of' commodities or services in connection with the
projects to be carried out by a Cooperative Service.

Section

130. AGREEMENTS FOR U. S. CONTRIBUTIONS

132. Execution of Cooperative Service Agreements. The USOM is

authorized to conclude Cooperative Service cash contribution



Section )

130 - AGREEMENTS FOR U. S. CONTRIBUTIONS (Cont inued)

132. Execution of Cooperative Service Agreements (Continued)

agreements subject to instructiona contained in the various

ICA Manual Orders. Such agreements are to be signed by the
D
QS}Director/USQM or Lis designee and by the head of the coopera-

'fi} ting ministry or agency-of the cooperating country. Where

\fo the U. S. Ambaesador to the cooperating country, 1n consulta-

)ff% tion JEEE”EEZ—ﬁéon Director, determines 1t preferable that
5’ I the cash contribution agreement be exequted at the diplomatio
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//z- leGel, stepe ehould be taken for obtaining State Department
authorization and clearance.

133, Financial Aspects of Cooperative Service Agreements. The obli=

gation of ICA funds by execution of a Opopsrative Service

agreement can be madée only afterwcompletion'of the necessary
procedures for over-all country program approval, allotment

of funds, budget execution and project approval. Further

details on this phase of Cooperative Seérvices operations are contained

in Section 210 General Budget Principles and Guidelines.



CHAPTER 200 - BUDGET

Section
210. GENERAL BUDGET PRINCIPLES AND GUIDELINES

211. Need for Budgetary Control System. The nature of the Cooperative

Jervice organization and financial management responsibilities
inherent in its operation lead to the need for systematic pre-
planning of programs to be undertaken, and provision of resources
therefor, through the budgeting of funds. The system should
provide means for budgetary control which will limit total
authorization of funds for various agreed purposes (Cooperative
Service project agreements) to the total fund availability. It
should assure that control is exercised through the accounting
records in such a manner as to avoid overobligation or over-
expenditure of the amounts established for each authorization.

212. Purpose of Budgeting. The fundamental purposes of budgeting for

a Cooperative Service are to provide:

a. Coordination of financial and technical planning in the types
and scopes of projects to be undertaken to implement the
basic technical assistance agreement;

b. Estimates of the costs involved in project implementation,
as well as to present justification for the resources
required; and

c. Control in the allocation of resources, made available through
signature of contribution agreements or other source documents,
in such manner as to most advantageously attain programmed

objectives.



Section

210.

GENERAL BUDGET PRINCIPLES AND GUIDELINES (Continued)

213.

a1h.

215.

The Budget - A Coordinated Plan of Action. Each Cooperative

Service budget should be a coordinated plan of financial action
for the ensuing fiscal year. It'is incumbent on the Director
of the Cooperative Service and the Business Manager, in con-
junction with technicians assigned to the Cooperative Service,
to develop careful plans for future operations, and in turn to
carry them out within available funds.

Advantages Derived from Budgeting. Several specific advantages

are derived from budgeting such as:

a. GCoordinated planning by the Director and technicians for
the overall Cooperative Service program;

b. Inquiry into every aspect of proposed expenditures;

c. Control of obligations and expenditures as they relate to
budgeted costs;

d. Measurement of actual financial and operational progress
against current program plans; and

e. BEvaluation of past accomplishments prior to formulation of
future programs and budgets.

When to Prepare the Budget. The budget should be prepared in

draft by the Cooperative Service sufficiently in advance of the
ensuing fiscallyear so as to provide adequate time for review and
consideration, from a funding and program planning point of view,
by both the Director of the USOM'and the appropriate officials of
the cooperating govermment, and to permit coordination of the
Cooperative Service budget with the budget to be submitted by the

USOM to ICA/W.



Section

210.

GENERAL BUDGET PRINCIPLES AND GUIDELINES (Cont inued)

216.

Information to be Included in the Budget. All proposed projects,

as well as currently operating projects for which additional
funds will be required, such as administration, public health
facilities, model or central schools, experimental farms, etc.,
should be presented in such detail as to provide sufficient
‘nformation and identification of the purpose, manner, and costs
of each item budgeted. The budget or program document used by
the USOM to submit the mission's budget to ICA/W is the Country
Program Booke. Instructions for the preparation of the Country
Program Book are included in ICA Manual Orders (See Appendix A).
However, the information required by ICA/W is the minimum
necessary for Congressional presentation purposes and the
Cooperative Service budget will normally include more detail

than the Country Program Book presentation.



CHAPTER 200 - BUDGET

Section
220. BUDGET FORMULATION FROCEDURES

221. General. As a general policy the Mission Controller and the
Business Manager will be guided by the principles, standards
and guidelines for project assistance set forth in Section (III)
of the Budget Handbook for the Mission Controller, to the extent
applicable to projects financed through Cooperative Services.

222. Program Review. The Mission Controller will review the Cooperative

Service segment of the mission's proposed program for:

a. Adherence tvo established criteria governing types of projects
eligible for Cooperative Service financing. For example, where
use of Technical Cooperation funds is planned, he should de-
termine that proposed projects qualify for financing from the
TC appropriation.

b. Justification for additional financing in light of Cooperative
Services' past performance and financial resources already
available, taking into account particularly availability of
unearmarked reserves.

c. Adherence of proposed program with general criterion set
forth in governing ICA Manual Orders, that regular ICA cash
contributions to a Cocperative Service will normally cover
ICA's share of cost of one year's operation. The Manual
Orders provide also that regular cash contribution will normally
be made to a Cooperative Service only in amounts sufficient to
cover new fund requirements of Cooperative Service projects
which can be proposed in detail, approvéd, and obligated by
the Cooperative Service during the time period the contribution

is designed to cover, ?7(



Section

230.

CHAPTER 200 - BUDGET

BUDGET EXECUTION PROCEDURES

231.

232.

General. As a peneral policy the Mission Controller and the
Business Manager will be guided by the principles, standards and
guidelines concerning project implementation set forth in
Section (IV) of the Budget Handbock for the Mission Controller,
to the extent applicable to projects financed through Cooperative

Services,

Document Review. The Mission Controller will alsc:

a. Heview and clear from a financial management standpo:.nt pro-
visions included in proposed basic Cooperative Service agree=
ments.

b. Review and clear from a financial standpoint the document
(formeriy a Cooperative Service Proposal and Approval-CSPA
presently the OPAR and related CPB Form E-ls) approving annual
funding of a Cooperative Service, and revisions theretr,

c. Review and clear from a financial management standpoint pro-
posed cash contribution agreements. Since these agreem:nts
obligate U.S. funds, the Controller will ensure that allotted
funds are available for obligation before clearing the pro-
posed agreement,

d. Transfer funds to Cooperative Service only after assuring
that any commitment made by cooperating government considered
a prerequisite to such transfer has been carried out,
Justified delays in transter of U.S. funds to a Cooperative
Service should be discussed and cleared with the Mission
Director.

e. Assist and advise the Cooperative Services, as possible, in

development of a sound system of financial management.

WY



Section

240,

CHAPTER 200 - BUDGET

GENERAL SUPPORT BUDGETS

2l1.

Responsibility of Business Manager. The Business Manager of the

Cooperative Service will normally have no direct contact with the
ICA Administrative Expense budget which supports the Mission's
general overhead costs or housekeeping expenses. Similarly, he
will not be involved in the Technical Support budget (Project
99-000) which finances those overhead program costs that cross
project lines and cannot be allocated to anmy particular project,
or field of activity. It is also unlikely that he will have a
direct interest in the Administrative Support budget financing
gimilar services provided by the State Department for both ICA
program and ICA administrative purposes. However, the Business
Manager should understand that the "906" or Madministration"
project represents the Cooperative Service's equivalent of these
general support or overhead budgets. It may be feasible, in
certain instances, to work in conjunction with the Executive
Officer or the Mission Controller in preparing a periodical
analysis of the Mission's total overhead costs under all the
overhead budgets or the format utilized in preparing one of the
other budgets may be of aid in preparing the Cooperative
Service's administrative budget. It is the Business Manager's
responsibility to assure that his "906" Project includes only
those costs that are properly chargeable to the Cooperative
Service. ICA is required by Congress to maintain a separation

between administrative and program expenses as explained in



Section
2li0.

GENERAL SUPPORT BUDGETS (Continued)

2.

Responsibility of Business Manager. (Continued) ICA Manual

Orders and the Business Manager is expected to verify that his
906 Project supports only program expenses. Ordinarily, the
program expense category in the Latin American region is
divided between the technical support project and the various
administration projects of the Cooperative Service, but the
allocation of program overhead costs between these projects

will be largely a matter of individual mission procedure,



CHAPTER 300 - ACCOUNTING PRINCIPLES AND PROCEDURES

Section
310 - GENERAL
311. Basic Principles. Detailed guidelines which provide a basis within

312.

which Cooperative Services may establish accounting systems and
accounting procedures are contained in Appendix B. While Mission
or Cooperativé Service personnel are expected to develop and
igsne accounting procedures specifically designed to meet the
requirement of a particular entity, the basic principle is that
there be established an effective system of accounting which
will meet basic accounting objectives.

Accounting Objectives. The principal objective of an accounting

system is to provide a source of financial data for which manage=

menﬁ determinations can be made and to establish methods for

recording and reporﬁing £he receipt and expenditure of funds and

resources. An adequate accouﬁting system should provide, among

other things:

a. Source data for the preparation of timely and comprehensive
financial reports to management;

b. Control over the receipt and expenditures of funds and
resources;

c,- Accounting support for budget requirements;

d. A basis for tne verification of the accountability of persons
administering funds and property;

e. Historical record of financial transactions; and

f. Financial data for review and appraisal.



Section

31C -~

JENERAL (Continued)

'313.

31!4»;

n

Requirements of a Basic Accounting System. A basic accounting

system should provide financial management controls, including
internal controls within the scope of the management principles
and standards set forth in published Manual Orders with respect
to financial management of Cooperative Services. The system so
designed must provite for camplete and re¢liable records stated
in monetary terms of the operations, and provide the basis for
reports of the financial condition and operating results of the
Cooperative Service. The system should further provide for
adequate control over assets and liabilities including fiscal
detail on contributions, accounts receivable, property, dis-
bursements, and collections consistent with generally accepted
accounting practices.

Financial Records. Basic accounting records should include,

but not be limited to:

a. a General Ledger

b. a Project Ledger

c. a Cash Disbursement - Journal Voucher Register

d. a Collection Register

Subgidiary finan¢ial records to supplement the above records
should include:

a. Accounts Receivable Records

b. Travel Advance Records

c. Time and Attendance Records

d. Individual Payroll Records



Section

310 - GENERAL (Continued)

31L.

Financial Records. (Continued)

e. Property Records
f. Perpetual Inventory Records
g. Imprest funds and Project Disbursing Officers' Records

h. Journal, Vouchers



Section

CHAPTER 300 - ACCOUNTING PRINCIPLES AND PROCEDURES

320 - PROPERTY ACCOUNTING

321.

322.

323.

32k.

General. As indicated in Section 310, a basic accounting system
will include property records. The accounting records will

reflect separate controls for stores, operating equipment and

‘real property. Property received in-kind, and donations, will

be recorded in the aforementioned accounts, as appropriate,
Stores. Adequate control over the receipt and issuance of stores
encompasses basic management policies with respect to (a) fixing
responsibility for the gustody and access to stores inventory,
(b) maintenance of perpetual inventory records, (c) property
authorized issuance, (d) periodical physical inventories, and

(e) reconciliation of quantities and value to control accounts.

Operating Equipment. Non-expendable personal property or

operating equipment should be subject to management controls
including proper reflection at cost in the general property
accounts; and annual or periodical physical inventory. Physical
inspection and count of propefty, to be appropriately internally
controlled, should be undertaken by persons other than those
héving the responsibility for maintenance of the records
reflecting such property.

Real Property. Land and buildings to which the Cooperative

Service has full title and which may be disposed of in a manner
decided by the Cooperative Service should be reflected in the
accounting records, in accordance with generally accepted
accounting principles. Determination as to capitalization or of
writing of f to expense such improvements, betterment or repairs
should follow the above stated principles, in order that the
statement of financial condition will properly reflect the value

of this asset, ?/O

-



Section

320 - PROPERTY ACCOUNTING (Continued)

325, Property Received In-Kind and Donations. Where agreements contain

provision for the contribution of property in-kind or for donations,
the agreed upon value in the agreement is reflescted in the approp-
riate property account. Treatment of various circumstances under
which property is received in-kind or donations is discussed in

detail in Appendix B.
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330 - RECEIPTS AND D1iSBURSEMENTS

331.

332.

333.

General. All funds received by the Cooperative Service should
be deposited premptly in officially desirn:zted depositaries on
bank-approved deposit slips. Withdrawals from such depositaries
should be made only by check supported by appropriately

authorized documents.

Income From Operations. Income derived from a project or activity

should be appropriately reflected on the books in separate accounts,
preferably by each project in separately maintained project ledgers
controlled by accounts in the general ledger.

Internal Control of Disbursements. Sound financial management

principles require certain safeguards with respect to the internal

control of disbursements. These require, amons other things the

following:

a. Written procedures for the proper control of checks from the
time obtained until sipned and mailed or delivered to the
payee;

b. Each check shoulc be sipned by the authorized individual or
individuals. It is desirable that provisions be made to require
two co-sipgners, one cccupying a top position in the Cooper:tive
Service and the cther a designated official of the cooperating
govermment ministry.

c. Checks ohtained from depositaries should be pre-numbered con-
secutively, and damaged or cancelled checks should be voided
and retained with the bank reconciliation documents. When
checks are destroyed, it should be so done in the presence of
at least two witnesses and a signed statement prepared indicating

the checks destroyed.
11/



Section

330 - RECEIPTS AND DISBURSEMENTS (Continued)

333.

33kL.

Internal Control of Disbursements. (Continued)

d.

In the event a co-signer is no longer authorized to sign
checks, written instructions should be forwarded to the
banking institution as promptly as possible.

Person authorized to sign checks should be bcnded in an
amount consistent with the amount of funds to be handled.
Reconciliation of bank accounts should be done periodically,
usually on a monthly basis, by persons other than those
charged with the responsibility of maintaining the cash
records.

Where disbursements are made in cash, pursuant to a Petty
Cash or Cash Imprest Fund as described in Appendix B, the
system of internal control should require that the person
disbursing the cash nbtain a signed receipt from the
payee. Such receipt should be dated, indicate amount paid

and a brief description of the nature of the disbursement.

Voucher Procedures. Internal control of disbursements is greatly

facilitated by the adoption of a voucher system. The Cooperative

Service should adopt a standard voucher form or make use of the

vendors' invoices by rubber stamping required information.

Generally, to be effective vouchers should contain at least the

following information:

a.
be
C.

d.

Consecutive humbering

Place and date of preparation

Name and address of payee

Concise description of the articles purchased or services

rendered



Section

330 ~ RECEIPTS AND DISBURSEMENTS (Continued)

33hk. Voucher Procedures. (Continued)

334.1.

33k.2.

f.

Be

Contract date; order date; contract number, order number
Date of delivery or period covered by services

Other information, if required, such as evidence of seceipt
of goods or services; account to be charged; name of bank,
through which paid; check number and date.

Supporting Documentation

Further, sach voucher should be supported by an invoice con=-
taining the firm neme of the payee to which the check is to
be drawn, the details of the amount claimed and documentary
evidence of receipt, inspection and acceptance of materials
and services for which claim is made. Such supporting docue
mentation should be signed by a Cooperative Service employee

who has knowledge of the facts. Where services have been

rendered, there should be attached to the voucher, a memorandum

or statement {rom a responsible officer of the Cooperative
Service certifying that the services have been so rendered.

Payroll Procedures

Vouchers should be prepared to reilect the disbursement for
personal services, in accordance with the practice of the
Gooperétive Service, bi-weekly, semi-monthly, etc. The pay-
roll voucher shouid indicate the name of the employee, title,
salary for the period, annual or monthly salary, deductions
from salary and amount to be paid to the employee. Where

possible, time and attendance records substantiating the pay-

ment to the employee should be attached to the payroll voucher,

-2y



Section

330 - RECEIPTS AND DISBURSEMENTS (Continued)

334.2. Payroll Procedures (Continued)

Where it is the practice to pay employees in cash, provision
should be made for obtaining a receipt from the payee or the

employee's signature on a payroll register, if one is in use.



Section

CHAPTER 300 - ACCOUNTING PRINCIPLES AND PRCCEDURES

340 - FINANCIAL REPORTING

3h1.

_General. Sound financial management requires that accounting

results be conveyed to management through periodical reports.

To be of optimum value, reports must be timely, reflect full
disclosure of the financial condition and financial activities
of a stated period. The content of reports prepared for internal
purposes of the Cooperative Service should be so designed

as to keep the internal management currently informed. Being
thus currently informed, management is required to review the
results of operations by analyzing the effects of decisions

made by them and to then arrive at possible decisions affecting
future operations. Reports to be of maximum value must be
prepéred on a basis consistent with those prepared in prior
periods so as to assure proper continuity. Current requirements
for the sutmission of reports to ICA/W are contained in Manual

Orders and are shown in Appendix A.



CHAPTER L4OO - AUDITING PRINCIPLES AND PROCEDURES

Section
}10 - GENERAL

U11. Responsibilities. The head of each executive agency of the
Government has the specific responsibility for making appropriate
audits of all funds, properties, and other assets for which the
agency is responsible. In like manner, funds contributed for
Cooperative Services should be subject to the same scrutiny and
verification as monies spent directly in furthering the agency's
program. BEffective internal management controls should be
established over the activities of Cooperative Services through

adequate and systematic audit procedures and techniques.



Section

CHAPTER Lj00 - AUDITING PRINCIPLES AND PROCEDURES

;20 - BASIC PRINCIPLES FOR VARIOUS TYPES OF AUDITS

L21.

L22.

Vouchar Audit. Vouchers sutmitted to the Cooperative Service

for reimbursement or which are submitted as evidence of the
expenditure of US local currency funds advanced under project
agreements should be covered by an adequate system of adminis-
trative examination or audit prior to certification and payment,
Detailed instructions with respect to the examinationy settle-
ment and certification of vouchers are contained in the Hand-
books underlying ICA Manual Orders.

Bagically; before reimbursement is made, there must be positive
assurance that (1) necessary authorization for procurement
exists; (2) commodities or services were received 2s ordered;
(3) quality and quantity of commodities or services are in
accord with contract terms; (L) vendors' invoices reflect
appropriate discounts and are properly computed.

Counterpart Fund Audit. Where agreements exist which require the

cooperating country to deposit foreign currencies in a special

account with the understanding that such funds may be used only

for purposes mutually agreed upon in advance by ICA and the
cooperating country, sound financial management practices rejuire
certain safeguards. There should be established effective auditing
procedures to insure that (a) deposits are made promptly; (b) counter-
part funds are released in accordance with program agreements; and

(c¢) the funds so released are used for the purposes specified in

the agreements,

A



Section

120 - BASIC PRINCIPLES FOR VARIOUS TYPES OF AUDITS (Continued)

L22.

h23o

Counterpart Fund Audit. (Continued)

Agency policy>with respect to the review and observation of
cooperating country counterpart funds are contained in detail
in Manual Orders. (See Appendix A)

Contract Audit. All transactions under ICA financed contracts

are subject to review and audit. Nommally, long term contracts
are scheduled for an interim audit after significant activity
has been undertaken, usually after 9 months to one year of
operations. ¥inal audits or long term contracts are made after
work performed under the contract has been completed. On short-
term contracts, the first and final audit is made after expiratio
of the contract. The Co-director of é Cooperative Service is
responsible for insuring that the provisions of contracts
executed by Cooperative Services are in accordance with estab-
lished U.S. contracting practices, and that the finmancial
provisions protect the United States interest as a joint con-
tributor to the Cooperative Service. Thus, as an example, it
would be wrong for a Cooperative Service to enter into a cost-
plus-a-percentage-of-cost contract, which is deemed illegal in
the United States and which is not permitted under ICA rules,

Generally, the USOM Controller will cooperate with the Business

Manager in providing either for the direct audit of contract

6perations under the Cooperative Service contracts, or for such
audit by a public accounting firm engaged by the Cooperative
Service. Policies with respect to the engagement of a public
accounting firm and detailed procedures with respect to the
conduct of a contract audit are contained in the various Manual

Orders.

.-
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L20 -

BASIC PRINCIPLES FOR VARIOUS TYPES OF AUDITS (Continued)

L2k.

L2s.

Self-Audit Activities. The extent and methods of approach in

the conduct of self-audit activities must be adapted to fhe
circumstances prevailing in sach Mission and, similar to other
forms of internal check, is left to the judgment and discretion
of the Business Manager. Since the objective of the.self-audits
is to assure management that the Cooperative Service financial
management is being maintained adequately and effectively on a
current basis, the frequency, naturé.and extent of the audits
will depend generally on the size and nature of the Cooperative
Service's operations, anc the caliber and availability of
manpower to'perform the self-audit functions. Self-audit
activities may be in the form of (a) surveys, for the purpose

of appraising the adequacy and effectiveness of prescribed pro-
cedures; and, (b) examinations of records and supporﬁing datag
for the purpose of verifying compliance with prescribed regulations,
policies, and other directives. Analyses of accounts, or other
forms of review, also accamplish the stated objectives. In con-
sidering the need for self-audits, the Business Manager should
review all areas of financial management control, such as
accounting, procurement, property records, etc. Current Manual
Orders provide guidelines and procedures for the conduct of
self-audits. They chould be consulted where applicable to the
Cooperative Service operations.

Audit of Cooperative Services. Audits of Cooperative Services

should ordinarily be made annually. The USOM should be the focal
point in negotiating with the Cooperative Service in arranging

such audit program. Preferably, contracting should be with a

13‘?
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1,20 - BASIC PRINCIPLES FOR VARIOUS TYPES OF AUDITS (Continued)

L2s.

Audit of Cooperative Services. (Continued) professional firm of

United States certified public accountants of established repu-~
tation. The cost of such audits are properly chargeable to the
funds of the Cooperative Service,

In those instances where the USOM is unable to negotiate arrange-
ments with the Cooperative Service for the engagement of outside
public accountants; it is the USCM's responsibility for performing
or causing to be performed an appropriate pericdic audit. The
Mission may, under these circumstances perform the audit by em-
ploying an American and such locals as may be required to perform
a satisfactory audit. Alternatively; it may employ, on its own
account, an independent public accounting firm. When these methods
are utilized the cost of the audit is borne by the Misczion. ‘irere
not any of the above:arrangements can be made by the MiSSion, it
may, as a last resort, arrange for the Business Manager of one
Cnoperative Service to audit the books and records of another
Cooperative Service., Current Manual Orders contain specific
instructions with respect to the engagement of independent public
accountants to audit Cooperative Serviceé as well as the review and

observation of ICA financed project-type assistance.

2\
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h2.1 Bagic Financial Management Principles and Standards
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DRAFT

General « Date
MANUAL ORDER TRANSMITTAL IETTER

MATERTAL TRANSMITTED:

M. 0, 742.2 - Accounting Principles and Procedures for Joint Entities

(Cooperative Services and Joint Funds)

This manual order sets forth accounting principles and pro-
cedures for the guidance of USOM Controllers and Business Managers
in the development and installatlion of acccunting systems for
Joint envities, i.e., Cooperative Services, Servicios, jcint funds,
ete.

The system for joint entities has been designed within the
principles outlined in M.0. 742.1 "Basic Fainancial Management
Principles and Standards for Cooperative Services," and to facilitate
the preparation of reports to ICA/W under M. 0. 756.4%, "Joint
Entity (Cooperative Service and Joint Fund) Reporting."

It is expected that the systewm will be adapted teo individual
situationr and thet USOM Controllers, in ccnjunction with Cooperative
Service Business Managers or appropriate officer of the Cooperating
Government in the case of joint funds, will review the accounting
systems and procedures and make necessary revisions and installation

at the earliest opportunity.
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I.

Introductinn

A.

Purgose

L.

The accownting system and related procedures contained in this Manual
Oxder are for guidence only. They are designed for use by Joint
Eatities (Jocpersiive Sexvices and Joint Funds) in developing systems
and procedures for thelr operations within the applicable pruvisions
cortained in operating agreements with cooperating governments
regarding the expenditure, sudit, and accounting for funds. This
Order prescribes tihe principles governing the maintenance of the
gereral ledger, the projsct ledgers, and other subsidlary records,
ledgers, end journals. It contains procedures for the establishment
and maintenance of accownbabiliby records for contributions to
Cooperative Services in accordance with the general principles oute
1lined in HManual Order Th2.1, "Basic Financial Management Principles
and 3tands:ds for Cooperative Sexrvices.”

Althcugh it is recommended thet thls baslc pattern be followed to the
extent possible, the Jolut Entity may devisbe therefrom as neceasary.
The important principal is that an effectlve system of accounting be
established. No attempt is made to prescribe every individuadl
account, or to cover all types of transactions, but to provide the
basis within which Joint Entities may bulid their systems and proe
cedures.

The USOM Controller, in conjunction with a Cooperative Service
Business Mausger or appropriate nfficer of the cooperating government
in the case of Joint funds, are expected to develop and issue account-

ing systems specifically designed for the individual entity.
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B. Accounting ObJectives

The principal objective of the accounting system is to provide a source
of financial data from which management determinations can be made and
to establish methods fbr récording and reporting the receipt and expendi-
ture of funds and resources accurately and adequately. It is the intent
that the system:

1. Provide the source data for the preparation of timely and compre=
hensive financial reports to local mana.geinent and to ICA/W under
reporting requirements set forth in M.0. 756.L.

. Provide control over the receipt and expenditure of funds and resources.

3. Provide accounting support for budget requirements.

Lk, Provide a basis for the verification of the accountability of persons

administering funds and propexrty.

5. Provide & historical record of financisl transactions.

6. Provide the financial data for audit review and appraisal.

II. Definitions

A, Joint Entities

Joint entities, as used herein, is a broad term encompassing those
separate entiries (normally instrumentalities of the cooperating country),
established by agreement between an ICA Mission and a cooperating ministry
or agency of the other country, to which contributions to provide operat-
ing capital are made by the respective parties and deposited to an

account of the joint entity. Oxrdinarily the basic agreement establishing
the joint entity specifies that:

1. The Joint Entity is an agency or instrumentality of the cooperating

government or ministry. I
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2. The Joint Entity is to be jointly administered.

a. Its activities are to consist of projects jointly agreed upon
between representatives designated by ICA and the Cooperating
Country.

b. The policies and procedures of the Joint Entity relat_:ing to
administrative matters, such as procurement personnel and fiscal
management, are to be Jointly agreed upon by such representatives.

3. The operations of the Joint Entity are financed with cash contribu~-
tione from ICA, the cooperating country, third parties, and
miscellaneous items of income. Such contributions are deposited

to the account of the Joint Entity. In addition to such deposited

funds, the contributors may make contributions of commodities or

services directly to projects carried out by & Joint Entity.

Joint Entity Annual Contribution Agreement

An annual agreement signed by the USOM Mission Director (or his delegate)
and the designated representative of the Cooperating Government which
provides funds to continue the Joint Entity operation for a year. This
agreement, usually referred to as a "Contribution Agreement” specifies
the dates of payments and the amount of cash contributions to be con-
tributed by each Government, and specifies any additional contributions
to be made by either or both Govermments.

Miscellaneous Income

Miscellaneous Income represents all income and/or earnings not derived
from Contributions or Donations to the Joint Entity. Miscellaneous
Income includes interest income, sale of services or property, income

from an operating project, or similar revenue items.

\‘(,D



D. Project Agreement

An agreement signed by the Director of the Joint Entity (who is also,
generally, the Chief of the USOM activity) and by the Cooperating
Governments' Chief of the activity field related to the Joint Entity
program, such as the Minister of Health, or his designee, in the case
of a Public Health Program. Occasionally, a third party likewise intends
to contribute funds, materials, or sevvices to a specific project and
may sign the agreement to that effect, or a separate Third Party Project
Agreement may be executed. The agreement cites the problem and its
history, the project objectives, the proposed program, fiscal planning
end financing plans for one year, and the organization which will be
responsible for continuation or maintenance upon achievement of the
rroject objectives. Yearly amendments are normally executed setting
forth the yearly plans (or program), proposed objectives, and the
financial plan (or budget) for the yesr.

E. Third Party
Any contributor to the resources of the Joint Entity other than the
United States and the Cooperating country agency making contributions
in the annual Contribution Agreement. Such Third Parties may include
other agencies or instrumentalities of the cooperating government, a
private individual, or any other organization. The obligetion of such
third party is normally formalized, in a "Third Party Contribution
Agreement” ox by Third party signature of a Project Agreement.

III. Basic Accountig Plan

The accounting system and related procedures herein prescribed provide

financial management controls, including internal controls, within the scope

A\
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of the basic management principles and standards set forth in Manual Oxrder
Th2.1. The system as designed provides for a complete and reliable record,
stated in monetary terms of the operations, and provides records for reports
of the financial condition of the Joint Entity. The system provides for
contxrol over assets and liabilities, including fiscal detall on contribu=-
tiocns, accounts receivable, property, dizbursements, and collections
consistent with generally accepted accounting practices.

The basic accounting records prescribed are: i) the General ILedger, ii)

the Project Iedger, and iii) the Cash Disbursements Journal-Voucher
Register. These records are to be supported, as applicable, by vouchers

for the payment of goods and services, collection schedules, Journal

vouchers, and other documents which will provide evidence of and include

the authority for the fiscal transactions.
Government depository facilities or appronriate banking institutions will
be designated official depositories by the joint ICA=Cooperating Government

Representatives and should be used for the transaction of Joint Entity

business.

General Iedger

The General Ledger serves as %he basic record in the accounting system and
consists of accounts in which are recorded in detail or in summary the
Pinancial transactions relating to assets, liabilities, income, expenses,
budgetary and the net worth of the Joint Entity.

The General Ledger Chart of Accounts and Account Descriptions are included
as Appendix A, and Pro-Forma Entires are included as Appendix B to this

menual order. The account descriptions indicate the title and type of

W
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account, the purpose, the entries representing the most common types of
transactions, the posting media to be used and the contra account involved.
The pro-forma entries include the basic entires, however, when it is
necessary to make an entry which is not prescribed, such transaction shall
be recorded in a manner consistent with generally accepted accounting
practices, and in accord with the general principles outlined herein.

When necessary for special management purposes, additional accounts may

be required. Such additional accounts should be susceptible of consoli-
dation with the basic accounts prescribed. (See Appendices E and F for
suggested forms for General Ledger Accounts.)

The Accounting system contained herein follows generally the accepted
practice of maintaining the General Iedger on an accrual basis. The
Project ILedgers, however, do not show accrual data. This difference in
basis for maintaining the General Iedger and Project Ledgers recognizes
the present reporting instructions contained in M.0. 756.4 which calls

for the report 7-100 on a cash disbursement basis. However, if in actual
practice it is found desirable to maintain the accounting system completely
on an accrual basis, i.e., by recording accrual data to the Project Ledgers
as well as the General Iedger, at the end of each reporting period, the
accrual basis should be used. Under those circumstances, reporting under
M.0. T56.4 on report 7-100 and 7-101 completely on the accrual basis

will be permissable.

Project ledger

The Project Ledger, (Appendix C) is a record of funds programmed by project

agreement and made available to a specific project. This ledger combines
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for a project the allotments, obligations, and the distribution of expendi-
tures against project funds. It is subsidiary to ana controlled by the
general ledger. The ledgers serve as books of original entry and as sub=-
sidiary records to budgetary control accounts in the general ledger. A
ledger account is maintained for each active project.

Cash Disbursemenis Journal-Voucher Register

ViI.

The Cash Disbursements Journal-Voucher Register, (Appendix D) serves to
provide a chronoligical record of all vouchers issued, whether cash or

non-cash vouchers, and payments made. It includes a consecutive record
of checks 1ssued against each bank account, the payee, and the general

ledger account(s) affected.

Collection Register

No entries to a collection register have been included in this M.0. for
the reason that it is expected that the numbér of collections during an
accounting pericd may not be of sufficlent volume to warrant a separate
register. The system as designed herein provides for collections to be
recorded direct to the accounts receivable, cash or other general ledger
account(s) affected from the collection document. If, however, the
volume of collections becomes sc great as to make recording them direct
to the general ledger undesirable, a collection register should be
established. Such a register would provide a permanent record of the
receipts and disposition of collections received. As & mininum, this
register would show the date the remittance was received, name of
remitter, type of remittance, amount of remittance, and the general ledger

account affected.

G



VIII.

Subsidiary Records

To the extent deemed necessary and consistent with sound accounting prac-

tices subsidiary records and accounts have been esteblished. This section

of the M. 0. contains a brief description and explanation of the use of

the subsidiary records maintained. Such subsidiary records and accounts

are balanced or reconciled periodically with the related control accounts

in the general ledger.

A.

Accounts Recelvable Files. These files consist of documents evidencing

amounts due for agreed coutributions, goods or services sold for reime
bursement, and for the refund of overpayments. These files are
maintained by debtor and are subsidiary to the related general ledger
recelvable control accounts. Periodically all receivables should be
reviewed to determine the status of amounts outstanding for more than
& reasonable period, e.g., 90 days, and follow-up action should be
taken on those accounts determined to be delinquert. Appropriate
conditions for write-off of uncollectibles should be established and
cshould include provision for approvals by responsible officials.

No employee who is responsible for the maintenance or control of
accounts receivable shall be responsible for receiving collections.

Travel Advance Records. An individual record should be maintained

controlling the amounts advanced to each employee. Thene records
are subsidiary to the related general ledger Travel Advance account.
Travel advances should be made only to employees of the Joint Entity

wvhen performiang official travel.,
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Time and Attendance Records. Records are maintalned to show for each

employee the hours in a pay or non-pay status, the leave earned and
taken, and the balance of leave to the credit of the employee. These
records are used as a means of control over the employees' time and
sexve as the basiu for preparing the payroll.

Individual Payroll Records. These records are maintained to show for

each employee the gross earnings, deductions, if any for retirement,
taxes, etc., and the net amount paid toc the employee for each pay
period. These records are subsidiary to related general ledger con-
trol accounts, such as "Employee Deductions Withheld," etc.

Property Records. These records are maintained to show the necessary

identification, including project number, location, and cost informa=-
tion relative to property, including real prvgerty, which has been
capitalized except for "warehouse' or "stores™ property. As & miniwum,

the record should contain a description of the property, property or

.serial number, capitalized value, date of acquisition, and loeation

of the property. With respect to nonexpendable personal p_ropei'ty

the name, number or symbol of the accountable officer will also be
inclﬁded as a part of the record. These records serve as & written
control over the property and are subsidiary to the applicable general
ledger property control accounts.

Perpetuasl Inventory Records. These records are maintained to show

the quantity and velue of stores received, issued, or otherwise
disposed of, and the quantity and value of stores on hand. They
provide a basis for comparison with resulis of periodic physical
inventories, furnish data essential to maximun effectiveness in

e
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planning and purchasing activities, and utilization, and serves as a
control over the stores on hand. From these records it is possible to
determine at any time the investment in inventory. These records are
subsidiary to the general ledger stores control account.

... doint Entity.  Records of Advances to Imprest Fund Cashiers and
Projcct Disbursing Officers. Records are maintained by the accounting

office for each imprest fund cashier and project disbursing officer.
The records support the related control account in the general ledger
(Bee account No. 1080 and 1090) and consist of a card or ledger record
for sach imprest fund cashier or project disbursing officer, showing
the name of the cashier or officer, reference to his "Designation,"
the amount advanced, end the maximum amount authorized.

All cashiers should be honded. The maximum amount authorized to be
advanced to a cashier should not exceed the amount specified in his

designation and should ordinarily not be in excess of the bond coverage.

Advances to cashiers are generally made by check(s) drawn against un-
earmarked funds. The advance will be in the form of an "Imprest Fund."
The term "Imprest Fund” shall mean a fixed cash or petty cash fund in
the form of currency, coin, or checks which has been advanced without
charge to an allotment, to be used for cash payments, payrolls, or other
cash requirement purposes as specified in the cashiers designation. The
fund is usually a revolving type, replenished to the fixed amount spent
or used on submission of a replenishment voucher supported with evidence
of each expenditures.

Cash funds advanced to cashiers are held by them at their personal risk.

Such funds shall be safely held by the cashier having regard to the con-
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ditions under which he acts, the needs of the“'entity, and other
circumstances upon its security. Funds should never be advanced unless
adequate facilities for safeguarding the cash in the custody of cashiers
are avallable for thelr use.

It 1s expected that a handbook or manual will be prepared by responsible
officlals of the joint entity, prescribing detailed procedures and
providing for uniform methods of operation, for use of designated
cashiers. As & guide in the development of such handbook or manual,
"Manual of Procedures and Instructions For Cashiers' Operatirg Under
Executive Order No. 6166" prepared by the Division of Disbursement of
the U.S. Treasury Department and General Accounting Office Policy and
Procedures Manual, Title 7, Chapter 5100, are recommended for use.

Journal Vouchers. dJournal Vouchers are prepared when other suitable

posting media are not available, for each transaction or group of
transactions to effect postings to the general ledger in those cases
vhere Books of Original Entry are not malntained. Journal vouchers
are supported by other documents reflecting additional detall related
to the transaction (3) or refer to the supporting documentation in
the explanation. Journal Vouchers provide for a reference, an explana-
tion of the entry, and debit and credit account numbers and amounts.
(See Appendix G). Signatures of the preparing and approving officilals
are also required. The Journal vouchers are dated and numbered con=-
secutively to provide a control over their use. A new series of
numbers should be used each year. Journal vouchers are filed by

voucher number in a binder or file, and taken together they constitute

& General Journal.
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Obligating Concepts.

Ob tions should be incurred only within the budget limitations or
fij;ial plan for approved projects, as specified in signed project
agreements. In general, thelr incurrence should be farther limited to

the extent of the unobligated cash resources available to the Joint
Entity. This would include earnings and miscellaneous income. Agreed
contributions receivable during a current fiscal year, may be considered
as available for obligation when in the judgment of the management, the
following conditions prevail: 1) payment $or any such incurred obligations
will not fall due prior to the agreed payment date of the contribution,
and ii) the contributors have made adequate budgetary provisions for their
contributions, and finally iii) the experience of the Joint Entity over
the years provides substantial assurance that the contributors will make
their contribmtions as scheduled.

Adequate provision must be made for administrative control over obliga=-
tions and expenditures. One way to maké certain that obligations are
incurred only when there is an unobligated balance avﬁi]able for the
purpose is to require pre-validation of each obligating document prior

to its release. Under this method all obligating documents flow to the
accounting section responsible for the maintenance of the project ledgers
to determine whether there is a sufficient unobligated balance in the
allotment. If there is a sufficient balance, the unobligated balance of
the allotment is reduced by the amount of the obligation and the docuinent
is marked "pre-validated,” with the date and the initia.ls_‘ of the employee
performing the action, thus indicating a sufficient balance before releas-

ing the obligating document.
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Although all obligations must be recorded prior to the end of an accounting

period, pre-validation of all obligations is not necessary. For example,

it is not necessary to pre-validate recurring charges such as payrolls,
rents, small purchases, and small requisitions from Stores. Instead,
administrative instructions and limitations as to any one amount which may
be expended without pre-vallidation may constitute effective control.

These alternatives are appropriate only when the unobligated balances

are relatively large in relation to such proposed expenditures for the
project. When unobligated balances are relatively small, it may be
recessary that each proposed obligation be "pre-validated.”

tjoligations shall be recorded promptly and accuretely in the project ledger
affected. When the axact amount of the obligation is not known at the time
it 1s incurred, an estimated amount, based on the best available informa-
tion, shall be used. Routine or nominal adjustments of oblisationé are
made in the current period. Retroactive adjustments of records or reports
are not required.

Allotments

Allotments should be made to projects on a quarterly basis to finance
projects within available funds. The allotments should .not exceed amount
of cash resources available (except as described in paragraph IX above).
When scheduled contributions have not been received, the requirements for
each project should be reviewed, and allotments in reduced amounts or for

an ipterim period should be issued.
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The funding plan for each project should be reviewed prior to issuance of
quarterly allotments, and the amount allotted should be revised upward or
downward in all cases where the original project plan has been revised.

XI. Payment of ICA Contribution to Joint Entities.

The followlng statement of policy relative to the payment of the ICA Con-

tributions to Entities is f‘uniished for the guidance of USOMs.

A. USOMs are authorized to megt their obligation as of a given date to
make an agreed contribution to a Joint Entity providing that the
Cooperating Government's contributions up to that date, prescribed
by the Basic and Supplemental Agreements, have been paid.

B. If there 1s reason to believe that a Cooperating Government's contri-
bution may not be made when due, it is considered that this is not
sufficient justification for the USOM to fail to meet its contribution
if the provision in paragraph A., above, has been complied with.

C. Should the contribution for a prior period not have been made by the

Coopexating Government, USOMs are to withhold contributions until the

Cooperating Government becomes current. No deviations are authorized

without specific ICA/W approval.

XII. Property Accounting

A, Purpose. For the purpose of this manual order, property is referred to
as either real property or personal property. Personal property is in
tum classified as expendable and nonexpendable., For control within
the general ledger system, property transactions (other than Real
Property) are recorded to two basic control accounts, i.e., "Stores,”
and "Equipment-Operating."” A separate control account is maintained

/
for "Real Property." ] 6\
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Stores

Stores consist of those items of supplies, materials, and eg;_ipment

when carried in stock, which are maintained in storerooms for issue

ae needed by the various projects. The projects are charged with
the cost of the stores at the time of issue and the credit flows
back to general funds and mey be used to replace stores inventory,
as and when needed. Special accounting treatment for equipment
drawn from stores to & project is described below under “"Equipmente
Operating.”

The Accounting plan is based on the precept that all material
recelved will be prccessed {from an accountiagz view point) through
the Stores accounts. The pro forma entries reflect this treatment.
However, in all instances where & Storee Inventory is not maine
tained, or where items are frequently ordered for direct delivery
to a particular project, this procedure may be modified to provide
for the charging of such purchases of material directly to the
individual projects.

In order to fix responsibility for the cuctody of the stores invenw
tory, access to storerooms should be restricted to the individual(s)
to whom respongibility for custody has been delegated. Other
individuals should be permitted access to the storage area only

when suthoxized.
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k. The operation of the General ledger stores control account has been
designed to record and to disclose the results of all supply and
material transactions (including equipment not charged to project)
and to control subsidiary stores records.

5. Perpetual inventory records should be maintained for each item or
class of stores items included in the general ledger control account.
The perpetual inventory record should be maintained by an employee(s)
who has no responsibility in connection with custody of the storeroom
or the receipt c¢f stores.

6. The value of stores items recorded in the accounts and records will
be the cost price shown on the receiving copy of the purchase order
less commercial or trade discounts. To the extent practicable,
transportation expenses will be adfled to the value of the stores.
However, those transportation costs which are not included in the
amount paid to the vendor and which do not represent a significant
portion of the cost of the item involved, are charged as overhead
costs and are not included in the value of the item. Cash discounts
shall not be considered in determining the value of stores, but will
be credited to the gen:xal ledger account for "Income-=Miscellaneous."

T. Receiving reports are the basis for recording increase entries to
the perpetual inventory records and are used to support invoices
from vendors for payment, or to verify earlier payment on a commer=
cial or Government Bill of Iading.

8. Stores issucs arc made only on properly authorized requisition foruws.

Copies of such forms are the basis for decrease entries to perpetual

.63:

!
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inventory records and are also forwarded to the employee responsible
for the maintenance of the Cash Disbursement JournalsVoucher Register
and the Project ledgers. Stores requisitions should be recorded
currently.

A physical inventory should be taken at least annually of all store=
robm items on hand. 'To accomplish a complete inventory at one time
is in some cases impracticable; therefore, cycle inventories of a
certain class or classes of irwventory items, taken when opportuni=
ties present themselves throughout the year, may be appropriate in
these circumstances. Persons performing the actual inventory ccunt
and talllies thereof should be thoroughly instructed and properly
supervised by a disinterested third party (i.e., some one other than
the warchouse superintendent or other store accountable officer).
Copies of the inventory listings are forwarded to the employee who
maintains the perpetual inventory records and to the employee
maintaining the general ledger acccunts for appropriate reconcllia-
tion and adjustment of accounts and records. Unususl overages are
thoroughly investigated and significant shortages are the subject

of a Report of Survey. Journal entries required as a result of the
inventory will be supported by the report of investigation or
survey action as appropriate.

Materials returned from & project should not normally be credited.
to a project. Thie policy is designed to dlscourage projects from
ordering excess supplles and then returning thgm to stores when
obsolescence 1s imminent. Thls does not preclude consideration of
the development of a policy for return of stores

items for credit to a project as appropriate,

o
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11, Specific instructions relative to the operation of thc stevr . Ous
and the perpetual injentory accounts should be in writir Such
instructions should include control procedures, arrangements for
periodic reviews of overall stores maragement, determination and
disposal of obsolete and excess items, meximum monetary value of
material in stores, controls to prevent excess purchasing, inven-
tory procedures, review of administrative cost of operations and
costs due to obsolescence, shrinkage shortages, etc.

12, When payment for material is made on & Bill of Iading prior to
receipt, the cost will be charged to a "Stores in Transit"

account until the material is actually recelved.

C. Equipment-Cperating

1. Non-expendable personal property, (i.e., other than realty) cate~
gorized in the accounts of this manual order as "Eqpipment-Operating,"
is an article of property which i) is complete in itself; 1ii) does
not lose its identity or become a component part of another article
when placed in use; and 1ii) is of a durable nature with an expected
useful life of more than one year. In addition to the three fore=-
going inherent qualities, such property must be significant as to
unit piice, quantity, or nature. A replacement value of approximately
$25.00 shall be considered as a reasonable guide line as to unit
price in determining whether or not the property should be capitalized.
Examples of articles which may be exceptions to the general criterié
because of quantity or nature are certaln type of precision instru-

ments, office and household furniture, etc., articles of a precious
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nature, such as gold and other precious metals and articles partially
made thereof when the value is significant; and seals and other devices
indicating official epproval or authority.

It is intended that all non-expendable property will be initially
charged to the "Stores" account when received in the Stores warehouse,
and will subsequently be capitalized in the "Equipment-Operating”
account when issued to a project. A sample entry for this trans-
action is shown in the attached appenlixes. When equipment is
oxrdered for direct delivery to a projJect, the costs should be charyed
directly to the "Equipment-Operating” account and recorded on the
appropriate project ledger.

Non-expendable personal property shall be recorded ai "cost" if
purchased. Cost shall include transportation and installation
expeuses where appropriate (See paragraph B.5. above for guidance).
Cash discounts for payments within a specified time will not be
deducted from the purchase price in arriving at the cost to be
capitalized, but will be recorded to "Incume-Miscellaneous."
Non~expendable personal property sold, transferred, donated, or
otherwise disposed of shall be removed from the general ledger
accounts upon receipt of notice of such disposing.. Normally, when
property is released by a project, the cost of the property would
not be treated as a reduction in cost of the project. Some dispo-
sit:i:ons , however, may be considered to be for credit to the affected
project. In cases where credit is given the project giving up the

property, notice ot the transaction and the estimated residual value



- 18 =

of the property is used to adjust the cost to the project in the
affected Project Ledger as well as to make a:d‘justing entries in
the general ledgers. (See sample of both typesof transactions in
attached appendices)

The general ledger account provided for “Equipment;.OPera.ting"
includes only that equipment owned and in use by the projects.
Equipment, 1f stocked as an inventory item, is considered to be

a "Stores" item and carried in the Stores General Ledger account
until issued to a project or otherwise disposed of.

Physical inventories of non-expendable personal property should
be taken annually. The inventory should be performed or supers
vised by disinterested personnel to provide the proper degree of
internal control. In the count of items of property, items shown
on property records but not on hand should be listed for subsequent
Report of Survey action. Items on hand that are not on the pro-
perty records should be listed for subsequent investigation and
documentation to assure that they are picked up in the appropriate
records. Appropriate adjustment entires, supported by property
documented approvals of the inventory changss, should be made to

the general ledger accounts and properly record caxds.

D. Real Property

1.

Real property consists of land and buildings to which the Joint
Entity has full title and which may be disposed of in & manner
decided by the Joint Entity. Such property when acquired shall
be capitalized at "cost.” Cost includes all costs, fees, etc.,

incurred in the acquisition of the property.
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Improvements or betterments which materially increase the value of
the property shall be capitalized. Cost of repairs, overhauls, and
ordinary replacement shall be charged as expense.

The general ledger account provided for recording "Real Property”
will include only that property owned by the Joint Entity. Rental
property, and property on loan to the Joint Entity as specified in
a Project Agreement, are not included in this account, unless title

to the property is trensferred to and in the name of the Joint

Entity. The general ledger account will control subsidiary property

records meintained for the specific items of property.

Real property created by a project is normally vested in a third
party, since the structure is normally erected on land owned by a
third party. This type of property should not be recorded in the -
asset accourt "Real Property” but should be recprded as a project
expense., This principle should be followed even in the rare in-
stance whexe title vests in the Joint Entity during the pexriod of
the construction (or development) of the demonstration project.

If the title 1s vested in the Joint Entity after completion of the
project, the cost of the real property should be established in the
accounts by & journal entry debiting "Real Property” and crediting

"Net Worth.”

E. Property Received In-Kind and Donations.

1.

Property received inekind as specified in contributions agreements
will be recorded to the respective accounts included above. The
value at which such property is capitalized depends on the value
placed on the property in ‘the contributions agreemen:. Property
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contributed as in<kind contributions is distinguished from property
doneted in that in-kind contributions are received in lieu of cash
and when such contributions are received they are treated in the
accounts the same as cash. For example, equipment received in-kind
would be recorded as a liquidation of the receivable established at
the time the contributions agreement was signed and the value of the
equipment would be recorded first in the stores account and sub-
sequently, if issued to a project, in the Equipment-Operating account
in the same manner as other equipment issued to a project. In some

instances a donation or in-kind contribution of equipment is

‘intended for a project and is in excess of the fiscal plan for the

project. In those cases, an allotment increase to the project may
be required when the accounting transfer is made from the Stores
account to the Project account.

Property donated will be recorded at the estimated fair value at
the time of the donation. Donated property is distinguished from
in-kind contributions in that such property is not received per a
contributions agreement and the value placed on the property is not
a part of the agreement, In addition, unless the donated property
represents property in addition to that programmed for the project
recelving the property, no edditional allotment is made to the
affected project. Instead, the value of the donation results, in

effect, to increase the amount of the general unearmarked resources

available,
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XIZI. Accounting Policies relative to Income Producing Operations

A. In instances where a project or activity i's of an Income producing

nature, such as a demonstration Machinery Pool Operation, the follow-

ing principles will be followed:

1.

2.

3.

Any monies received will be considered and reported as Miscellaneous
Income. Reports to ICA/W will be footnoted to show the guwount
received from the Income producing activity.v A separate account

in the Income series of the General ILedger should be established,
and all receipts recorded to that account. Svhsidiary information
relative to the nature of the income should be maintained in order
that business-type statements of the opera.tio_n can be developed

and issued. These receiéts are availnble for any programming
activity of the Joint Entity as agreed to by, the Co~Directors.

A business-type Cost Accounting procedure should be ptescr:l.bed for
the operation as a subsidiary to the Project .Iedger for that pro-
ject. The Project Ledger will reflect the entire.costs of operating
the activity. The subsidiary cost accountiﬁg recoxds will provide
costs categorized to provide meaningful comparative operating costs.
Care should be taken to assure that all costs applicable to the
project are charged to such an operation. Estimated gross costs

of such projects will be included in each year's extension project
agreement budget.

Separate operating statements of a businessetype, including a profit
and loss statement and balance sheet for each such _pmject will be

prepared at the end of each month.
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The entries relative to the Stores Account permit this account to be
operated as & project with the record maintained on a Project Ledger.
In this case, as transfers are made from the Stores Warehouse to the
individual projects, the Stores account will be credited. Normally,
the waterial issued from Stores to a Project will be charged at cost.
The balance in the Stores Account will always represent the cost value

of the material in stock.

XIV. Collecting and Disbursing

A.

Depositary Accounts

All funds received should be deposited promptly to officially designated

depositaries. Such depositeries are specified by the Co=Directors of

the Joint Entity. In no case should funds be withdrawn therefrom except

by a check supported by an appropriate payment voucher or other authorized

document.

1. Each check drawn upon the checking account shall be signed by the
individual(s) authorized by the Co-Directors. It is desirable that
provisions be made to require two co-signers occupying any of the
following positions; Director, Co-Director, Business Manager, and
the Cooperating Government Minister or his designee. It may be
desireble to require that the authorizing document be countersigned
by the above-named officials in which case only one signature would
be required on the checks.

2. Checks are obtainable from the bank(s) in which funds are deposited.
The checks should be pre-numbered consecutively. Demaged or cancelled
checks should be retained and "voided." After retention for a period

of one year, or until audited whichever is later, a list of the check
numbers of voided checks should be prepared and such checks destroyed
\a
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in the presence of two authorized co~signers. The witnesses to the
destroying of the checks should sign the list of checks destroyed to
the effect that "The above=clited damaged and cancelled checks were
today destroyed in our presence", the signatures should be dated.

3. Deposit of cash and checks should be made the same day received,
except when such deposit would not be practicable, in which case it
should be made the following business day.‘

4. Depoeits will be prepared on bank-approved deposit slips which when
receipted will be recorded on a schedule of collections and provide
the accounting document for recording to the general ledger.

5. An individual no longer authorized to sign checks will have his name
removed by the bank from the list of approved signexrs through instruc-
tions in writing acceptable to the banking institution.

6. Each signer should be properly bonded in an amount consistent with
the amount of funds generally on deposit. A blanket surety bond may
often be ohtained to cover all signers.

7. Procedures in writing for proper control of checks from the time

signed until mailed or delivered to payee should be issued.

Reconciliation

Accounting office personnel shall be responsible for reconciling all check~
ing accounts with the bank statements received periodically from the bank(s).
The reconciliation shall be effected promptly, and appropriate action teken
to adjust any reconciling items. Working papers supporting such periodic

reconciliations shall be made a part of the official file of the accounting

office.
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Audits

Audits of check stock (pre-numbered) should be made at reasonable inter-

vals and should include & review of the adequacy of controls over

undeposited funds, petty cash funds, and issuance of checks.

Vouchering Procedures

A.

B.

General

A standard voucher form should be adopted, or vendors' invoices may be

used in vouchering for all purchases and services, other than personal.

Content

Vouchers or invoices should contain the following information:

1.

The place and date of preparation, the name and address of payee, and
the number of the voucher. Vouchers should be numbered consecutively
for each joint entity fiscal year, i.e., the first voucher in flscal
year 1960 would carry number 60-1, or 0-1, etc.

A concise de-scription of the articles purchased or services rendered,
reference to the pertinent contract or purchase order, date of con-
tract or order, and date of delivery of articles (or bill of lading
when payment is made prior to receipt), or period of service covered
by the voucher. Additional information such as total value of cone
tract and amount paid prior to preparation of the current voucher
should be included where appropriate.

When & recelving report or memo is not attached, a certification to
the effect that' "the above-described materials were received in good
condition; that services described were rendered and that they were

required for the official use of the joint entity" shall be required.

o7
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Space for distribution of charges to the applicable project ledgers

by class of expense.
Spacc for recording the name of the bank(s) against which checks

arc 3mawn in payment, the amount drawn, the check number, dates

paid.

C. Supporting Documentation

1.

Each voucher chould be supported by an invoice containing the firm
name of the payee (which is the name to which the check 1s drawn)
and the details of the amount claimed for the articles or services
provided.

Documentary evidence of receipt, inspection and acceptance of
materigls and services for which claim is made, signed by an
employee who has knowledge of the facts, an attached memo from

a responsible service officer that services have been repeived,

or the certification described in sub-paragraph 3: above, shall

be the minimum basis for authorization of payment of cleims.

D. Personel Services

1.

It is a customary practice to payroll on either a bi-weekly or semi.
monthly basis. A voucher for personal services should be used in
payment of salaries or wages of employed personnel.

The payroll voucher should cite the name, title and salary (by montl
or yeaer) for each employee payrolled. Each employee is pald the nel
amount indicated after deductions from the gross pay. Each voucher
must be based upon an accurate record of time and attendance for

each employee for the period covered.
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Financial Reporting

Accounting results are conveyed to management through reports; to be of
maximum value they must reflect a full disclosure of the financial activity
and status, and be rendered promptly. The content and arrangement of
reports for internal purposes should be designed to serve the objectives

of keeping management currently informed and should be related to the
assignments of management responsibility within the Joint Entity. Manage-
ment has the obligation to review the revorts to see that financial
operations, including the effect of decisions made by them have been properly
reflected.

The system of accounts contained in this M.0. has been designed to facilitate
the preparation of external reports required under M.O. 756.4. These
external reports which were designed basically for ICA/W use should be
supplemented as needed by financial reports specifically designed for

Joint Entity and USOM use.
All reports developed should disclose essential financial facts for the

reriod covered and data reported should be on a consistent basis from one

period to another to assure proper continuity.



Attachment to M.0. Th2.2.

APPENDIX A
GENERAL IEDGER CHART OF ACCOUNTS

sad

ACCOURNT DESCRIPTIONS

The account descriptions indicate the title and type of account,
the purpose, the entries representing the most common type of transactions,
the posting media to be used, and the contra account involved. The pro
forma entrier include the basic entries, However, when it is necessary to
make an entry not prescribed, such transaction shall be recorded in a
manner conslstent with generaily accepted accounting practices, and in
accord with the general principles outlined herein.

When necessary for special management purposes, additional accounts
may be required. When such additional accounts are established, they
should be susceptible of consolidation with the basic accounts provided

and within the sccount numbering plan indicated.

b
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Financial Reporting

Accounting results are conveyed to management through reports; to be of
maximum value they must reflect a full disclosure of the financial activity
and status, and be rendered promptly. The content and arrangement of
reports for internal purposes should be designed to serve the objectives

of keeping management currently informed and should be related to the
assignments of management responsibility within the Joint Entity. Manage-

ment has the obligation to review the reports to see that financial

operations, including the effect of decisions made by them have been properly

reflected.

The system of accounts contained in this M.0. has been designed to facilitate

the preparation of external reports required under M.O. T56.%. These
external reports which were designed basically for ICA/W use should be
supplemented as needed by financial reports specifically designed for
Joint Entity and USOM use.

All reports developed should disclose essential financial facts for the
pericd covered aud data reported should be on a consistent basis from one

period to another to assure proper continuity.
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APPENDIX A

GENERAL LEDGER CHART OF ACCOURTS

and

ACCOUNT DESCRIPTIONS

The account descriptions indicate the title and type of account,
the purpose, the entries representing the most common type of transactions,
the posting media to be used, and the contra account involved. The pro
forma entries include the basic entries. However, vwhen it 1s necessary to
make an entry not prescribed, such transaction shall be recoraed in a
manner consistent with generally accepted accounting practices, and in
accoxrd with the general principles outlined herein.

When necessary for speciel management purposes, additional accounts
may be required. When such additional accounts are established, they
should be susceptible of consolidation with the basic accounts provided

and within the account numbering plan indicated.



CURRENT ASSETS

1020
1030
1080
1090
1130
1210
1220
1230
1240
1310
1320
1330
1410
1470
FIXED ASSETS

1510
1610
CURRENT LIABILITIES

2010
2110
2210
2310

GENERAL LEDGER
CHART OF ACCOUNTS

Checking Account (name of local currency bank)

Checking Account (name of U, S. currency bank)

Cash - Advance to Project Disbursing Officers

Cesh - Imprest Funds

Travel Advances

Contributions Nue and Not Received - USOM/(name of coop. gov't.)
Contributions Due and Not Received = (name of coop. gov't.)
Contributions Due and Not Received - Third Paity

Accounﬁsl Recelvable - General

Receivables - Contribution Agreement - USOM/(name of coop.gov't.)
Receivables - Contribution Agreement - (name of coop. gov't.)
Receilvables - Third Party Agreements.

Stores

Stores In Transit.

Equipment - Operating

Real Property

Accounts Payable
Accrued Liabilities
Employee Deductions Withheld

Suspense Deposits



INVESTMENT

3010
3110
3130
3140
3210

3230
3240
INCOME
Lh10
k510
4520
4530
k710
EXPENSE
5010

Net Worth

Contributions and Income = Unprograumed
Contributions and Income - Anticipated
Contributions and Income - Realized
Programmed Funds - Unallotted
Unobligated Funds

Unliquidated Obligations

Expended Funds

Income - Operating

Cains and losses on Foreign Exchange

Geins and Losses on Disposition of Property
Gaeins and Losses on Imventory Adjustments

Income - Miscellaneous

Expense - Operating
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CHECKING ACCOUNT (NAME OF LOCAL CURRENCY SANK)

is is a debit balance (asset) account maintained to show the amount of cash in local

currency on deposit in the bank named.

A separate account, within the account numbering

plan indicated above, should be establishpd for each bank with which the Joint Entity is

involved.

Debit:

(5)a. Amount received in payment of an
agreed contribution after the agreed
date of payment.

Contra to account: 1210, 1220, 1230
Posting media: Collection schedule or
other advice of receipt.

(5)b. Amount received in payment of an
agreed contribution on or prior to the
agreed date of payment.

Contra to account: 1310, 1320, 1330
Posting media: Collection schedule or
other advice of deposit.

5)a. Exchange of U.S. currency into
-Jcal currency without a gain or loss
on the exchange.

Contra to account: 1030

Posting media: Monthly Summary of
[ransactions recorded in the Cash Dis-
bursements Journal-Voucher Register.

(6)b. Exchange of U.S. currency into
local currency with a gain on the
exchange.

Contra to account:
of gain)

Posting media: Monthly Summery of
[ransactions recorded in the Cash Disw
oursements Journal-Voucher Register.

(6)c. Exchange of U.S. currency into
Local currency wlth a loss on the ex=
*hange. -
Jontra to account:
Posting media:
ictions recorded in the Cash Disburse-
tents Journal-Voucher Register.

1030, 4510 (amount

1030

Jc. Repayment of an advance to close
; an Imprest Fund.
sontra to account: 1090

’osting medla: Collection schedule,

Monthly Summary of Transe

Credit:

(8)a. or b. Establishing or replenishing an
Iaprest Cash Fund.

Contra to account: 1090, 1410, 5010

Posting media: Monthly Summary of Transactions
recorded in the Cash Disbursements Journal-
Voucher Register.

(9)a. Making a cash advance to & traveler.
Contra to account: 1130

Posiing media: Monthly Summary of Transactions
recorded in the Cash Lisbursements Journal-
Voucher Register.

(9)b(2). Paying a traveler the amount that

his reimbursement voucher exceeds the amount
of his outstanding cash advance.

Contra to account: 5010

Posting media: Monthly Summary of Transactions
recorded in the Cash Disbursements Journal-
Voucher Register.

(10)a. or b. Establishing or replenishing an
advance to a Project Disbursing Officer.

Contra to account: 1080, 1410, 5010

Posting media: Monthly Summary of Transactions
recorded in the Cash Disbursements Journal-
Voucher Register.

(15) Amount of disbursement vouchers, other
than payroll vouchers, paid.

Contra to account: 1410, 1470, 1610, 5010
Posting media: Monthly Sumsary of Transactions
recorded in the Cash Disbursements Journal-
Voucher Register.

(21) Amount of payroll vouchers paid.

Contra to account: 5010

Posting media: Monthly Sumsary of Transactions
recorded in the Cash Disbursements Journale
Voucher Register.

A\
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1020 CONTINUED

(9)b(1). iiquidation of a travel advance
in whole or in part by a cash payment.
Contra to account: 1130

Posting media: Collection schedule.

(10)c. Repayment of an advance to close
out a Project Disbursing Officers Account.
Contra to account: 1080

Posting media: Collection schedule.

(11) Interest received on bank deposits.
Contra to account: L4710
Posting media: Advice of interest received.

(12) Amount of collection received as
refund of overpayments when no billing has
been issued.

Contra to account: 1410, 1510, 1610, 5010
Posting media: Collection schedule.

(13)b. Amount of bills collected for
reimbursable services furnished or goods
and equipment sold.

Contra to account: 1240

Posting media: Collection schedule,

(14)b. Amounts collected for bills ren-
dered for refund of overpayments.

Contre to sccount: 1240

Posting media: Collection schedule,

(18)a.
sale.
Contre to account: 1410, 1610, 4520
Posting medis: Collection schedule.

Disposition of property by cash

(23)a. Amounts deposited to guarantee con-
tract performence, etc.

Contra to account: 2310

Posting media: Collection schedule.

(22) Amount of employee deductions withhé:
for taxes, retirement, etc. paid.

Contra to account: 2210

Posting medla: Monthly Summary of Transac.
tions recorded in the Cash Disbursements
Journal-Voucher Register.

(2%) Amount of contract deposits, etc.,
returrzd.

Contra to Account: 2310

Posting media: Monthly Summary of Transac-
tions recorded in the Cash Disbursements
Journal-Voucher Reglster.
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This 1s a debit balance (asset) account maintained to show the amount of cash in U. S,
currency on deposit in the bank named. A separate account, within the account numbering

plen indicated above, should be established for each bank with which the Joint Entity

is involved.

Debit: Credit:

(5)a. Amount received in payment of (6)a. Exchange of U.S. dollars into local

an agreed contribution after the agreed currency without & gain or loss on the

date of payment. exchange,

Contra to account: 1210, 1220, 1230 Contra to account: 1020

Posting media: Collection schedule or Posting media: Monthly Summary of Trensec=-

other advice of receipt. tions recorded in the Cash Disbursements
Journal-Voucher Reglster.

(5)b. Amount received in payment of

en agreed contribution on or prior to (6)Yb. Exchange of U.S. dollars into local

the agreed date of payment. ¢-.cency with a gedin on the exchange.
Contra to account: 1310, 1320, 1330 Contre to account: 1020

Posting medie: Collection schedule Posting media: Monthly Summary of Transac=
or other advice of receipt. tions recorded in the Cash Disbursements

Journal-Voucher Register.
(11) Interest received on bank

deposits. (6)c. Exchange of U.S. dollars into local

Contre to account: L4710 currency with a loss on the exchange.

Posting media: Advice of Interest Contra to account: 1020, 4510 (amount of loss)

Recelved. Posting media: Monthly Sumary of Transac=
tions recorded in the Cash Disbursements

(12) Amount of collection received Journal-Voucher Reglister.

as refund of overpayments when no

billing has been issued. (15) Amount of disbursement vouchers,

Contra to account: 1410, 1610, 5010 other than payrcll vouchers, paid.
Posting media: Collection Schedule. Contre to account: 1410, 1470, 1610, 5010
Posting media: Monthly Summary of Transac-

(14)b. Amount collected for bills tions recorded in the Cash Disbursements
rendered for refund of overpayments. Journal-Voucher Regilster.

Centra to account: 1240

Posting media: Collection schedule.

Ry

\
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CASH 'ADVANCES TO PROJECT DISBURSING OFFICERS

This is & debit balance (asset) account meintained to show the amount of advances made

to Project Disbursing Officers which advances are periodically replenished.

A subsie

diary account will be maintained with each disbursing officer to whom an advance is made

Debit:

(10)a. Establish or increase an advance
with a Project Disbursing Officer.
Contra to account: 1020

Posting med%a: Monthly Summary of
Transaction- recorded in the Cash Dis-
bursements Journal=Voucher Register.

1090 CASH - IMPREST FUNDS

Credit:

(10)c. Repayment of an alvance to close
out or reduce a Project Disbursing Officers
account,

Contra to account: 1020

Posting media: Collection schedule.

This is a debit balance (ezset) account maintained to show the amount of advances made

to Imprest Fund Cashiers.

to whom an advence is made.

Debit:

(8)a.
Fund.
Contra to account: 1020

Posting media: Monthly Summary of Trans-
actions recorded in the Cash Disbursements

Journal-Voucher Register.

Establish or increase an Imprest

A subsidiary account will be maintained with each cashier

Credit:

(8)c. Repayment of an advance to close out
or reduce an Imprest Fund.

Contra to Account: 1020

Posting media: Collection schedule.



B230  TRAVEL ADVANCES

This is a debit balance (asset) account maintained to show the amount of outstanding

advances made for the performance of travel.

A subsidiary account will be maintained

with each traveler to whom an advance of cash has heen made.

Debit:

(9)a. Making an advance to a traveler.
Contra to account: 1020

Posting media: Monthly Summary of Trans-
actions recorded in the Cash Disbursements
Journal-Voucher Register.

1210

Credit:

(9)p(1).
in cash,
Contra to accqunt: 1020

Posting media¥ Collection schedule.

Repayment of the advance received

(9(2) or (3). Advance is liquidated in
whole or in part by the application of the
travelers reimbursement voucher.

Contra to account: 5010

Posting media: Monthly Summary of Transacs
tions recorded in the Cash Disbursements
Journal-Voucher Register.

CONTRIBUTTIONS - DUE AND NOT RECEIVED - USCM/(NAME OF COOP. GOV'T.)

This is a debit balance (asset) account maintained to show the amount due from the USOM

in accordanée with the terms of the Contribhtion Agreement between the USOM and the Coopea

ating Government. The total amount due shall be shown whether the amount is due in cash

and/or in-kind.

Debit:

(4) Amounts due and payable by the USOM
per Contribution Agreement between the
USOM and the Cooperating Goveranment.
Contra to account: 1310

Posting media: Journal Voucher prepared
from an analysis of the terms of the
Sontributions Agreement.

Credit:

(5)a. Amount of cash and/or property and
services in-kind received in accordance with
the terms of a Contribution Agreement, 1if
recelved after the agreed date of delivery.:
Contra to account: 1020, 1030, and/or 1kl0,
1610, 5010
Posting media:
ing report whichever is applicable.

Collection schedule or receive



1220  CONTRIBUTIONS DUE AND NOT RECEIVED - (NAME OF COOP. GOV'T.)

This is a debit balance (asset) account maintained to show the amount due from the

Cooperating Government in accordance with the terms of the Contributions Agreement

between the USOM and the Cooperating Government.

The total amount due shall be shown

vhether the amount is due in cash and/or in-kind.

Debit:

(%) Amount due and payable by the Coop-
erating Government per the Contributions
Agreement between the Cooperating
Government and the USOM.

Contra tc account: 1320

Posting media: Journal Voucher prepared
for an analysis of the terms of the
Contributions Agreement

Credit:

(5)a. Amount of cash and/or in-kind pro-
perty or services received in accordance
With the terms of a Contribution Agreement,
i1f received after the agreed date of
delivery.

Contra to account: 1020, 1030, and/or
1410, 1610, 5010.

Posting media: Collection schedule or
receiving report whichever is epplicable.

1230 CONTRIBUTIONS DUE AND NOT RECEIVED -~ THIRD PARTY

This is & debit balance (asset) account maintained to show the amount due from a Co-

operating Third Party in eccordance with the terms of an agreement between & Joint

Entity and a Third Party.
due in cash and/or in-kind.

to a Third Party Agreement.

Debit:

(%) Agreement amounts due and payable
by a Third Party.

Contra to account: 1330

Posting media: Journal voucher prepared
from an analysis of the terms of the
agreement between a Joint Entity and

& Third Party

The total amount due shall be shown whether the amount; is

A subsidiary account will be maintained with each party

Credit:

(5)a. Amount of cash and/or property and
services in=kind received in accordance

with the terms of an agreement, if received

aftur the agreed date of delivery.
Contra to account: 1020, 1030, end/or
1410, 1610, 5010.

Posting media: Collection schedule or
receiving report whichever is applicable.



240 ACCOUNTS RECEIVABIE - GENERAL

This is & debit balance (asset) account maintained to show the amount of bills rendered or

collection letters issued for goods or services sold, or for the refund of overpayments,

vwhich when collected will be available for future expenditure.

be maintained with each debtor.

Debit:

\13)a. Amount of bills rendered for
reimbursable activities.

Contra to account: 4410

Posting media: Billing invoice, Sales
Contract, or demand letter.

(14)a. Amount of bills rendered for
refund of overpayments.
Contra to account: 1410, 1510, 1610, 5010
Posting media: Billing invoice or demand
letter.

18)a. Amount of bills rendered in the
isposition of property.

Conftra to account: 1410, 1610, 4520.
Posting media: Billing involce or demand
letter.

A subsidiary account shall

Credit:

(13)b. Amount of reimbursable bills collected.
Contra to account: 1020
Posting media: Collection schedule.

(14)b. Amount of bills collected covering
refund of overpayments.

Contra to account: 1020 or 1030

Posting media: Collection schedule,



1310 RECEIVABLES - CONTRIBUTION AGREEMENT

- USOM/(NAME OF COOP. GOV'T.)

This is a debit balance (asset)

acsount maintained to show the amount agreed for

contribution by a USOM in acco7€”n'e with the terms of a Contributions Agreement

between a USOM and a Cooperating Government.

The total amount agreed for contri-

bution shall be shown whether the amount 1s to be paid in cash and/or in-kind.

Debit:

(1) USOM's agreed contribution, whether in
cash or in-kind, per Contribution Agreement
between USOM end Cooperating Government.
Contra to account: 3010

Posting mediz: Account copy of the Cone
trimtions fAgreement or a Journal voucher
prepasw from an analysin of the Contribu-

tione Awruument.

Credit:

(4) Amounts accrued for payment by a
USOM per a Contributions Agreement between
a USOM and a Cooperating Government.
Contra to account: 1210

Posting media: Journal Voucher prepared
from an analysis of the terms of the Cone
tributions Agreement.

(5)b. Amount of cash and/or property and
services in-kind received in accordance
with the terms of a Contributions Agree-
ment, if the payment is receilved prior o
the agreed date or prior Lo the date
accrued.

Contra to account: 1020, 1030, and/or
1410, s 1610, 5010

Posting media: Collection schedule or
receiving report whichever is appl..cable.



1320 RECEIVABLES - CONTRIBUTION AGREEMENT - (NAME OF COOP. GOV'T.)

This is a debit balance (asset) account maintained to show the amount agreed for contrie-

bution by & Cooperating Government in accordance with the terms of a Contribution Agree=-

ment between a USOM and a Cooperating Government. The total amount agreed for contribu=-

tion shall be shown vhether the amount is to be paid in cash and/or inekind.

Debit:

(1) Cooperating Government's agreed cone
tribution, vwhether in cash or in-kind, per
Contribution Agreement between a Cooperat-
ing Government and a USOM.

Contra to account: 3010

Posting media: Account copy of Contribu-
tion Agreement or a Journal voucher pre=
pared from an analysis of the Contribution
Agreement .

Credit:

(%) Amounts accrued for payment by the Co-
opereting Government per the Contributions
Agreement between a Cooperating Government
and a USOM.

Contra to account: 1220

Posting media: Journal voucher prepared from
an analysis of the terms of the Contributions
Agreement.

(5)b. Amount of cash and/or property and ser
vices in«kind received in accordance with the
terms of a Contributions Agreement, if the
payment 1s received prior to the agreed date
or prior to the date accrued.
Contre to account: 1020,1030, and/or 1410,

~s 1610, 5010
Posting media: Collection schedule or re-
ceiving report whichever is applicable.



1330 RECEIVABLES - THIRD PARTY AGREEMENTS

This is a debit balance (asset) account maintained to show the amount

agreed for contribution by a Third Party in accordance with the terms

of an agreement between a Joint Entity and a Third Party. The total

amount agreed for Contribution shall be shown whether the amount is to

be paid in cash and/or in-kind. A subsidiary account shall be maintained

with each Third Party to an agreement.

Debit:

(3) Agreed Contributions, whether
in cash or in-~kind, per Agreement,
with Third Parties.

Contra to Account: 3010

Posting media: Account copy of
Agreements or a Journal Voucher
prepared from an analysis oX such
agreements,

Credit:

(4) Amounts accrued for payment
by a Third Party per an Agreement
between a Joint Entity and a Third
Party. . :

Contra to account: 1230

Posting media: Journal Voucher
prepared from an analysis of the
terms of the Agreement.

(5)b. Amount of cash and/or pro-~
perty and services in-kind received
in accordance with the terms of an
Agreement, if the payment is receiwve
prior to the agreement date or priol
to the date accrued.

Contra to account: 1020, 1030,
and/or 1410, 1610, 5010, -

Posting media: Collection schedule
or receiving report whichever is
applicable. '



1410 STORES

This is a debit balance (asset) account maintained to show the value of

materials, supplies, and equipment purchased with Joint Entity funds

contributed, in accordance with the terms of a Contributions Agreement,

or donated and available for issue to projects.

stores inventory is capitalized is
the case of in-kind contributions,
amount estimated to be the cost of
of the donation.

cord(s) maintained over the items or

Debit:

(5)a. Value of stores received per
the terms of a Contribution or Pro-
ject Agreement, if received after
the agreed date of delivery.

Contra to account: 1210, 1220, 1230
Posting media: Receiving report or
other evidence of delivery.

(5)b. Value of stores received per
the terms of a Contributions or
Project Agreement, if received on

or prior to the agreed date of
delivery.

Contra to account: 1310, 1320, 1330
Posting media: Receiving report or
other evidence of delivery.

(8)b. Replenishing an Imprest Cash
Fund for payments out of the fund
for the purchase of stores or equip-
ment.

Contra to account: 1020

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register.

The value of which

acquisition cost, agreed value in
and in the case of donations, the
the stores if purchased on the date

This account will control the subsidiary stock re-

class of items in inventory.

Credit:

(12) Amount of refunds collected
for overpayment on stores.purchases,
without billing.

Contra to account: 1020 or 1030
Posting media: Collection schedule

(14)a. Amounts billed for refund of
overpayments for stores purchases.
Contra to account: 1240

Posting media: Billing invoice or
demand letter.

(18)a and b. Disposition of stores

by sale or survey action.

Contra to account: 1020, 1240, 4520
Posting media: Sales contract, col-~
lection schedule, or survey report,

or Journal-Voucher prepared from an

analysis of the above documents.

(19) Amount of stores issued to
Projects.

Contra to account: 1510, 5010
Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register.

Q)



1410 CONTINUED

Debi.t:

(10)b. Replenishing a Project Dis-
bursing officer for payments out of
his advance for the purchase of
stores or equipment.

Contra to account: 1020

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register.

(15) Amount of disbursement
vouchers paid for stores,

Contra to account: 1020, 1030, 1470
and/or 2310

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register. (See also entry (23)b.)

(16) Amount estimated to be the
value of stores donated.

Contra to account: 4710

Posting media: Receiving report

or a Journal voucher prepared from
an analysis of the transfer documents

(17)a. Return of Supplies and/or
Property from a project to the Stores
account {project not to receive credi
Contra to account: 4520

Posting media: Journal voucher suppo
ed by a Stores credit siip.

(17)c. Return of Supplies and/or
Property to the Stores account when
the project is to receive credit.
Contra to account: 1510 and 5010
Posting media: Monthly Summary of
Transactions recorded in the Cash

Credit:

(20)b. Downard adjustment of stores
based on physical inventory.

Contra to account: 4530

Posting media: Journal Voucher pre-
pared from an analysis of inventory-
ing schedules.

(25)b. To reverse accruals for
(26)b. Stores at beginning of next
fiscal period.

Contra to account: 2010, 2110
Posting media: Journal Voucher

t)

rt-

Disbursements Journal-Voucher Register,

(20)a. Upward adjustment of stores
based on physical inventory.

Contra to account: 4330

Posting media: Journal voucher pre-
pared from an analysis of inventoryi
schedules.

ng



‘1410 CONTINUED

Debit:

(25)a. To record accruals for Stores
(26)a. at end of a fiscal period.
Contra te account: 2010 or 2110
Posting media: Journal voucher
supported by a listing of billed
and/or unbilled obligations,



1470 STORES IN TRANSIT

This is a debit balance (asset) account maintained to show the amount of

goods, material or equipment for which payment has been made, but which

have not been received by che Joint Entity.

Debit: Credit:

(15) Amount of Invoice paid in (15) (Note 2) Amount of Irvoice for
advance of receipt of goods (on material st time goods are received,
bill of lading). . Contra to account: 1410

Contra to account: 1020 or 1030 Posting media: Monthly Summary of
Posting media: Monthly Summary of Transactions recorded in the Cash
Transactions recorded in Cash Dis- Disbursements Journal-Voucher

bursemernts Joarnal-Voucher Register., Register.



"1510 EQUIPMENT - OPERATING

This is a debit balance (asset) account maintained to show the value of

equipment owned and assigned to projects.

This account will control a

subsidiary record(s) maintained for each item or class of items of

equipment.

The amount at which the equipment is capitalized is the

acquisition cost, tke agreed value in the case of in-kind contributions,

and in the case of donations, the amount estimated to be the cost of

the equipment if purchased on the date of the donation.

Debit:

(19) Amount of stores vouchers
issued for equipment,

Contra to account: 1410

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register.,

Credit:

(12) Amount of refunds collected
without billing for overpayment for

-equipment purchases after equipment

is issued from stores to a project.
Contrae to account: 1020 or 1030
Posting media: Collection schedule.

(14)s. Amount of bills rendered for
refund of overpayments for equipment
purchased after equipment is issued
from stores to a project.

Contra to account: 1240

Posting media: Billing invoice or
demand letter,

(17)b. Return of equipment from the
project to the stores account (with-
out credit to the project) requires
this additional entry to transfer
the original amount from the equip-
ment account to Expense-operating.
Contra to account: 5010

Posting media: Journal voucher
supported by a Stores. credit slip.

(17)c. Return of equiprent from a
project when the project is to re-
celive credit.
Contra to account: 1410
Posting media: Monthly Summary of
Transactions recorded in the Cash
Diswursements Journal-Voucher
Register.

45



1610 REAL PROPERTY

This is a debit balance (asset) account maintained %o show the value of
real pronerty to which a Jnint Entity holA~"+4+1~ and may sell or dispose
o in 3 manner decided by it. The value at which the real property is
canitalized is the acquisition cost, the agreed wvalue in the case of

in-lI-ind contributions, and in the case of donations, the amount

Te Vu
BEVs

estimated to be the cost of the real property if nurchanei it

date of the donation.

Debit: Credit:

(5)a. Value of real property re- (12) Amount of refunds collected
ceived per the terms of a Contri- without billing for overpayment for
bution or Project Agreement, if real property purchases.

received after the agreed date of Contra to account: 1020 or 1020
delivery. Posting media: Collection schedule

Contra to account: 1210, 1220, 1230
Posting media: Receiving report or (l4)a. Amount of bills rendered fozx

other evidence of delivery. for refund of overpayments for real
property,

(5)h. v7alue of real property re- Contra to account: 124¢C

ceived per the terms of a Contri-~ Posting media: DRilling invoice or

bution or Project Agreement, if demand letter,

received on or prior to the agreed

date of delivery. (18)a and b. Disposition of real

Contra to account: 1310, 1320, 1330 property by sale or survey action,
Posting media: Receiving repcrt or Contra to account: 1020, 1240, 4520

other evidence of delivery. Posting media: Sales contract,

. collection schedule or survey report
(15) Amount of disbursement or a Journal Voucher prepared from
vouchers paid for real property. the above documents.

Contra to accouut: 1020 or 1030
and/or 2310

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register. (See also entry (23)b.)



A

“)10  ACCOUNTS PAYABIE

-;is is a credit balance (liability) account maintained to show the amount due and pay=
able for goods and services received for which vendor's invoices have been received, but
payment has not been made. The amount recorded to this account will be determined by
inveuntorying the outstanding invoices at the end of each fiscal period for which financial
statements are prepared. The amount so recorded will be reversed out of the account at
the beginning of the next fiscal period. Subsidiary accounts will not be maintained by

creditor since the inventory of outstanding invoices provides subsidiury listing.

Debit: Credit:

(26)b., Amount established at the end (26)a. Amount due and payable for goods and
c? the previous period reversed. services received for which vendor's invoices
Contra to account: 1410, 5010 have been received, but payment has r~+ been
Posting media: Journal Voucher. made.

Contre, to account: 1410 and/or 5010
Posting media: Journal Voucher supported by a
listing of the outstanding invoices payable.

2110 ACCRUED LIABILITTES

This is a credit balance (1liability) account maintained to show the amount due and paysble
for goods and services received for which vendor's invoices have not been received or will
not be received, such as for payroll items. The amount recorded in this account will be
determined by inventorying the outstanding obligations at the end of each fiscal period for
which financial statements are prepared. The amount 80 recorded will be reversed out of
the account at the beginning of the next fiscal period. Subsidiary accounts will not be

malntained by creditor since the inventory of outstanding liabilities provides a subsidiary

listing.

Deblt: Credit:

(25)b. Amount established at the end of (25)a. Amount due and payable for goods and ser
the previous period reversed. vices received for which vendor's invoices have
ontra to account: 1410, 5010 not been received or will not be received, such
osting media: Journal Voucher. as for payroll iltems.

Contra to account: 1410, 5010
Posting media: Journal Voucher supported by a

listing of the unpaid obligations file for which
invoices have not been recelved or will not be
roaceived -



221¢ EMPLOYEE DEDUCTIONS WITHHELD

This is a credit balance (liability) account maintained to shcw the

amount withheld from the salaries and wages of employees and on deposit

in a checking account until paid in accordance with the purpose for which

the funds were withheld.,

Separate account numbers and titles should be

established, within the account number series and title indicated above,

for each class of withholdings, i.e., taxes, retirement, etc.

This

account vill control the individual amounts reflected in the subsidiary

records maintained by the payroll activity.

Debit:

(22) Amount of payments of em-
ployee withholdings.

Contra to account: 1020

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register.

Credit:

(21) Amount of withholdings from
employees salaries and wages for
the payment of taxes, retirement,
etc.

Contra to account: 5010

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal=-Voucher
Register.



1310 SUSPENSE DEPOSITS

This is a credit balance (liability) -account maintained to show the
amount of deposlt liabilities, 'This account will include contract
holdbacks, performance deposits, etc., Subsidiary accounts will be
maintained with each depositor. Separate account numbers and titles,
within the account number series and title indicated above, should be
established if the number of a particular type of deposit becomes so

numerous that a separate account is warranted.

Debit: Credit:

(24) Amounts of contract deposits, (23)a. Amount of cash deposited to
etc. returned. guarantee contract performance, etc.
Contra to account: 1020 Contra to account: 1020

Posting media: Monthly Summary of Posting media: Collection schedule
Transactions recorded in thg Cash
isbursements Journal-Voucher (23)b. Amount deposited by withhold-
egister, ing from amount due ccntractor to
guarantee contract performance, etc.
Contra to account: 1410, 1610, 5010
Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal- Youcher
Negister.



3010 NET WORTH

This is a credit balance (accountability) account maintained to show,
without regard to sources of funds or contributions, the net worth result-
ing from Joint Entity operations, the.value of assets purchased, contrib-

uted in-kind, or donated to a Joint Entity and in its custody, etc.

Debit: Credit:

(27)b(1). Annual closing of (1) Agreed contributions, whether
expenses. in cash or in-kind, per Contribu-

Contra to account: 5010 tions Agreement between a USOM aund
Posting media: Journal Voucher a Cooperating Government.

Contra to account: 1310, 1320
Posting media: Accounting copy of
the Contributions Agreement or a
Journal Voucher prepared from an
analysis of the agreement.

(3) Agreed contributions, whether
in cash or in-kind, per Contribu-
tions Agreement between a Joint
Entity and Third Parties.

Contra to account: 1330

Posting media: Agreement or a
Journal Voucher prepared from an
analysis of the Agreement.

(27)b(2). Aunual closing of income.
Contra to account: 4410, 4510,
4520, 4530, 4710

Posting media: Journal Voucher



10  CONTRIBUTIONS AND INCOME - UNPROGRAMMED

This is a credit balance (budgetary) account maintained to show the amounts contributed

and earned which, when collected, will establish or increase the working capital and be

avallable for programming.

Debit:

(2) Amount approved for programming
per Project Agreements.

Contra to account: 3210

Posting media: Account copy of the
Project Agreement or a Journal Voucher
prepared from an analysis of the agree-
ment.

(6)e. Exchange of U.S. Dollars into

local currency with a loss on the

exchange.

Contra to account: 3140

Posting media: Monthly Summary of

Transactions recorded in the Cash Dis-
irsements Journal-Voucher Register.

\18)a. or b. Net loss on disposition
of property where there is a loss on
the transection (This would be a cre-
dit to this accouni where there is a
profit on the transaction)

Contra to account: 3140

Posting media: Collection schedule,
Sales Contract, billing invoice or
survey action.

(20)b. Downwerd adjustment in inventory
of stores reduces the amount avallable
for programming.

Contra to account: 3140

Posting media: Journal Voucher prepared
from an analysis of inventory schedules.

Credit:

(1) Agreed contributions, whether in cash
or in«kind, per Contributions Agreement
between a USOM and a Joint Entity.

Contra to account: 3130

Posting media: Accounting copy of the
Contributions Agreement or a Journal
Voucher prepared from analysis of the
Agreement.

(3) Agreed contributions, whether in cash
or in-kind, per Agreements between the
Joint Entity and Third Parties.

Contra to account: 3130

Posting media: Account copy of Agreements
or a Journal Voucher prepared from an
analysls of such agreements.

(6)b. Exchange of U,.S. dollars into local
currency with a gain on the exchange.
Contra to account: 3140

Posting media: Monthly Summary of Trans=
actions recorded in the Cash Disbursements
Journal=Voucher Register.

(11) Interest income received on bank
deposits

Contra to account: 3140

Posting medla: Advice of interest received.

(13)a. Amounts of bills issued for
reimbursable activities.

Contra to account: 3130

Posting media: Billing invoice, sales,
contract, or demand letter.

(16) Amount estimated to be the value of
stores donated to a Joint Entity and
available for programming.

Contra to account: 3140

Posting media: Receiving report or Journal
Voucher prepared from an analysis of the
transfer documents.

4\



3110

CONTINUED

Debit:

Credit:

(17)a. Amount of credit for property returned
to stores.

Contre to account: 3130 or 3140

Posting media: Journal Voucher supported by a
stores credit slip.

(20)a. Upward adjustment in stores inventory
based on physical inventory increases the
amount available for programming.

Contra to account: 3140

Posting media: Journal Voucher prepared from
an analysis of inventory schedules.

v



3130

CONTRIBUTIONS AND INCOME -~ ANTICIPATED

This is a debit balance (budgetary) account maintained to show the amounf

of contributions and income expected to be :eceived because of contribu-

tion agreements signed, income billed, and the like which when realized

will be available for programming.

Debit:

(1) Agreed contributions, whether
in cash or in-kind, per Contribu-
tions Agreement between USOM and

a Cooperating Government.

Contra to account: 3110

Posting media: Contributions
Agreement or Journal Voucher pre-
pared from an analysis of the
Contributions Agreement.

(3) Agreed contributions, whether
in cash or in-kind, per Agreement
between the Joint Entity and Third
Parties.

Contra to account: 3110

Posting media: Agreement or a
Journal Voucher prepared from an
analysis of the Agreement.

(13)a. Amount of bills rendered
for reimbursable activities,
Contra to account: 3110

Posting media: Billing invoice,
sales contract, or demand letter.

(16)a(2) Amount of bills rendered
for income on disposition of pro-
perty.

Contra to account: 3110

Posting media: Billing invoice or
demand letter issued.

Credit:

(5)a or b, An agreed contribution
is realized in cash or in-kind
payment from the parties to the
Contributions Agreement.

Contra to account: 3140

Posting media: Collection schedule
or receiving report, whichever is
applicable.

(13)b. Amount of bills collected
for reimhursable activities.

Contra to account: 3140

Posting media: Collection schedule

42



3140

CONTRIBUTIONS AND INCOME - REALIZED

This is a debit balance f{budgetary) account maintained to show the amount

of contributions and income realized in cash or in-kind and available for

programming.

Debit:

(5)a or b. An agreed contribution
is realized in cash or in-kind pay-
ment from the parties to the Con-
tributions Agreement

Contra to account: 3130

Posting media: Collection schedule
or receiving report, whichever is
applicable.

(6)b., Exchange of U.S. dollars
into local currency with a gain

on the exchange.

Contra to account: 3110

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register,

11. Interest income received on
bank deposits.

Contra to account: 3110

Posting media: Advice of interest
received.

(13)b. Amount of bills collected
for reimbursable activities.

Contra to account: 3130

Posting media: Collection schedule

(16) Amount estimated to be the
value of stores donated to a Joint
Entity and available for pro-
gramming.

Contra to account: 3110

Posting media: Receiving report
or Journal Voucher prepared from
an analysis of the transfer
documents,

Credit:

(6)c. IExchange of U.S. dollars into
tocal currency with a loss on the
exchange.

Contra to account: 3110

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher
Register,

(18)a or b. Net loss oan disposi-
tion of property where there is a
net loss on the transaction. (This
would be a debit to this account
when there is a profit on the trans-
action.)

Contra to account: 3110

Posting media: Collection schedule,
sales contract, billing invoice, or
survey action,

(20)b. Amount realized for pro-
gramming reduced by a downward
adjustment in stores inventory based
on physical inventory.

Contra to account: 3110

Posting media: Journal voucher pre-
pared from an analysis of inventory
schedules,

(27)b(3).
allotments.
Contra to account: 3240
Posting media: Journal voucher

Annual closing of expended



3140  CONTINUED

Debit:

(17)a. Amount of credit for pro-
perty returned to stores,

Contra to account: 3110

Posting media: Journal voucher
supported by a stores credit slip.

(20)a. Amount realized for pro-
gramming by an upward adjustment
in Stores inventory based on a
physical inventory.

Contra to account: 3110

Posting media: Journal voucher
prepared from an analysis of
inventory schedules.



3210 PROGRAMMED FUNDS - UNALLOTTED

This is a credit balance (budgetary) sccount maintained to show the amount of funds pax

grammed for projects but unallotted.

Debit:

(7)(a) Programmed funds allotted to
projects.

Contra to account: 3220

Postling media: Advice of allotment

3220  UNOBLIGATED FUNL3

Credit:

(2) Amount progremmed for projects.

Contra to account: 3110

Posting media: Account copy of the project
Agreement or Journal Voucher prepared from an
analysis of the agrepment.

(7)(b) Amount of allotted funds reduced or
eliminated.
3020

Contra to account:
Posting media: Advice of Allotment.

(12)b. Amounts of bills ccllected for reim-
bursable services furnished, or goods and equip=
ment sold which is avallsble to the project
performing the service or selllng the property.
Contra to accounbt: #OL%

Posting media: Collzctioun schedule.

This is & credit balance (budgetary) account maintained to show the amount of funds pro=

grammed and allotted but unobligated.

individual amounts reflected in the project ledgers as

The amount reflected herein is the sum of the

“mchligated balance,” A subsidiary

account wlll be maintained with each allottee.

Jebit:

. Amount of allotted funds reduced or
eliminated.
Contra to account: 3210

Posting medlia: Advice of allotment.

(27)a(l) The sum of the amounus re=-
flected in the "obligations incurr-d”
column of Project Ledgers.

Contra to account: 3230

Poating medla: Journal Voucher prepared
from an analysis of the Monthly Summary
of Project Ledger Totals.

Credit:
(7T)a. Programmed funds allotted ‘o projects.

Contra to account: 3210
Posting medle: Advice of allotment.

qb



3230 UNLIQUIDATED OBLIGATIONS

This is a credit balance (budgetary) account maintained to show the
amount of funds obligated for projects but unliquidated. The amount
reflected herein is the sum of the individual amounts reflected in the
project ledgers as the difference between the "obligations irncurred"

and "total expenditures" columns.

Debit: Credit:

(27)a(2). The sum of the amounts (27)a(l). The sum of the amounts
reflected in "total expenditures" reflected in the "obligations in-
columns of the Project Ledgers. curred" column of Project Ledgers.
Contra to account: 3240 Contra to account: 3220

Posting media: Journal Voucher Posting media: Journal Voucher
prepared from an analysis of the prepared from an analysis of the
Monthly Summary of Project Ledgers Monthly Summary of Project Ledgers
Totals. Totals.

3240 EXPENDED FUNDS

This is a credit balance (budgetary) account maintained to show the
amount of expenditures by the Joint Entity for Projects. The amount
reflected herein is the sum of the individual amounts reflected in the

project ledgers as "total expenditures'.

Debit: Credit:

(27)b(3). To close. (27)a(2). The sum of the amounts
Contra to account: 3140 reflected in the "total expendi-

Posting media: Journal Voucher. tures" column of Project Ledgers.

Contra to account: 3230

Posting media: Journal Voucher
prepared from an analysis of the
Monthly Summary of Project Ledger
Totals.

q]



4410 INCOME - OPERATING

This is a credit balance (income) account maintained to accumulate the amount of reim-

bursements for services rendered, materials and supplies furnished, etc.

The amount

reflected herein, when collected, will be available for programming.

Debit:
(27)6(2) To close annually.

Contra to account: 3010
Posting media: Journal Voucher.

4510

Credit:

(13)a.- Amount of bills rendered for reim-
bursable activities.
1240

Contra to account:
Posting media: Billing invoice or demand

letter.

GAINS AND LOSSES ON FOREIGN EXCHANGE

This is a debit or credit balance (nowinal) account maintained to show the amount of

gains or losses on the exchange of U.S., and local currencies,

when the amounts re-

corded herein are gains they will be available for programming, losses will reduce

the amount so available.

Debit:

(6)c. Exchange of U.S. Dollars into
local currency with a loss on the
exchange.

Contra to account: 1030

Posting media: Monthly Summary of
Transactions recorded in the Cash
Disbursements Journal-Voucher Reglster.

(27)b(2) To close annuelly.
Coutra to account: 3010
Posting media: Journal Voucher,

Credit:

(6)b. Exchange of U,S. Dollars into local
currency with a gain on the exchange.
Contra to account: 1020

Posting media: Monthly Suwmmary of Transac-
tions recorded in the Cash Disbursements
Journal-Voucher Register.



4520 ° GAINS AND iOSSES ON PROPERTY DISPOSITIONS

115 is a debit or credit balance (nominal) account maintained to show the amount of gains

or losses realized in the disposition of property.

Debit:

(18)a. or b. Amount of loss on the
disposition of property by sale or
survey.

Contra to account: 1240, 1410, 1610
Posting medla; Collection schedule
or report of survey actilon.

(27)b(2) To close annually.

Contra to account: 301C
Posting medla: Journal Voucher.,

4530

-Posting media:

Credit:

(17)a. Return of Supplies and/or Property to
the stores account (when the project is not to
receive credit).

Contra to account: 1410

Posting media: Journal voucher supported by a
stores credit slip.

(18)a. Amount of income on the disposition of
property by sale.

Contra to account: 1020, 1240

Sales contract or collection

schedule.

GAINS AND LOSSES ON INVENTORY ADJUSTMENTS

is is a debit or credit balance (nominal) account maintained to show the amount of gains

r losses in inventory discovered at periodic inventory taking.

Iosses recorded to this

account result from a downward adjustment in the inventory and reduce the amount of funds

available for programming.

Gains recorded to this account result from an upward adjust~

ment in the inventory and i:.crease the amount available for programming.

Debit:

(20)b. Dowmward adjustments in Stores
inventory based nn physical inventory.
Contra to account: 1410

Posting media: Journal Voucher prepared
from an analysis of inventory schedules.

(27)0(2) To close annually.
Contra o account: 3010
Posting media: Journal Voucher.

Credit:

(20)a. Upward adjustment in Stores inventory
based on physical inventory.

Contra to account: 1410

Posting media: Journal Voucher prepared from
an analysis of inventory schedules.



4710 INCOME - MISCELLANEOUS

This is a credit balance (income) account maintained to show the amount
of income accruing to a Joint Entity for interest earned on bank deposits
property donated to the Joint Entity, and other income not otherwise
classified in the Chart of Accounts. The amount reflected herein, when

collected, will be available for programming.

Debit: Credit:

(27)b(2). To close annually. (11). 1Interest income received or

Contra to account: 3010 credited on bank deposits.

Posting media: Journal Voucher Contra to account: 1020 or 1030
Posting media: Advice of interest
received.

(16) Amount estimated to be the
value of Stores donated to a Joint
Entity.

Contra to account: 1410

Posting media: Receiving report or
Journal Voucher rrepared from an
analysis of the transfer documents.



10 EXPENSE - OPERATING

This 1s a debit balance (expense) account maintained to show the total operating expense

The amount reflecte

charged to the projects of a Joint Entity during each fiscal period.

ed in this account will control and agree with the sum of the amounts reflected in the

Project Ledgere as expenditures for all classes of expenditures except those for

"equipment" and "real property.”

Debit:

Value of services received per the
terms of & Contribution or Project Agree-
ment, if received after the agreed date
of availability.

Contra to account: 1210, 1220, 1230
Posting media: Receiving report or other
evidence that the services were furnished.

(5)a.

(5)b. Value of services received per the
terms of a Contributions or Project Agree-
1t, if received on or prior to the
reed date of availsblility.
--atra to account: 1310, 1320, 1330
Posting media: Receiving report or other
evidence that the services were furnished.

(8)b. Replenishing an Imprest Fund for
rayments out of the Fund for expenses.
ConLra to account: 1020

Posting media: Monthly Sumary of Trans-
actions recorded in the Cash Disbursements
Journal-Voucher Register.

(9)p(2) ard (3) The receipt of a reime
bursement. voucher for the performance of
travel.

Contra to account: 1130, 1020

Posting media: Monthly Sumary of Transac-
tions recorded in the Cash Disbursements
Journal-Voucher Register.

(10)b. Replenishing a Project Disbursing

Officer for payments out of his advance

for expenses.

Contra to account: 1020

Posting media: Monthly Summary of Trans-
-ions recorded in the Cash Disbursements
anal-Voucher Register.

Credit:

(12) Amount of refunds collected without
billing for overpayment of expenses.
Contra to account: 1020 or 1030

Posting media: Collection schedule.

(14)a. Amounts billed for refund of
overpayments of expenses.

Contra to account: 1240

Posting media: Billing invoice or demand
letter.

(17)c. Return of supplies from a project
to a stores account when a project is to
receive credit.

Contra to account: 1410

Posting media: Montbly Summary of
Transactions recorded in the Cash Dis=-
bursements .Journal-Voucher Register.

25)b.

526gb. of next fiscal period.
Contra to account: 2010, 2110
Posting media: Journal Voucher.

To reverse accruals at beginning

(27)b(1) To close annually.
Contra to account: 3010
Posting media: Journal Voucher.



5010 CONTINUED

Debit: Credit:

(15) Amounts of payment vcuchers paid for ex=
penseeg other than personal services.

Contra to account: 1020 or 1030 and/or 2310
Posting medla: Monthly Summary of Traunsactions
recorded in the Cash Disbursemenis Journale
Voucher Register. (alsc see entry (23)b.)

(17)b. Return of equipment from the project
to the stores account (without credit to the
project) requires this additional entry to
transfer the original amount from the egquip-
ment account to this account,

Contra to account: 1510

Posting medla: Journal voucher supported
by a stores credit slip.

(19) Amount of stores vouchers issued for
supplies and materials.

Contra to account: 1410

Posting media: Monthly Summary of Transace
tions recorded in the Cash Disbursements
Journal=Voucher Reglster,

(21) Amount of payroll vouchers paid.

Contra to account: 1020, 2210

Pcsting media: Monthly Summary of Transactions
recoxrded in the Cash Disbursements Journele
Voucher Register.

(25)a. To record accrunls at end of a fiscal
(26)a. period.

Contra to account: 2010 or 2110

Posting medla: Journal Voucher supported by

a listing of billed and/or unbilled obligations.



Entry No.

10.
11.
12.
13.
1k,
15.
16.
17.

18.
19.
20.
2l.

22.

" Attachment to M.0. Th2.2
APPENDIX B

INDEX TO PRO FORMA ENTRIES

and

PRO FORMA ENTRIES

Signing of the Contribution Agreement

Signing of a Project Agreement

Third Party Agreement

Contribution Receivable Due

Contribution Payment Recelved

Exchange of U.S. Currency into Local Currency
Allotments

Advances to Imprest Fund Cashiers

Advances to Travelers

Advances to Project Disbursing Officers

Interest Income on Bank Deposits

Collection of Refund ﬁhen No Bill Issued

Billing and Collecting for Reimbursable Activities
Billing and Collecting for Refund of Overpayments
Payment of Vouchers Other than Payroll

Materials and Equipment Acquired by Donation

Return of Supplies and/or Property from a Project to a Stores
Account.

Disposition of Property
Stores Issued

Stores Inventory Adjustments
Payment of Payroll Vouchers

Payment of Employee Withholdings 2?



Entg No.
23.

2k,
a25.
26.

a7,

Receipt of Suspense Deposite (contract performance, etec.)
Return of Suspense Deposits

Recording Accrued Iiabilities

Recoxrding Accounts Payable

Closing Entries



3igning of the Contribution Agreement

Upon the signing of an agreement between ICA/USOM and a Cooperating
Government to contribute cash and/or supplies, equipment, and
services, to a Joint Entity for the purpose of carrying out an
agreed joint program -
Dr. 1310 Receivables - Contribution Agreement - USOM (name
of Cooperating Government)
Dr. 1320 Receivables - Contribution Agreement - (Name of
Cooperating Government)
Cr. 3010 Net Worth

also

Dr. 3130 Contributions and Income ~ Anticipated
Cr. 3110 Contributions and Income - Unprogrammed
Posting media: Contributions Agreement (accounting copy) or a
Journal Voucher prepared from an analysis of the
Contribution Agreement.

Note: The U, S. Embassy buying rate at date of execution of the
annual agreement, or such other agreed cate, is used to
convert the agreed U. S. dollar contribution to local
currency for recording purposes. The amount of U. S.
dollars contributed is recorded in description column

of the Receivable Account affected for reporting purposes.

\b>



2. Signing of a Project Agreement.

Amount approved for progremming in the project agreements =
Dr. 3110 Contributions and Income -~ Unprogrammed
Cr. 3210 Programmed Funds = Unallotted
Posting media: Project Agreement (accounting copy) or a Journal Voucher

prepared from an analysis of the Project Agreement.

3. Third Party Agreement

Agreements with third parties calling for contributions in cash and/or supplies,
equipment, and services for the purpose of carrying out a project or projects.
Dr. 1330 Receivables = Third Party Agreements
Cr. 3010 Net Worth
also
Dr. 3130 Contributions and Income - Anticipated
Cr. 3110 Contributions and Income = Unprogrammed
Posting media: Third Party Agreement (accounting copy) or a Journal
Voucher prepared from an analysis of the Agreement.

L, Contribution Receivable Due

When contributions, whether in cash or in-kind, are due but payment has not

been received on the agreed due date.
Dr. 1210 -Contributions = Due and Not Received - USOM/(name of coop. gov't.)
Dr. 1220 Contributions - Due and Not Received - (name of coop. gov't.)
Dr. 1230 Contributions = Due and Not Received = Third Party

where applicable, and

Cr. 1310 Receiv§bles = Contributions Agreement - USOM/(name of coop.
gov't.

Cr. 1320 Recelvables - Contributions Agreement - (name of coop. gov't.)
Cr. 1330 Receivables = Project Agreement - Third Party
Posting media: dJournal Voucher prepared from an analysis of the Contribution

Agreements, and Third Party Agreements in the case of third
parties. \ﬁjD



Contribution Payment Received

The receipt of payment covering an agreed contribution, whether in cash or

in-kind -

a. If contribution payment is in arrears =

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

1020

1030
110

1610

5010

Cr.
Cr.

Cr.

310

Cr.

Checking Account (name of local currency bank)
end/or
Checking Account (name of U.S. currency bank)

Stores (if contribution in-kind in the form of material or
non-expendable property)

Real Property (if contribution in-kind)

Expense = Operating (if a contribution in-kind in the form of
services)

1210 Contribution - Due and Not Received - USOM/(neame of coop gov't.
1220 Contribution - Due and Not Received -~ (name of coop. gov't.)

1230 Contribution - Due and Not Received = Third Party

also

Contributions and Income - Realized

3130 Contributions and Income - Anticipated

b. If contribution payment is received prior to or on agreed date -

Dr.

Dr.

Dr.

Dr.

Dr.

1020

1030

410

1610
5010

Cr.

Cr.

Checking Account (name of local currency bank)
and/or
Checking Account (name of U.S. currency bank)

Stores (1if contributions in-kind in the form of material or
non-expendable property)

Real Property (if contribution in-kind)

Expense - Operating (if a contribution in-kind in the form of
services)

1310 Receivables - Contribution Agreement - USOM/(name of coop gov't.
1320 Receivables - Contribution Agreement - (name of coop. gov't.)
- ol



-1|--

5. b. Continued

Cr. 1330 Receivables ~ Project Agreement - Third Party

also

Dr. 3140 Contributions and Income - Realized
Cr. 3130 Contributions and Income - Anticipated
Posting media: Collection schedule or receiving report whichever is

applicable,

Exchange of U.S. Currency into Iocal Currency

Exchange of U.S. currency into local currency =

a.

If exchange ls made wlthout a gain or loss on the exchange =
Dr. 1020 Checking Account (name of local currency bank)
Cr. 1030 Checking Account (name of U.S. currency bank)
If there 1s a gain on the exchange -
Dr. 1020 Checking Account (name of local currency bank)
Cr. 1030 Checking Account (name of U.S. currency bank)
Cr. 4510 Gains and Losses on Foreign Exchangé

also

Dr. 3140 Contributions and Income = Realized (amount of gain)

Cr. 3110 Contributions and Income - Unprogrammed (amount of gain)
If there 1s a loss on the exchange =
Dr. 1020 Checking Account (name of local currency bank)
Pr. 4510 Cains and Losses on Foreign Exchange (arount of loss)

Cr. 1030 Checking Account (name of U.S.currency bank)

also

Dr. 3110 Contributions and Income - Unprogrammed (amount of loss)

Cr. 3140 Contributions and Income - Realized (amount of loss)
Posting media: Monthly Summary of Transactions recorded in the Cash

Disbursement Journal-Voucher Regilster.

Note: In the foregoing entries record the net proceeds only, i.e., gross

receipts from the exchange less any bank commissions, fees, etc.



T. Allotments
a. Making an allotment -
Dr. 3210 Progranmed Funds - Unallotted
Cr. 3220 Unobligated Funds
b. Reducing or eliminating an allotment -
Dr. 3220 Unobligated Funds
Cr. 3210 Programmed Funds -~ Unallotted
Posting medla: Advice of Allotment
Note: ‘Enter also in the "Unobligated Balance” columm of the Project lLedger
affected, and in the "Cumulative Amount Allotted" columm of Section
I of the Project Ledger.

8. Advances to Imprest Fund Cashiers

a. Establish or increase an Imprest Fund -
Dr. 1090 Cash - Imprest Funds
Cr. 1020 Checking Account {name of local currency bank)
b. Replenishing an Imprest Fund -
Dr. 5010 Expense=(Operating
and/or
Dr. 1410 Stores
and/or other asset accounts when applicable
Cr. 1020 Checking Account (name of local currency bank)
Posting media: Monthly Sumuary of Transactions recorded in the Cash
Disburasements Journal-Voucher Register.
c. Repayment of an advance to close or reduce an Imprest Fund-
Dr. 1020 Checking Account (name of local currency bank)
Cr. 1090 Cash - Imprest Funds

Posting media: Collections schedule.



- 6 -
8. Continued
Note: The replenishment voucher will be recorded in the Cash Disbursements

Journal-Voucher Register in detail.

9. Advances to Travelers

a. Making an advance =

Dr. 1130 Travel Advances
Cr. 1020 Checking Account (name of local currency bank)

Posting media: Monthly Summary of Transactions recorded in the Cash

Disbursements Jourmal<Voucher Register.
b. Whole or partial repayment of an advance received -

(1) vhen repayment is in cash =

Dr. 1020 Checking Account (name of local currency bank)
Cr. 1130 Travel Advances
Posting media: Collection schedule,

(2) when the reimbursement voucher received from the traveler in repayment
of the outstanding advance is in an amount greater than the advance
outstanding =
Dr. 5010 Expense - Operating (amount of voucher)

Cr. 1130 ;rravel Advances (amount of advance)
Cr. 1020 Checking Account (amount the voucher exceeds the
outstanding advance)
Posting media: Monthly Summary of Transactions recorded in the
Cash Disbursements Journal<Voucher Register.

(3) wvhen the reimbursement voucher received from the traveler in repayment
of the outstanding advence 13 in an amount that is less than the
advance cutstanding -

Dr. 5010 Expense = Operating (amount of voucher)

Cr. 1130 Travel Advances (amount of voucher)



-T=

Posting media: Monthly Sumary of Transactions recorded in the Cash
Disbursements Journal-Vouchar Register.

10. Advances to Project Disbursing Officers

a. Establish or increase an advance to a Project Disbursing Officer -
Dr. 1080 Cash - Advance to Project Disbursing Officers
Cr. 1020 Checking Account (name of local currency bank)
b. Replenishing the advance to Project Disbursing Officer =
Dr. 5010 Expense = Operating
and/or
Dr. 1410 Stores
and/or other asset accounts when app_]_icable
Cr. 1020 Checking Account (name of local currency bank)
Posting media for 10.a. and 10.b.: Monthly Summary of Transactions recorded
in the Cash Disbursements Journal=-
Voucher Register.
c. Repayment of an advance to close out or reduce an advance to & Project
Disbursing Officer -
Dr. 1020 Checking Account (name of local currency bank)
Cr. 1080 Cash ~ Advance to Project Disbursing Officers
Posting meils: Collections Schedule.
Note: The replenishment voucher will be recorded in the Casr Disbursements
Journal-Voucher Register in detail.

11. Interest Income on Bank Deposits

When interest 1s received on bank deposits.
Dr. 1020 Checking Account (name of local currency bank)
Dr. 1030 Checking Account (name of U.S. currency bank)

Cr. 4710 Miscellaneous Income



11, Continued

also
Dr. 3140 Contributions and Income - Realized
Cr. 3110 Contributions and Income - Unprogrammed
Posting media: Advice of interest receilved.

Collection of Refund When No Bill Issued

Amount of collections recelved as refund of overpayments when no billing has
been issued =
Dr. 1020 Checking Account (name of local currency bank)
or
Dr. 1030 Checking Account (name of U.H. currency bank)
Cr. 1410 Stores
and/or
Cr. 1510 Equipment - Operating (if refund is received after equip-
ment has been issued from Stores to a Project)
and/or
Cr. 1610 Real Property
Cr. 5010 Expense - Operating
Posting media: Collection schedule.
Note: Where appropriate (Credits to accounts 1510 and 5010), enter also
in the appropriate Project Ledger as a reduction of the affected

obligation and expenditure previously recorded.



13.

-9 -

Billing and Collecting for Reimbursable Activities

Amount of bills rendered covering reimbursable activity which when collected

will be available for programming =

8.

When billed -
Dr. 1240 Accounts Receivable = General
Cr. U410 Income - Operating
also
Dr. 3130 Contr.lbutions and Income « Anticipated
Cr. 3110 Contributions and Income = Unprogrammed
Posting media: Billing invoice, sales contract or demand letter.
When billing is collected -
Dr. 1020 Checking Account (name of local currency bank)
cr. l2hp Accounts Receivable - General
also
Dr. 3140 Contributions and Income - Realized
Cr. 3130 Contributions and Income - Anticipated
Posting media: Collections schedule.
Note; Efee entry No. 14 for recording billing and collecting for refunds

of overpayments.



-10-

1. Billing and Collecting for Refund of Overpayments

Amount of bills rendered and collections of refunds due -

&,

When billed -
Dr. 1240 Accounts Receivable - General
Cr. 1410 S8tores
and/or
Cr. 1510 Equipment - Operating (1f billing for refund is mede after
equipment has been issued from Stores to a Project)
and/or
Cr. 1610 Real Property
and/or
Cr. 5010 Expense = Operating
Posting media: Billing invoice or demand letter,
When billing is collected -
Dr. 1020 Checking Account (name of local currency bank)
or
Dr. 1030 Checking Account (name of U.S. currency bank)
Cr. 1240 Accounts Receiveble - Genexal
Posting media: Collection schedule.
Note: Enter also, in the appropriate Project Ledger, & reduction of the
affected obligation and expenditure previously recorded when

appropriate (e.g., accounts 1510 and 5010)

W



15.

-u-

Payment cf Vouchers Other Than Payroll

The amount of vouchers, whether vendors invoices, inprest fund replenishment

vouchers, or project disbursing officers replenishment vouchers paid for

services rendered (other than payroll) materials and equipment, and real

property furnished =

Dr,
Dr.
Dr.

Dr,

1410
1470
1610
5010

Stores

Goods In Trensit
Real Property
Expense = Operating

Cr. 1020 Checking Account (name of local currency bank)

and/or

Cr. 1030 Checking Account (name of U.S. currency bank)

Posting media: Monthly Summary of Transactions recorded in Cash

Disbursements Journal-Voucher Register.

Note: (1) When charged to Account 5010 » enter also in the "Total

(2)

Expenditures" column and the appropriate class of expenditure
column of the Project Ledger. Also adjust the obligation in
the "Obligation Incurred” column to agree with the expenditure
in the Project Ledger affected.

On basis of receéiving reports a journal voucher will be
prepared to transfer the value of goods received from account

1470 Goods in Transit, to account 1410 Stores.
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16. Materials and Equipment Acquired by Domation

Amount; estimated o be the cost of materials and equipment as if purchased

on the date of the donstion -

Dr. 1410 Stores

Cr,

4710 Miscellanecus Income

also

Dr. 3140 Contribution and Tncome - Realized

Cr.

3110 Contributions and Income ~ Unprogrammed

Posting media: Recelving report or Journal Voucher prepared from an

Kote: 1.

analysis of the transfer documents.
All doﬁations will be recorded to the Stores account whether
or rot the donation is made direct to a Project.
When the donation is made direct to & Project and the donation
would constitute programming in addition to¢ that planned and
allotted for, then the amount credited to "Contributions and
Income - Unprogrammed™ for the amount of the donation should
be programmed to the prujuct and allotted to the Project. If
the donation covers a requirement included in the original
project plan, an entry to program the amount to the project
followed by an edditional allotmernt to the project is not
required. In this latter case, the value of the donation
increases the cash available for programming inasmuch as it
replaces cash intended for this project. In both cases, an
entry reflecting issue from Stores to the Project will be

made.
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Return of Supplies and/or Property from a project to the Stores Account.

Normally, the project will not receive credit for property or supplies once

issued to them. If, however, the circumstances merit such credit » an alter=

native eantry is provided.

a.

Ce

If project is not to recelve credit for the items.
Dr. 1410 Stores (residual or estimated value of property or supplies)
Cr. 4520 Gain or loss an Disposition of Property

also

Dr. 3140 Contrivutions and Income - Realized
Cr. 3110 Contributions and Income - Unprogrammed.

Posting media: Journal-Voucher supported by Stores Credit Slip.

If the item is in the Equipment-operation account, the following additional

entry must be made.

Dr. 5010 Expense - operating

Cr. 1510 Equipment - Operating (original cost of property)

Posting media: Journal-Voucher supported by Stores Credit Slip.

Note: 1In the project ledger the entry would be to enter a credit in
columm 9 and a charge in colums 11 and 12 in the amount of the
original cost of the property.

If project is to receive credit for supplies and/or property.

Dr. 1410 Stores

Cr. 5010 Expense = Operating
and/or
Cr. 1510 Equipment = Operating
Posting media: Monthly summary of transactions recorded in the Cash

Disbursements Journal-Voucher Register,

\\/\
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Note: Entries in the project ledger would be a reverse of initial issue
to the project ledger. (See entry No. 19) This would decrease
the "Obligation" and "Total Expenditure” columns and increase the
"Uncbligated Balance” column.

Disposition of Property

Disposing of real property, equipment, a.nd/or stores inventory through sale

or through survey action declaring the property surplus or worthless.

a. When dispositicn is by sale =
Dr. 1020 Checking Account (if cash received)
or
Dr. 1240 Account receiveble = Genmeral (if billing issued)
Dr. 4520 Geins and losses on disposition of Property (Net loss « if any -
on sale)
Cr. 1410 Stores (carrying value of stores)
and/or
Cr. 1610 Real Property (carrying value of property)
Cr. 4520 Gains and losses on disposition of Property (Net profit -
if any - on sale)
also
The following entry for the amount of ILoss or Gain.
Dr. 3110 Contributions and Income - Unprogrammed

Cr. 3140 Contributions and Income - Realized (reverse if Net profit

on Sale)
Posting media: Collection schedule, Sales Contract, or Billing Invoice.
Note: If actual sale results in a deviation from the estimated sales
realization, this over or under amount will also be reflected in

account 3140 and 3110. \\fo
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18. Continued

b. When disposition is by survey as surplus or worthless -

Dr. L4520 Gains and Losses on Disposition of Property (carrying value of
property)
Cr. 1410 Stores (carrying value of stores)
Cr. 1610 Real Property (carrying value of property)

also

Dr. 3110 Contributions and Income - Unprogrammed
Cr. 3140 Contributions and Income - Realized
Posting media: Report of Survey Action or Excess or Surplus Declaration
with attached shipping ticket.
Note: 1If the Survey covers operating equipment, the entry described in
Entry No. 17 will first be made, and then Stores will be credited
in accordance with 18(b) above.

19. Stores Issued

When stores, including equipment, are issued from warehouse stock to a Project -

Dr. 1510 Equipment - Operating

and/or
Dr. 5010 Expense - Operating
Cr. 1410 Stores
Posting media: Monthly Summary of Transactions recorded in the Cash
Disbursements Journal-Voucher Register.

Note: 1. Even though the stores voucher is a non-cash voucher, it shall be
recorded in the Cash Disbursements Journal-Voucher Register, as
well as, the affected Project Iedger(s).

2. In the Project Ledger, entry will be recorded as an obligation
and expenditure. Equipment will be entered in colum 9, and
other items in the appropriate column.

\Q\'
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20. Stores Inventory Adjustments

Amount of adjustmentas of stores based upon physical inventory «
a. If physical inventory exceeds book value,
Dr. 1410 Stores
Cr. 4530 Gains and Losses on Inventory Adjustments

also

Dr. 3140 Contributions and Income - Realized
Cr. 3110 Contributions and Income - Unprogrammed
b. If book value exceeds physical inventory -
Dr. 4530 Gains and Losses on Inventory Adjustments
Cr. 1410 Stores

also

Dr. 3110 Contributions and Income - Unprogrammed
Cr. 3140 Contributions and Income = Realized
Posting media: Journal-Voucher prepared from an analysis of inventory

schedules,
21l.. Payment of Payroll Vouchers

Amount of payroll vouchers pald =
Dr. 5010 Expense - Operating
Cr. 1020 Checking Account (name of local currency bank)
Cr. 2210 Exployee Deductions Withheld
Posting media: Monthly Summary of Transactions recorded in the Cash
Disbursements JournaleVoucher Register.
Note: 1. Enter also in the "Total Expenditures" colunm and the "Personal
Services" colum of the Project ILedger affected.
2. VWhen a bank account separate from that account out of which the
payroll voucher is paid is maintained, to which "employee deduc-

tions" are deposited, an additional entry debiting that bank D
\ ¢
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21. Continued
account for the smount of the deductions withh21ld would be

required.

22. Payment of Employee Withhnldings

Amount of payments of employee withholdings for taxes, retirement , ete, -
Dr. 2210 Employee Deductions Withheld
Cr. 1020 Checking Account (name of local currency bank)
Posting media: Monthly Summary of Transactions recorded in the Cash

Disbursements Journal-Voucher Register,

23. Receipt of Suspense Deposits

Amounts deposited to guarantee contract performance -
a. For cash deposit =
Dr. 1020 Checking Account (name of local currency bank)
Cr. 2310 Suspeunse Deposits
Posting media: Collection schedule
b. For amount withheld from disbursement voucher to guarantee further
performance =
Dr. 1410 Stores
Dr. 1610 Real Property
Dr. 5010 Expense - Operating
Cr. _2310 Suspense Deposits
Posting media: Monthly Svumary of Transactions recorded in the Cash

_ Disbursements Journal-Voucher Register.
24k, Return of Suspense Deposits

Amount of contract deposits, etc., returned -

Dr. 2310 Suspense Deposits
Cr. 1020 Checking Account (nawe of local currency bank)

Posting media: Monthly Summary of Transactions recorded in the Cash

Disbursements Journal-Voucher Register.

\/p\



25. Recording Accrued ILiabilitles

a. Amounts due and payable for goods and services received for which vendor's
invoices have not heen received, determined by inventorylng the outstanding
otligations at the end of a fiscal period =

Dr. 1410 Stores
and/or
Dr. 5010 Expense - Operating
Cr. 2110 Accrued Iiabilities
Posting media: Journal Voucher supported by & listing of the unpaid
obligations for which involces have not been received
or will not be received such as for payroll items.
b. At the beginning of the fiseal period, reverse the above entry by -
Dr. 2110 Accrued ILiabilities
Cr. 1410 Stores
and/or
Cr. 5010 Expense = Operating
Posting media: Journal Voucher
Note: This adjusting entry will not be recorded in the project

Ledgers.

WY
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Recording Accounts Payable

&. Amounts due and payable for goods and services received for which vendor's
invoices have been received, but payment has not been made =
Dr. 1410 Stores
and/or
Dr. 5010 Expense - Operating
Cr. 2010 Accounts Payable
Posting media: Journal Voucher supported by a listing of outstande
ing invoices payable.
b. At the beginning of the fiscal period, reverse the above entry by =
Dr. 2010 Accounts Payable
Cr. 1410 Stores
and/or
Cr. 5010 Expense - Operating
Posting media: Journal Voucher.
Note: This entry will not be recorded in the project Ledgers.

Closing Entries

a. Monthly closing entries -
(1) Dpr. 3220 Unobligated Funds
Cr. 3230 Unliquidated Obligations
Posting media: Journal Voucher prepared from an analysis of the
Monthly Summary of Project Ledger Totals - "obligations
incurred” column.
(2) Dr. 3230 Unliquidated Obligations
Cr. 3240 Expended Funds
Posting media: Journal Voucher prepared from an analysis of the Monthl;

Sumery of project Ledger Totals - "total expenditures”
colum, \7:9
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27. Continued

b. Annual closing entrles =
In addition to the entries under a. above, make the :ollowing entries =
(1) To close expense -
Dr. 3010 Net Worth
Cr. 5010 Expense = QOperating
Posting media: Journsl Voucher
(2) To close income =
Dr. 4410 Income - Operating
Dr. 4510 Geins and Losses on Foreign Exchange
Dr. U520 Geins and losses on disposition of Property
Dr. U4530 Geins and Losses on Inventory Adjustments
Dr. 4710 Income - Miscellaneous
Cr. 3010 Net Worth
Posting media: Journal Voucher
(3) To close expended allotments =
Dr. 3240 Expended Funds
Cr. 3140 Contribution and Income - Realized
Posting media: Journal Voucher
Note: The entries under b. (2) above, are listed as they are
normally expected to occur, if however, any one of the
accounts has a balance opposite of that shown, the

reverse of the entry would be required.



Attachment to
M. 0. Th2.2

APPENDIX C
PROJECT LEDGER

The attached format of a Project Ledger is divided into two sections,
i.e., Section I. "Funds Programmed and Allotted" and Section II, "Obligations

and Expenditures.” The column headings and content follow:
1. Sec%ion I. "Funds Programmed and Allotted”: This section reflects

funds programmed and allotted to a specific project. A review at any
time of the data entered in this section advites management quickly as
to whether funds have been allotted to the project as scheduled,
whether total allotments bears a reasonable relationship to total
obligations and, by simple analysis, whether an adjustment in fund
requirements would be proper for consideration. This Section of the

project ledger is composed of four colums as follows:

Column 1. *Date”: Enter the date the allotment is expected to be

made to the project.
Column 2. "Cumulative Amount Plapned through the Date Shown": Enter

amount of allotment expected to be made to projects on the date cited

in Col. 1. Each line entry should show the cumulative amount for the
date shown. The total uhould egree with "budgeted plan”" for the project.
This complete entry for the year should be made when the project agree-

ment 1s signed.
Coclumn 3. "Date™: Enter date allotment actually made to project.

Columm 4. "Cunulative Amount Allotted": Enter the amount actually

allotted to the project on the date cited in Col. 3. Each line entry
should be the cumulative total allotted for the current year and should

be entered from the allotment advice.

4
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2, Section II. "Obligations and Exggnditures": This section reflects

obligations incurred, the unobligated balance of funds allotted to the
project, and the expenditures. Obligations liquidated are the same as
motal expenditures" therefor unliquidated obligations are determined
by deducting "Total expenditures" from "Obligations Incurred". Expen=
ditures are distributed oa the ledger to columns headed for personal
services, materials, equipment, and all other classes of expenditures.
The followl: 5 columns comprise this Section:

Colum (1) "Date": The date that the transaction is posted to the pro-

Ject ledger is recorded in this column.

Column (2) "Description”: In recording obligations, the names of vendors

or contractors are cited; in recording disbursement vouchers, the names
of payees and the purchase order number or obligation number is shown.
A1l adjustments and charges between projects should be completely cross=-

referenced.

Column (3) "Reference": The office file number of the document posted

should be entered; for example, the contract number, purchase order

number or voucher number.

Column (4) "Obligations Incurred”: Enter the amounts of obligations

incurred on account of personal services, contracts, purchases, travel, and
other firm commitments, including transfers of goods and services between
projects. Reguisitions from Stores are to be entered in this column prior
to Stores action except when administrative procedures provide otherwlse
for small purchases and requisitions. The incurrence of an obligation
reduces the unobligated balance of allotment Col. (5). A negative entry

is made in Col. (L) when an adjustment or cancellation of an obligation

reduces the total of obligations incurred.

\Vr
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Colum (5) ™Unobligated Balance®: The recording of an allotment of funds

in Section I, "Funds Programmed and Allotted," is also posted to this

columm, thus increasing the balance. An adjustment or cancellation in
the obligations incurred colwmn alsc affects this balance. A downward
adjustment increases the balance and an upward adjustment decreases the

balance.
Colum (6) "Total Expenditures": Enter in this columm the total amount of

each payment and the value of goods contributed, donated, or issued to this
project. The total of this column should equal the combined total of all
classes of expenditure money columns.

Column (7) "Personal Services”: Enter the total of each payroll voucher.

Colum (8) “Materials": Enter the total of all supplies and materials

purchased or made available by contribution or donation to the project.

If there 1s a separate project for warehouse or inventory (Stores in general
ledger) transfers of supplies or materials fro; that project to this project
would be recorded in this column.

Column (9) "Equipment Owned®: Enter the total of all non-expendable equip~

ment issued to the project. Equipment which is carried as an inventory

item in the Stores account should not be included here until issued from
stock inventory to a project. Equipment that is purchased and installed

in a bullding to actually become & part of the building, such as furnaces,
refrigerating equipment, ete., should not be shown in this columm, but
should be coded as "Equipment installed in Building,” or treated as material,
depending on the type and nature of the project. |

Colum (10) Blank: An extra column has been provided, to be filled in by

the Joint Entity for any other volumn type trsnsactions based on nature of

- \“"/\
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project. (For one project the major recurring item might be Contract
Services; for another project the colum might be used for Travel, ete.)

Colurm (11) "Class”: Enter the "class" of expenditures reflected in

col, (12) "Other". For example, rent, utilities, printing, etc. This
column is provided so that certain classes of expenditures which are
expected to occur relatively infrequently, may be determined by analysis

when or if desired.

Colum (12) "Other": Enter the amount of the expenditures, such as for

rent, commnications, printing, etc., that are not refleeted in the pre=-

ceding expenditure columns.

3. Closing. At the end of each month the colums of the pro,ject ledger of

each project are totaled and by subtracting the brought forward figures
from the previous month from the totals at the end of the month, the
current months activity is determined. Using a blank ledger sheet, prepare
a "Monthly Swmary of Project Ledger Totals," (C-2). List the project
title and number in the "description" columm and the total of current
months activity for each project in each of the other columns affected.
Entries made from this Summary to the General ledger are described in
Entry No. 27, of the Pro Forme Entries, Appendix B.

The Joint Entity should use a modified Project Ledger Sheet to make a
cumlative history record of each project, by entering a line item for
the yearly activity on the individual project. |

This can be accomplished by making three columns in the description
colum of & Project Ledger Sheet with the followlng titles; (1) Budget

Plan, (2) Amount Allotted, and (3) Variance. Each year, after determining
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the totals for the yearly transactions, enter these totals in the

appropriate colums, with a cumulative total carried forward.

NOTE:

It is expected that in the adoption of the form of Project
Iedger shown as Appendix C-1l, that two different ledger sheets
would actually be printed. One ledger sheet would be printed
as shown in Appendix C-l, and the form would be used only on
those occasions when there is a change to the Funds Programmed
and Allotted. The second printed form would be a continua-
tion sheet which would reflect the Project No. and Title

and Section II. These latter captions would be printed

near the top of the ledger sheet permitting more foom for
posting transactions. All ledger sheets used for a projcct,
whether carrying Sections I ard ITI or just Section II, would

be numbered consecutively in the ledger.

2\



AFPFNDIX G-1

- __1JOINT ERTITY SECTIGH I: FUNDS FROGRalRED ANWD ALLOTTED
LATE CUMULATIVE AMOUNT DATE CUMULATIVE AMOUNT
PLANN-D THROUGH ALLOTTED
PROJECT LEDCER DATE SHOWN
Q) ) ) (2)
2/1/58 100,000 7/1/58 100,000
10/1/58 200,000 10/1/58 200,000
1 300,000 1/1/59 255,000
/59 400,000 L/1/59 5752000
FROJECT NO. ARD TITIE
SECTION JIT; OBLIGATIQHS AND EXPENDITURES
GLaSSEs W XDITuRGS
DATE DESCRIPTION TEF. UBLIGATIGHS | UNOBLIZATED TOTAL PLRSQAL VATERIALS | CQUIIVENT ALL OfUIR
INGURRED BALANGE EXPENDITURES | SiRVIGES 0.:0.D CLaS8 AMOULIT
1) (2) ) () (51 6) () (&) (9} Q0) au {42)
1959
6/L | EFW 331,50 43,500 265,000 204, 000 42,000 12,006 - — 600
6/3 | Payroll Obligation n/aes 8,500 35,000
®5/3 Supplies requisitioned fram
Stores R/06 700 34,300
® 6/} { Squiment requisiticned from
Stores R/097 500 33,300
6/6 Services Order.d P/185 1,200 32,600
€/6 | Vouchered R/796 V0.39 700 700
6/7 | Voushered Rent P/155 VO./1 1,00 Keni 200
5/8 Vouchered Telephone P/156 V0.0 60 S, 50
6/9 | Suppliec Ordered P/136 12,400 20,200
6/12 | Vouchared Payxdll /025 V0.42 (600) 20,300 7,900 7,900
6/14 | Vouchered Services P/185 V0.5 20C 20,600 1,400 Servicas| 1,400
6/16 | Payrall Ohligations H/X26 8,900 11,700
6/17 | Equipnent Received R/097 V0.4, 500 500
6/22 | services Ordered /0 187 2,700 9, 000
6723 | Supplies Neceived ‘fy069 V0..5 (1,000) 10,000 3,200 3,200
6/28 | Voucher Payralls M/026 V.46 8,500 8,900
6/29 | Services Orered P/183 2,000 8, 000
6/29 | John Doe -~ Travel TA/72 V0..3 300 Travel 300
6/29 | Vouchered Services P/0100 & 12 § V0.47 by 700 Services| 4,700
££29 | Marehouse Charee PAISH ¥0,5) 1,200 1,200
6/30 |} Closc 367, 000 8,000 294,260 220, 800 47,100 12,500 — 13,860
Amt., BR 331,500 265,000 204,000 242,000 12,000 - 7,000
TRANSACTIGNS THIS MONTH 25,500 8,000 29,260 15,800 5,100 500 — 6,860

¥ It is cptiomal as to whether S8eall Purchases or Stores Requisitions will be prevalidated.

See paragraph IX. of Text of ilammal Order.

HSeenotefolbﬂngmmtinhAppmdijtortheehnﬂmtimofSectimImennoch&nge1nnmds Programmed and Allotted is required.



————ee—me. JOINT ENTITY

APPENDIX C-2

SECTIQW I3 FUND PROCRAMMED AND ALLGITED

DATE CUMULATIVE AMOUNT DATE

CUMULATIVE AMOUNT

PLANNED THROOUGH ALLOTTED
DATE SHOMN
FROJECT IFDGKR Q) (2) &) (4)
PROJECT NO, AMD TITIE
SECTION I¥; OBLIGATIONS AND EXPENDITURES 3
CLASSES OF FXPEND ITURES
DATE DESCRIPTION REF, OBLIGATIONS | UNOBLIGATED TOTAL PERSOHAL MATERIALS |EQUIPMENT ALL CTHER
INCURRED BAIARCE EXFEMDITURES SERVICES OWNED [1)2.X.0)
(1) (2) (3) (4) (5) (6) {(7) (8) (9) (10) Q1) (12)
1959 MONTHLY SUMMARY!OF PROJECT LEDGFR TOTAIS
6/30 | PROJECT X 35,500 8,000 29,260 16,800 5,100 500 — 6,860
PROJECT Y -0- 0= ~0- -0- -0~ -0- -0~ ~0-
PROJECT 2 =0 =0 =0~ =0- =0 =0- =0 _=0-
(1) 35,500 8,000 29,260 16,800 5,100 500 O 6,860
Entry:
(1) Dr. Unobligated Funds, a/c 3220 35,500
Cr, Unliquidated Obligations, a/c 3230 35,500
(Obligations Incurred Col.s)
() Dr, Unliquidated Chligation, a/c 3230 29,260
Cr. Expended Funds, a/c 3240 29,260

(Total Expenditures Col, 6)



JOINT Appendix D
CASH DISBURSEMERTS JOURNAL — VOUCHER REGISTER
VOUCHER NAME OF U.S. BANK ' HAME OF BARK HAME OF BANK | FEXPERCE- MISC, DEBITS MiSC, CREDITS
OPERATING —
CK. | U.S. DOLL{ L.C. | CK. CK. ACCOUNT ACCT, ACCT,|
DATE DESCRIPTION NO.| AMoonT | RO, | AMoUWT AMOURT| 20, | AMOUNT HO,  AMCURT 5010 NO. | AMOUNT NO. AMOUNT
8 (2) (3) ) (5) (6) (7 (8) 9) Qo) Q1) a2) (13) (34) 15) (16)
1959
6/6 | Stores Issued to Pro-
Ject 39 700 700 1410 (8) 700
6/8 | Y Telephone Co. 40 60 28 60 60
6/8 | 7 Real Estate Co. -
Remt Jal 400 62 400 400
6/12 | Payroll 42 7,900 { 49 700 | 3.500 | 29 4,400 7,900
6/14 } A Co. Service 43 1,400 63 1,400 1,400
6/17 | Bquipment Yssued 4 500 1510 |(2) 500 | 1410 (8) 500
6/23 | ¢ Supplier 45 3,200 51 640 | 3,200 3,200
6/28 | Payroll F73 8,900 | 52 980 | 4,900 | 30 4,000 8,900
6/29 | A Co. Service L7 4,700 (A 4,700} 4,700
6/29 | Jobn Doe - Applied
to Travel Advance 48 300 300 1130 (7) 300
6/29 | Stores Issued to
Prox. 49 1,200 1,200 1410 (8) 1,200
6/29 | Richard Roe - Travel
Advance 50 200 | 53 40 200 1130 }(3) 200
TOTALS 29,460 2,360 | 11,800 8,460 6,500| 28,760 700 2,700
Jams: Bal. Aud. -0 -0 -0- -0 -0- -0- -0- —O-
(4) (5) (6) 9)
TOTAL CURRERT MORTH 29,460 2,360 | 11,800 8,460 6,500 28,760 700 2,700
MONTHLY SUMMARY OF TRANSACTIORS
Debit: Credit:
(1; Expense of a/c 5010 28,760 (4) U.S. Bank a/c 1030 11,800
(2) Equipment a/c 1510 500 {(5) L.C. Bank a/c 1020 8,460
(3) Travel Advance a/c 1130 200 6; L.C. Bank a/c 1021 6,500
7) Travel Advance a/c 1130 300
(8) Stores a/c 1410 2
29



Attachment to
M. 0. Th2.2

APPENDIX D

CASH DISBURSEMENRTS JOURNAL~VOUCHER RECISTER

The attached format of the Cash Disbursements Journal-Voucher Register
contains sixteen columns. The size of the "Reglster" and the number of
colums would be determined by the number of bank accounts with which the
Joint Entity is involved. The column headings and content follow:

Column (1) "Date": Enter the date of the trensaction.

Column (2) "Description”: Enter the names of vendors, contractors, or

employees as the case may be. When non-cash vouchers are recorded and
projects are involved, include the name and pumber of the project.

Columns (3) and (4) "Voucher No. and Amount": Enter in ¢hese columns the

voucher number and the total amount of the voucher. Veucher aumbers will
be assigned and entered consecutively. All non-cash vouchers will be assign=-
ed numbers in the same series with vouchers requiring the payment of cash.

Columns (5) and (6) "Check No. and U.S. Dollar Amount”: Enter in these

columns the check number and the amount of the check drawn against a

U. S. Dollay account.

Column (7) "Local Curvency Amount": Enter the amount of local currency

equivalent to the amount of the U, S. Dollars paid out and reflected

in Col. (€).

Colums (8) and (9) "Check No. and Amount"”: Enter in these columns the check

number and the amount of the check drawn against a local cuirrency account.

Colums (10) and (11) “Check No. and Amount': G3ame as Cols, (8) and (9).

Column (12) "Expense-Operating, Account 5010": Enter the amount of exﬁenee

@)

chargeable as reflected on each voucher. A single columm is provided for
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this account because it is expected that most vouchers will affect the

expense account.

Columns (13 and (1l4) "Miscellaneous Debits - Account No. and Amount": Enter

in these columms the generzl ledger eccount number affected and the amount

of the charge (debit) to the account.
Colums (15) and (16) "Miscellaneous Credits - Account No. and Amount": Ente

in these columns the general ledger account number affected and the amount
of the credit to the account.

At the closing of each month the money columns of the "Register" are
totaled and a "Monthly Summery of Transactions" is prepared as shown on
the attached format. If there is not room on the last page of the

"Register" for the month, the Monthly Summary should be prepared on a

blank "Register" page.

s
-



Appendix E

Account No._
Page No.____
Jp.T NI ENRITY
GENERAL LEDCER
Account Title
Reference Description Deblt Credit Balance

M#.__ng
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Appendix ¥

Account No.__
Page NO._

JOINT ENTITY

GENERAL LEDGER
3SR ACCOUNT
Asoount Title
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Appendix G
Journal Voucher No.
JOINY ENTITY

JOURNAL VOUCEER

' y . - : e ]
Reference Explanation .Dabit Credit

. Approved by
(s1gned) - (signed)

ttle , Title

epared by




