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General Situation

Throughout this course of instruction consider yourself to be Colonel
Lynn MERTES, U.S. Marine Corps, Seventh Force Service Group, Fleet
Marine Force, Camp Lejeune, North Carolina 28542-5050

The following information is furnished to further introduce you to
your new identity as well as give you essential facts needed to
perform your disbursing duties:

PERSONAL DATA

=5 V3 LYNN MERTES
Brade: ... ..ttt it e e e e e e e e e e e e e Colonel
Component: .. ... ... ... .. e e U.S. Marine Corps
(0 3404

Social Security Number: ... ... ... . ... ... ... . ... 268-66-9355

Office Symbol Number:............ ... ... 8190
Alphabetical Designator:......................... "E”"
Activity Accounting Number:...................... 60909
Official Treasury Signature:..................... L. MERTES
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STUDENT OUTLINE/ADVANCE SHEET

DISCHARGE DISBURSING OFFICERS' RESPONSIBILITIES

PURPOSE: The purpose of this period of instruction is to provide you
with the skills and knowledge to discharge responsibilities of a
disbursing officer.

STUDENT REFERENCES: Navy Comptroller Manual Vol. IV, Chapter 1,
Parts A-B, Sections I-V.

TERMINAL LEARNING OBJECTIVE:

With the aid of the Navy Comptroller Manual Vol IV, list in writing
the five responsibilities of a disbursing officer, in accordance with
the Navy Comptroller Manual Vol IV. (1.2.1)

ENABLING LEARNING OBJECTIVES:

1. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing the purpose of the Marine Corps disbursing system, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 1, Part
A, Section I. (1.2.1la)

2. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the definition of a disbursing officer, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 1, Part A, Section I.
(1.2.1b)

3. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the standard organization of a disbursing office ashore, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 1, Part
A, Section III. (1.2.1lc)

4. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the specific authority for disbursements, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 1, Part B, Section
II-III. (1.2.1d)



5. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the three alternatives available in connection with
questionable payments, in accordance with the Navy Comptroller Manual
Vol 1V, Chapter 1, Part B, Section II. (1.2.1e)

6. With the aid of the Navy Comptroller Manual Vol IV, state in
writing required action to be taken when a suspected fradulent claim
igs presented for payment, in accordance with the Navy Comptroller
Manual Vol IV, Chapter 1, Part B, Section IV. (1.2.1f)

7. With the aid of the Navy Comptroller Manual Vol IV, state in
writing specific information required for relief of liability for the
physical loss of funds, in accordance with the Navy Comptroller
Manual Vol IV, Chapter 1, Part B, Section V. (1.2.18)

STUDENTS REQUIREMENTS:

1. Scan the references.
2. Perform the written assignment.

WRITTEN ASSIGNMENT

A. COMPLETION:

1. Proposals to establish Marine Corps disbursing offices ashore
at new activities or at activities previously receiving disbursing
service from other sources will be forwarded to

2. The four principal functions of a disbursing office is to
provide one or more of the following:

(1)
(2)
(3)
(4)

3. Requests for advance decisgions of the Comptroller General
will be addressed from the disbursing officer to the
via the and

the

4. The alternatives available in connection with questionable
payments are to seek , an
or to make a
as ordered by the commanding officer in writing

5. A disbursing officer is for a payment made
on a or voucher or pay receipt though not
a participant in the fraud.




OUTLINE:

1. PURPOSE OF THE MARINE CORPS DISBURSING SYSTEM

a. Marine Corps disbursing system will provide ,
, and disbursing service to its
military and civilian personnel and to its suppliers of
and

b. In discharging the purpose of the disbursing system, the
disbursing officer is responsible for:

(1) Procuring, Maintaining custody of, and Disbursing
public funds used in payment of military and civilian personnel, and
suppliers of materials and services.

.(2) Maintaining records of all transactions.

(3) Preparing periodic reports and
returns.

(4) Performing complete of military

pay accounts, collections and disbursement vouchers and related
documents.

(5) Accepting for into the U.S Treasury
amounts due the Navy Department.

(6) Providing of vouchers representing
supplies, materials and services.

(7) Processes invoices for payment against formal and
informal contracts.

(8) Establishes quality assurance policies, programs,
‘methods and procedures in disbursging operations.

(9) Resolving technical accounting questions revealed during
audits.

2. DEFINITION OF A DISBURSING OFFICER

a. A disbursing officer isg an officer of the Marine Corps

asgsigned by igsued by the Commandant of the
Marine Corps to a gpecific ship or shore station to perform general
duties relating to the of and

for public funds entrusted to them by virtue of their office.

b. The Commanding Officer may assign a supply officer or
civilian employee under his command to perform disbursing duties, but
the civilian must be at a specific activity.




3. STANDARD ORGANIZATION OF A DISBURSING OFFICE ASHORE

a. Standard Organizational Units

(1) Military Pay Accounts Unit: Maintains military pay
accounts and prepares money lists.

(2) Public Voucher Unit: Prepares public vouchers as
required and verifies all public vouchers designated for payment by
the disgbursing.

(3) Fiscal Unit: 1Issues all checks, maintains the cashbook
and other records, processes the civilian payroll, and prepares the
financial returns and reports of the disbursing officer.

(4) Savings Bond Unit: Prepares and distributes savings
bondg, maintains the required reports. The only savings bond unit
left in the Marine Corps is at Cherry Point, N.C. and deals only with
civilian savings bonds. As you know, all gavings bonds isgsued to
Marine Corps personnel are maintained at the MCFC

b. Typical Organizational Units
(1) Pay
(2) Travel
(3) Fiscal/Public Voucher

(4) Quality Assurance/JUMPS

4. SPECIFIC AUTHORITY FOR DISBURSEMENTS

a. Official funds will be received and disbursed only by order
of or on the authority of the '

b. By the of the Commanding Officer in the chain of
command.

c. By the Secretary of the Navy

d. When sanctioned by the Comptroller General of the United
States.

e. Any time funds are disbursed or received other than by order
of or on the authority of the Commanding Offiacer, the facts will be
reported to him immediately.



5. QUESTIONABLE PAYMENT ALTERNATIVES

a. Information and Advice

(1) When there is a question concerning the or

of public funds, appropriate public laws, previous
Comptroller General decisionas, court rulings or service regulations,

a request for clarification may be addressed to the Commandant of the
Marine Corps (Code FDD).

(2) For questionable Pay or Travel claims instructions may
be requested from the Marine Corps Finance Center.

(3) Information and advice may also be requested of other
who may have had the same problem.

(4) Requests may be formal requiring a
reply or informal phone conversations, depending on the circumstance.

b. Advance Decisions of the Comptroller General

(1) If you still have a question regarding the legality of
the payment, you may request the Comptroller General General to
render an advance decision, in accordance with

(2) The law requiring the Comptroller General to render an
advance decision upon request, contemplates a
to the Comptroller.

(a) When the question is one of law: of all material
necessary for its determination.

(b) When the question is one of fact: of all the
material obtainable by the officer making
application, to include:

1. specific point upon which the decision is
desired.

2. reason for request.

3. supporting document in question, appropriatly
certified, as enclosures.

(3) After the Comptroller General renders his dicision any
payment made is and

(4) This statute does not provide for the rendering of
decisions to the disbursing officer on questions of law pertaining to
payments which have been or upon casges.

(6) Requests for advance decisions will be addressed from
the to the Comptroller General of the
United States, via the , and the
Commandant of the Marine Corps (Code FDD).
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6. FRAUDULENT CLAIMS

a. When the disbursging officer has reason to suspect that a
claim presented for payment containsg an item or items which are
f dulent, h ill i i i .
raub? e'li"he e w his °°m$?T?1?§q8£§%°€ﬁe Naval
Investigative BService (NI3) to conduct an investigation. Unless
otherwigse directed by NIS, the disbursing officer will retain the

claim and all supporting for posgible usge in any
disciplinary action taken by the claimant’'s commanding officer.

c. If, in the opinion of the disbursging officer, the NIS report
does not support a finding of fraud; payment will be made for all
amounts which the claimant is entitled and no further action need be

taken.

d. If, in the opinion of the digbursging officer, the NIS report
that gsome itemg of the claim are fraudulent, payment of
those items be denied and the items free of fraud may be

paid.

e. In the cadge of travel claims, per diem is comprised of

lodging and subsistence allowance and is congidered as
items for these purposes. If a claim has fraudulent lodging receipts,

the entire per diem allownace for thogse days must be

f. Once partial payment is made and the claimant ingists on
payment of the entire claim, the claimant my submit a claim
for the items denied be because of fraud. The digbursing officer will
forwarded the new claim to the
Claims Division, via the commmanding officer and the MCFC. If the
entire claim was denied, the claim should be
submitted.

7. INFORMATION REQUIRED WHEN REQUESTING RELIEF

a. Requests for relief of liability for physical loss or
deficiency of funds, vouchers, records, or papers will be in
form, from the disbursging officer or other accountable officer or
agent.

b. The request will be addressed to
, via command channels, the MCFC (Code QAE) and the Navy

Accounting and Finance Center, Washington, D.C.

c. The request and forwarding endorsements will provide the

Secretary with a report of the circumstances resulting
in the loss and a reference to findings of any fact finding body.,
report of investigation., court martial or other proceedings.
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CHECKLIST

THE FOLLOWING IS A LIST OF ACTIONS THAT, AS A MINIMUM, SHOULD BE CONSIDERED
PRIOR TO SUBMITTING A REQUEST FOR RELIEF OF LIABILITY.

ACTION

ITEM DESCRIPTION ITEM REFERENCE

1. Report the Loss Promptly. NAVCOMPT

041380

2. Deficits of $250 or more, or any loss in which theft or JAG INST
embezzlement by a responsible custodian is indicated, 0909a
requires a JAG Manual Investigation.

3. Letters will be addressed to the Secretary of the Navy via your NAVCOMPT
command channels; Marine Corps Finance Center (Code QAE) and 041382
Navy Accounting and Finance Center, Washington, DC.

4, Are the persons involved completely identified? NAVCOMPT
(Including position and duties) 041380,

041382-3

5. The following information will be provided and considered in NAVCOMPT

the request for relief and/or the forwarding endorsements as 041382-3

appropriate:

a. specific duty assignment at the time of the loss or
shortage of the individual requesting relief

b. the experience or lack of experience in this duty of
the person requesting relief

c. when, how, and by whom loss was discovered

d. actions taken to verify loss and establish how the loss
occurred

e. when was last cash count and balancing effected prior to
discovery of shortage;

f. prevailing circumstances at the time the loss occurred;
e.g., volume of money handled, volume of transactions, number
of personnel handled, complexity of transactions, actual

operating conditions, and whether a shortage of personnel
existed

g. what procedures were used to reduce the possibility of loss

or shortage

h. a statement indicating that pertinent regulations and
instructions were followed; if not followed, an explanation
of omissions and deviations



6.

7.

i. past involvement, if any, by the individual requesting
relief in any prior losses or shortages

j. a statement indicating whether theft or a criminal
act may have been involved

k. the manner in which the loss is being carried in the
accounts of the disbursing officer and the identity of the
disbursing officer. (See par. 047221-4i for losses for which
the disbursing officer, his deputies, or agent cashiers are
accountable.)

Endorsements will include specific opinions; i.e., in line of NAVCOMPT
duty, fault or negligence and specific recommendation. 041382.2

As a courtesy to higher commands, advise that all
forwarding endorsements require an "opinion" as stated
in 6 above.



The following pages are extracts from "DECISIONS OF THE COMPTROLLER GENERAL"
Volume 62, June 1983, of miscellaneous matters involving financial
responsibility of Disbursing Officers' and their Agents.

(B-211440,etal.)

Accountable Officers — Accounts - Irregularities, ect. - Reporting to GAO -
Federal Claims Collection Standards Compliance Requirement

In erroneous or improper payment cases General Accounting Office (GAO) will
exercise its discretion under 31 U.S.C. 3527(c) and deny relief, unless the
requesting agency demonstrates that it has pursued diligent collection
action. In order to show that such efforts have been taken, relief request
must demonstrate compliance with the Federal Claims Collection Standards.

Accountable Officers— Relief - Officials Requiring Relief

Relief should be requested for all persons who had responsibility for or
custody of the funds during the relevant stages of a transaction where an
improper or erroneous payment was made. Thus, relief requests should include
both the person or persons who made the erroneous payment and the official
responsible for the account at the time the questionable transaction occurred.

Accountable Officer - Relief - Requirements for Granting - Relief of Supervisor

Relief is granted to a supervisor upon a showing that he or she properly
supervised his or her subordinates. Proper supervision is demonstrated by
presenting evidence that the supervisor maintained an adequate system of
procedures and controls to avoid errors and that appropriate steps were taken
to ensure the system's implementation and effectiveness.

Accountable Officers - Accounts - Irregularities, etc. - Reporting to GAO -
Time Limitation :

An agency must report financial irregularities to GAO within 2 years from the
time that the agency is in receipt of substantially complete accounts. This
requirement is to allow the Government the opportunity to raise a charge
against the account within the 3-year statute of limitations period.

To Brigadier General Robert B. Adams, Department of the Army, June 20, 1983:

This responds to 10 separate requests for relief from liability for
erroneous or improper payments made on behalf of various Army Finance and
Accounting officers and agents under 31 U.S.C. 3527(c) (formerly 31 U.S.C.
82a-2). For the reasons stated below, we grant relief in nine cases. In the
tenth, no decision is necessary because the person for whom relief was
requested was not the accountable officer.

We have consolidated these requests primarily in order to draw attention
to the lack of effective collection action, and to provide notice that in the
future we will exercise our discretion under section 3527(c) and deny requests
for relief unless the submission contains evidence that diligent collection
action has or is being pursued. In addition, this consolidation of cases

9



DECISIONS OF THE COMPTROLLER GENERAL

provides us with an opportunity to address the following recurring
deficiencies in the relief requests from your office which, if not corrected,
may require a denial of relief in the future: (1) there appears to be some
confusion about the proper official for whom relief should be sought; (2)
there is frequently insufficient evidence to support a relief request for a
supervisor; and, (3) 1in a few instances, the submissions were delayed so long
in reaching our Office that proper consideration could not be given to the
requests because the statute of limitations was about to expire. Furthermore,
our review of the cases shows specific problem areas which we believe should
be brought to your attention. These include (1) 1issuance of checks without
the amounts spelled out in words, which we believe serves to increase the
incidences of check alteration; (2) the processing of substitute checks
without a sufficient time lag to allow the original check to return through
the banking system and be recorded as paid; and (3) the lack of coordination
between the Finance and Accounting Center and the Staff Judge Advocate,
minimizing the opportunity for restitution. We will address each of these
issues in turn, followed by a summary of each case. (The number or letter
designation following the statement of facts in each case refers to the
problems of deficiencies, discussed below, which we found with the
corresponding relief request.)

Three of the 10 cases here 1lnvolve situations in which the loss occurred
when both an original and replacement check were cashed. In 62 Comp. Gen. 91
(1982), we discussed the fact that a duplicate check case could be handled
under 31 U.S.C 3333 (1982) (formerly 31 U.S.C. 156 (1976)) or 31 U.S.C
3527(c). We found that there is a need for Congress and the Treasury
Department to determine under which statute these cases are to be resolved and
which appropriation should bear the loss. Recognizing that such a process
would take time, we decided to follow the status quo for a "reasonable time."
Therefore, if an agency submits a duplicate check case to this Office under 31
U.S.C. 3527(c), we will continue to consider it under that statute. We will
follow that practice herein and decide the cases pursuant to 31 U.S.C.
3527(e).

10



DECISIONS OF THE COMPTROLLER GENERAL
I. Debt Collection

As you are aware, our authority to relieve disbursing officials and
agents from liability for illegal, improper, or incorrect payments stems from
section 3527(c) which provides:

(c¢) On the initiative of the Comptroller General or written
recommendation of the head of any agency, the Comptroller General may relieve
a present or former disbursing official of the agency responsible for a
deficiency in an account because of an illegal, improper or incorrect payment,
and credit the account for the deficiency, when the Comptroller General
decides that the payment was not the result of bad faith or lack of reasonable
- care by the official. However, the Comptroller General may deny relief when
the Comptroller General decides the head of the agency did not carry out
diligently collection action under procedures prescribed by the Comptroller
General. (Italic supplied.)

Generally, we have granted relief upon finding, either independently or
in concurrence with written determinations by the agency concerned, that the
payment was not the result of bad faith or lack of due care on the part of the
disbursing official. Debt collection, in the past, has not received much
attention due primarily to agencies' overriding concern for disbursing, rather
than collecting funds, and to slow and ineffective Government collection
methods. Recently, however, Congress highlighted the importance of diligent
collection action by the passage of the Debt Collection Act of 1982, Pub. L.
No. 97-365, 96 Stat. 1749 (1982), 31 U.S.C. 3711, et seq. (formerly 31 U.S.C.
952). This Act provides Federal agencies with tools and resources essential
to aggressive debt collection.

In keeping with congressional intent to place greater emphasis on
collection, we believe it is incumbent upon each agency to pursue effective
collection action. Therefore, in the future, we will exercise our discretion
under section 3527(c) and grant relief only where there is evidence that a
diligent collection effort has been made. In order to show that such effort
has been made a relief request must demonstrate compliance with the Federal
Claims Collection Standards issued jointly by the General Accounting Office
(GAO) and the Department of Justice. 4 C.F.R. Parts 101 through 105.

These regulations prescribe the standards for agencies to follow in
undertaking collection action, as well as the administrative procedures for
use in compromising and terminating agency collection activities. 1In
addition, the regulations provide guidelines for when and how agency
collection action is to referred to GAO for further collection or to the
Department of Justice for litigation of civilian claims.

Proposed amendments to the Federal Claims Collection Standards were
published in the Federal Register on May 24, 1983. 48 Fed. Reg. 23,249-23,257
(to be codified at 4 C.F.R. Parts 101 through 105.) The proposed regulations
reflect the changes to the fundamental claims collection authority made by the
Debt Collection Act, cited above. However, even under the present standards,
the head of an agency is required to pursue
aggressive collection action. Such action must be
taken in a timely manner with effective follow-up procedures. 4 C.F.R. 102.1.

At a minimum, collecting agencies must make an appropriate written demand
on the debtor informing him of the basis for the indebtedness and specifying a

11



DECISIONS OF THE COMPTROLLER GENERAL

due date for payment 4 C.F.R. 102.2. Further, the initial notification
should inform the debtor of the consequences of his failure to cooperate.
Id. Three progressively stronger written demands, at not more than 30-day
intervals, should be made unless a response to the first or second letter
indicates that future communication would be futile. Id. These procedures
remain basically the same under the proposed regulations. (See proposed
regulations 48 Fed. Reg. 23,251-54, 4 C.F.R. Part 102.)

If more action is necessary, the Federal Claims Collection Standards
specify other devices for the agency to employ that entail minimal burden and
expense. Under existing standards, these include collection by offset,
reporting delinquent debts to commercial credit bureaus and contracting for
collection services. See 4 C.F.R. 102.3, 102.4, 102.5. The proposed
regulations would enhance these tools of collection by giving Federal agencies
broader authority to collect debts by administrative offset, by encouraging
the use of credit bureaus, by specifically authorizing agencies to contract
for commercial collection services, and by permitting agencies to assess
interest, processing, and handling costs and penalty charges under specified
cgngitions. (See proposed regulations, 48 Fed. Reg. 23,251-54, 4 C.F.R. Part
102).

Although we are not denying relief due to inadequate debt collection in
the cases covered in this decision, we emphasize that regardless of whether
relief is granted, the agency still has an affirmative duty to pursue
aggressive collection of the erroneous payment from the recipient. 31 U.S.C.
3711(a)(1) (formerly 31 U.S.C. 952).

II. Deficiencles in the Requests for Relief

A. For whom should relief be requested? We note that in several of
these 10 requests, there appeared to be some confusion about the official for
whom relief should be requested. As you know, an accountable official or
agent 1s any Government officer or employee who by reason of his employment is
responsible for or has custody of Government funds. 59 Comp. Gen. 113, 114
(1979). Also, see Title 7 GAO Policy and Procedures Manual for the Guidance
of Federal Agencies, 28.14. There may be more than one accountable officer
in a case and the concept of accountability is not limited to the person or
persons in whose name the account is officially held. In each case, it is
necessary to examine the particular facts and circumstances to determine who
had responsibility for or custody of the funds during the relevant stages of
the transaction.

The person or persons who made the erroneous or improper payment is
financially liable to the Government in the first incidence. In addition, the
person in whose name the account is officially held at the time the wrongful
payment is made is also liable for the loss. Therefore, it is necessary to
request relief for all of these individuals, unless the agency determines that
one or more should be held liable for the loss.

B. Evidence to support a request for relief of a supervisor. We found
that in a number of instances, the request did not contain sufficient
information for us to grant relief to a supervisor whose subordinate made the
erroneous payment. This leads us to believe that there is some uncertainty
over the evidentiary standard necessary to relieve a supervisor.

The basic rule is that a disbursing agent, officially responsible for an
account, is personally liable for the wrongful payments made by his

12



DECISIONS OF THE COMPTROLLER GENERAL

subordinates. See B-194877, July 12, 1979. 1In such cases, we grant relief to
the supervisor upon a showing that the disbursing officer properly supervised
his employees. Proper supervision is demonstrated by evidence that the
supervisor maintained an adequate system of procedures and controls to avoid
errors and that appropriate steps were taken to ensure the system's
implementation and effectiveness, See B-192109, June 3, 1981. Therefore, in
order for us to grant relief, it must be clear from the submission what the
procedures were and how they were implemented at the time of the questionable
transaction.

C. Timeliness. We found that a few of your requests were more than 2
years old when submitted. This raises the problem of the statute of
limitations, since an accountable officer can escape liability for an improper
expenditure if the Government does not raise a charge against the account
within 3 years. 31 U.S.C. 3526(b) (formerly 31 U.S.C. 82i); B-206591, April
27, 1982. The 3-year period begins to run when the agency is in receipt of
substantially complete accounts. B-206591, April 27,1982. To avoid any
statute of limitations problems, the GAO Policy and Procedures Manual requires
prompt reports of financial irregularities. An agency must report
irregularities not more than 2 years after the date the accounts are made
available to GAO for audit (that is, the date the agency has substantially
complete accounts). 7 GAO Policy and Procedures Manual 28.14; B-199542,
November 7, 1980.

III. Problem Areas

In several cases, the investigation officers expressed concern over
substantive areas of finance procedures. Chief among their complaints were
the issuance of checks without the amounts spelled out in words, and the lack
of coordination between the Staff Judge Advocate and the Finance and
Accounting Center. We concur in their concerns and what to bring these issues
to your attention for review, Additionally, we want to include for your
consideration the question of substitute checks and when they should be
issued, which was the subject of a 1981 General Accounting Office report to
the Congress entitled "Millions Paid Out in Duplicate and Forged Checks,"
AFMD-81-68, October 1, 1981. While we have made recommendations for
corrective action, we understand that the situations may need further
investigation. We hope you will give serious consideration to these matters.

A. Issuance of checks without the amount spelled out in words. A number
of your requests involved losses due to check alteration. In each case, the
wrongdoer was able to alter the numerals on the check and receive a larger
amount than the real value of the check. The altered checks were able to be
cashed because the agents lack time to adequately check the instrument due to
the heavy volume of check cashing at the various finance offices. It is our
belief that by spelling out, in words, the amount of the check on the face of
the instrument the incidents of alteration would decrease. The cashiers would
then be able to quickly compare the numerals and words to see that the amounts
match.

B. Coordination between the Finance and Accounting Office and the Staff
Judge Advocate. We note that in several instances the recipient of the
illegal or improper payment was a service member. Although charges were
brought and the member convicted by the Staff Judge Advocate (SJA), no
restitution was sought by the Finance and Accounting Office (FAC). In fact,
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DECISIONS OF THE COMPTROLLER GENERAL

in one case, collection action was not instituted until after the member was
discharged from the service. We would suggest that better communications and
cordinations between your office and the SJA be instituted so that
restitution could be maximized. Specifically, we suggest that collection
efforts would be enhanced if the FAC intervened in the SJA proceedings and 1if
payment of the debt was made an element of the sentence.

C. No lag time for the issuing of a substitute check. Three of your
requests stemmed from the cashing of duplicate checks. We note that in two
instances, the replacement check was issued within 1 week of the original
check. We are aware that under the applicable Army regulation, a duplicate
check is authorized if the stop payment request by the payee is made within 15
days from the issue date of the original check for checks mailed to addresses
in the continental United States, and within 30 days for checks mailed to
overseas addresses. AR 37-103, 4-164. However, we do not think that the
regulation requires the issuance of a substitute check immediately upon
receipt of the payee's request. In the 1981 GAO report to the Congress,
supra, we recommended slowing the issuance of some substitute checks. This
recommendation was made to allow more time for the original check, if cashed,
to be returned through the banking system and recorded as paid. Moreover, we
believe that prior to issuing a replacement check, an agency should check to
see that the original check has not been negotiated. See 62 Comp. Gen. 91
(1982), supra. We understand that the purpose behind the quick processing of
claims for substitute checks is to avoid potential hardship for the payee;
however, we do not believe the time frame we are suggesting to be unduly harsh.
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STUDENT OUTLINE/ADVANCE SHEET

CONDUCT OF STAFF WORK

LESSON PURPOSE: The purpose of this period of instruction is to
familiarize you with the conduct of staff work, when assigned as a
member of a general, executive or special staff.

REFERENCES: FMFM 3-1, Command and Staff Action, HQO P5216.6D, HQ
Supplement to the Navy Correspondence Manual, Marine Corps Manual,
MCI 7504B, Staff Functioning.

STUDENT REQUIREMENTS: Review student outline/advance sheet "Conduct
of Staff Work~

OQUTLINE:
1. CONCEPT OF COMMAND

a. Definition:

(1) The glossary of the Marine Corps Manual defines command
as, "The authority vested in the individual for the direction,
coordination, and control of military forces and activities.'

(2) The principal definition of command from JCS Pub 1 is
*The authority which a commander in the military service lawfully
exercises over the subordinate by virtue of rank and assignment.’
Command includes the and for effectively
using available resources for planning the employment of, organizing,
directing, coordinating and controlling military forces for the
accomplishment of assigned missions. It also includes responsgibility
for health, welfare, morale, and discipline of assigned personnel.

(3) Another key reference regarding command is FMFM 3-1,
Section I which states "The commander alone is responsgible for
everything his unit doea or faila to do and must be given
commensurate authority. He cannot hig responaibility,
or any part of it, although he may delegate portions of his
authority. In discharging his responsibility, the commander issues
orders to subordinate units through the _ which
descends directly from him to his immediate subordinate commanders,
whom he holds responsible for everything his units do or fail to do.
The commander issues orders and instructions to his staff through

1



2. THE FIVE PRINCIPLES OF COMMAND

a. Assumption of Responsibility

(1) The first principle of command is that a commander is
responsible for everything that his unit does or fails to do. This
assumption of respongibility cannot be delegated to any subordinate
or other person. It isg the cardinal principle.

b. Delegation of Authority

(1) The second principle of command concerns the delegation
of authority. A commander must be given authority commensurate with
his respongibility. However, certain aspects of the commander’'s
authority may and should be delegated to his subordinates. In turn,
the commander must hold his subordinate commanders for
the actions or inactions of their respective units.

c. Adherence to Chain of Command

(1) The commander discharges respongibilities and issues
orders to his subordinate units through their subordinate commanders.
If the commander violates the established chain of command, he
Jeopardizes the authority of subordinate commanderse and destroys
their initiative and sense of responsibility. In an urgent situation
in which he must bypass a subordinate commander in the chain of
command, the subordinate commander should be informed as quickly as
possible of the instructions issued.

d. Issuance of Orders and Instructions

(1) All orders, directives, and instructions to subordinate
units of a command are issued either by or in the name of the
commander. The commander must ensure that his plans and intentions
are clearly understood by hig subordinates and hig staff so they can
execute them correctly.

e. Supervigion of Execution

(1) The fifth principle of command is supervisgion of
execution. Continuous supervisgion is necessary to ensure the correct
interpretation and timely execution of the commander's orders. The
commander exercises this function by observation, visits,
inspections, and study of reports. He is assisted in the effort by
his staff. By careful supervision, the commander can correct any
misinterpretation of orders and resolve any misunderstandings of his
intended method of execution.

3. G@GENERAL STAFF DEFINED

a. "A group of officers who assist the commander in the exercise
of command."’



b. The staff the commander in the areas of:

(1)

(2)

(3)

(4)

(5)

. 0f all military elementg in the most effective way
possible, mutually supporting efforts to achieve an assigned goal or
objective, or in maximum readiness to undertake such efforts.

4. FOUR PRINCIPLES OF STAFF ORGANIZATION

a. The following four principles, which are used by the
commander in establishing his staff, are the essential keys to an
effective staff organization.

(1) related activities

(2) Delegating decision making authority to officers
commensurate with their assigned responsibilities

(3) Describing assigned reaponsibilities

(4) Establighing an span of control

5. FIVE STAFF FUNCTIONS

a. A properly functioning staff relieves the commander of
time-consuming, administrative details so that the commander can
devote his time to making major policy decisions. The five staff
functions are:

(1) Providing and recommendations

(2) Formulating plans, orders, and instructions to implement
policies -

(3) Providing staff to preclude
misunderstanding of directives and ensure compliance with orders

(4) Maintaining and prepare pertinent staff reports

(5) Coordinating matters within functional areas with
interested staff and commands



6. CONDUCT OF STAFF WORK

a. Completed Staff Work

(1) "Completed Staff Work" includes the study of a problem
and the presentation of a golution, in such form that all that
remains to be done on the part of the chief is to indicate his

or of the completed recommendations. The
new product, when presented to the chief for approval or disapproval,
should be worked out in form.

(2) “Completed Staff Work™ does not preclude submission to
the chief of a “draft” for concurrence prior to preparation in the
smooth. However, it must be ready for copying in the smooth
immediately after the chief has indicated concurrence. The draft
must be and must not be used as a means to shift to the
chief the burden of formulating the action.

(3) Resist the impulse to ask the chief! It is the staff
officer’s job to advise the chief what he thinks should be done, not
to ask him for a solution. He needs answers, not questions. The
gstaff officer’s job is to study, write, restudy, and rewrite until he
has developed a proposed action - the best one of all courses of
actions considered.

(4) Do not waste the chief’s time with lengthly explanation
and memoranda. Writing a memorandum to the chief does not constitute
completed staff work. Writing a memorandum for the chief to send to
someone else does. The staff officer’s views should be placed before
the chief in such a form that he can make them his views simply by
indicating

(5) Prior to presentation of your work to the chief, you
should make this final test. If you were the chief, would you be
willing to sign the paper you have prepared and stake your
professional reputation on the results? If the answer is no, it is
not ready for presentation and it is not yet

b. Completed Staff Action

(1) "Completed Staff Action” is defined as that "staff
action on a problem resulting in the presentation of the problem,
together with any recommended course of action in such form that all
that remains to be done by the commander, when he has made his
decision, is to indicate hia approval or disapproval.” Now, this
means that when you present your completed work to your superior all
he should have to do is review your work and say °"yes" or "no". It
should require no further research, no further coordination and no
further instructions; just a




c. Staff Action Criteria. To be truly effective, any staff
action should meet the following criteria:

%% Be Say or write what must be said or written as
clearly as brevity will allow.

#%% Be Good staff work must be a finished product
with no loose ends left dangling and no loopholes left unplugged.

##% Be Be sure that the work you do is articulate,

factual, and uncompromigsing. Anything less than this is of no real
value to your command.

7. QUALIFICATIONS OF A STAFF OFFICER

a. Professional Qualifications
An officer selected for assignment as a staff officer should:

(1) Be fully in his own occupational field.

(2) Have working knowledge of the capabilities of the
types of units which will make up the command.

(3) Be able to , evaluate, and events
which are critical to the accomplishment of the overall mission.

(4) Thoroughly appreciate the problema of the subordinate
commanders.

(5) Be able to and effectively to be
of maximum value on the staff.

b. Personal Qualifications
An officer selected as a staff officer should possess:
(1) A basic understanding of human relations.

(2) A which enables him to deal with people
on a friendly yet professional basis.

(3) of his convictions to defend them in the
presence of his superiors

(4) Loyal and steadfasat support of the decision once it's
made, regardless of his personal convictions.

(5) Loyalty to subordinates and to subordinate units of the
organization.

(6)




c. Staff Ethics

(1) A staff officer has command authority. He issues
orders in the name of the commander within established policy.

(2) Staff officers represent the commander in all they do.
There is a proper way to conduct a gtaff visit to a subordinate unit,
for example, and the staff officer must exercise particular in
performing this duty.

(3) The astaff officer must make every effort to maintain
friendly relations with commanders and ataffs of all higher and lower
units. He must be courteous and helpful during any staff visit, and
he must be and in reports when he returns to
his own headquarters.

(4) Requests and recommendations from subordinate commanders
are normally not disapproved by junior staff officers. Usually final
disapproval is given only by the commander or the chief of staff/
executive officer. In most cases, however, the heads of staff
gsections approve requests and recommendations from subordinate
commanders within the guidelines of the commander’s policies.

(5) Staff officers must exercise particular care not to
by-pass or cross established channels in the conduct of affairs. To
do so0 is just as unethical and improper as a violation of command
channels.

(6) Staff officers are usually closer to the commander than
are gsubordinate commanders. Their evaluations of a subordinate
commander should be very carefully considered prior to placing them
on record with the commander. It is unusual for the staff officer to

‘ information of such nature.

(7) Frequently a commander confides certain information to a
staff officer which he intends for that officer alone to know. In
all such cases, the staff officer must exercise particular care not
to violate the commander’s confidence or to use the information for
any purpose for which it was not intended.

(8) On occasion, a staff officer muat perform duties which
are extremely . Such duties must be performed in a
professional manner and with the least amount of unpleasantness to
all concerned. Such duties must always be performed without
reference to one’s personal opinion about the actions being taken.

8. COMMAND CHANNEL

a. “"Command channel’ is the term used to describe the chain of
command which descends directly from a commander to his immediate
gsubordinate commanders.



b. Through this channel, a subordinate commander always has
access to his immediate superior.

c¢. While staff officers may act in the command channel for their
commander, there are no circumstances which warrant the
of a staff officer, if the subordinate commander desires to contact
hig superior directly and personally.

d. A direct, personal relationship between commanders is
egssential to effective command and should be encouraged by the higher
commander.

e. The command channel ig the direct link between
higher and subordinate headquarters.

9. CHIEF OF STAFF

a. The Chief of Staff position is also outlined with a broken
line in the same figure. This signifies that he acts in the
name of the commander. Note that the command chain passes directly
through him to the division commander’'s subordinates and that he has

second-in-command authority as does the assistant commander.

10. EXECUTIVE OFFICER

a. The Executive Officer position at the regiment and battalion
level is outlined by both a broken and a solid line. This is done to
indicate that he wears two hats. The solid line shows his position
as - " in matters relative to the daily operation
of the unit. The broken line signifies his second function as
to the commander. His relative positions and functions
are the same as thosge of the division chief of staff.

11. STAFF CHANNEL

a. "Staff channel® is the term used to describe the channel by
which the commander issues instructions to his staff and through
which staff officers submit recommendations and provide information
to the commander. The commander normally issues orders and
instructions to his staff via the chief of staff (executive officer).
Staff officers normally submit advice and recommendations to the
commander through the chief of staff (executive officer), who ensures
that the material has been integrated with all related information
and has been properly coordinated with other staff officers.

b. A steff officer has no command authority. He does issue
orders in the name of the commander within established policies. In
their daily contacts with each other and with the commander, the
general/executive staff officers should strive to think of themselves
as members of a single group or team.



c. Staff officers are closer to the commander than are
subordinate commanders. When such a close relationship exists, a
staff officer must be very careful prior to placing an evaluation of
a subordinate commander on record with the commander.

12. GENERAL STAFF AREAS

A general staff (G-staff) functions at the division/wing/MAB/MAF
level.

a. @-1 (Personnel)

The G-1 is the principal staff assistant in matters
pertaining to personnel management, internal organization and
operation of the headquarters, and miscellaneous administrative
functions not specifically assigned to another executive staff
section.

b. @-2 (Intelligence)

The G-2 is the principal staff assistant in matters
pertaining to the enemy and to the area of operations, and in matters
pertaining to information concerning foreign countries which are
gignificant to military planning and operations. The G-2 provides
resources or through management control and coordination of
intelligence means and activities of other elements of the command.
The responsibilities of the G-2 fall into five broad areas of
activity: combat intelligence, counterintelligence, intelligence
training, special intelligence, and administration.

c. @-3 (Operations and Training)

The G-3 is the principal staff assistant in matters
pertaining to organization, training, and tactical operations.

d. @-4 (Logistics)

The G-4 is the principal staff assistant in matters
pertaining to logistics and combat service support.

e. @-5 (Civil Affairs)

The G-5 is the principal staff assistant in matters
pertaining to civil affairs. If no G-5 is authorized, the G-3 is
responsible for civil affairs.



f. Comptroller yah!

The comptroller is the principal staff agssistant in matters
pertaining to finance. If no comptroller is authorized, staff duties
pertaining to fiscal matters may be assigned to one or more staff
sections. The assignment of all comptroller responsibilities to the

is common, except for disbursing matters which are assigned to
the

13. EXECUTIVE STAFF AREAS

The executive staff is the counterpart of the general staff in
smaller units. It is similarly organized, with the exception of the
comptroller whose responsibilities are assigned to the $S-4 and S-1.

An executive staff (S-staff) assists the commander at the
battalion/squadron and regiment/group and MAU levels. The executive
gstaff (S-staff) does not have a financial management (comptroller)
section.

a. Executive Officer

The one figure on the staff that must be singled out for
special attention is the chief of staff at the general staff level or
the executive officer at the executive staff level. The primary
purpose of this post is to ensure the direction, coordination and
supervision of the activities of the staff as a whole. The role of
chief of staff is critical. The chief of staff is responsible to the
commander for all activities of the general and special staffs. He
ig assisted by the deputy chief of staff if one is authorized, and by
the staff secretary.

b. Deputy Chief of Staftf

The deputy chief of staff acts for the chief of staff during
the latter’s absence and assists him by performing specific duties as
directed.

c. Staff Secretary

The staff secretary is not a member of either the general or
special staff. However, the nature of his duties as an
administrative assistant to the chief of staff requires a close
relationship with this officer and with the officers of the general
and special staffs.

d. S-1 Personnel

e. S-2 Intelligence
f. §8-3 Operations and Training
g. 8S-4 Logistics



14. OTHER TYPES OF STAFF

a. Special Staff

The special staff is based on narrow groupings of the duties
of the commanders which concern such various military specialties as
armor, artillery, communications and supply. Each special staff
officer will represent one such specialty. The Chaplain, Dental
Officer, Embarkation Officer and Ordinance Officer are members of the
special staff.

b. Personal Staff

The personal staff is directly responsible to the commander.
This staff consists of his aides, hig stewards, his driver (and/or
bodyguard) , a personal secretary or two, and any staff member the
commander desires to command, coordinate, or administer directly.
The commander may designate anyone as a member of his personal staff.

15. STAFF COGNIZANCE

a. Definition

Staff cognizance is defined as "the term used to describe
the broad coordinating responsibilities over special staff sections
agsgigned to a general or executive staff officer in his area of
primary interest. These responsgibilities are intended to facilitate
coordination within related areas of staff functioning and to ensure
the systematic channeling of information and documents.’

b. Staff cognizance usually means that an executive staff
officer is responsible for the coordination and completed staff
action.

(1) Example

G-4 is concerned with the functional area of logistics.
However, this label covers a multitude of tasks: the combat service
support functions of sgupply, maintenance, transportation, medical/
dental, engineer support, landing support, material handling and food
services. Obviously one officer can not actually do all the tasks
that must be accomplished in all these areas. 1In reality, a network
of special staff officers exists to discharge the necessary functions
in each field. ©Nonetheless, the G-4 is said to have "staff
cognizance” over all of these areas.
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16. IMPORTANCE OF EFFECTIVE WRITING

In the modern world, practically every profession demands
coherent, lucid writing. The military profession is no exception. A
military officer’'s need to write effectively is unique. 1In the
confusgion of war, with little time available for writing, reading,
and speaking, thoughts must be expressed briefly yet clearly,
accurately, and completly. What is expressed must be more than
understandable; it must not be misunderstandable. Therefore, to
perform his duties efficiently, every officer must be a competent
writer and speaker.

The writer, unlike the speaker, has no direct contact with his

audience. He cannot use gestures or changes in the tone of his voice
to help make his meaning clear. He must depend on words,
punctuation, and the arrangement of his thoughts. 1If the writer

gtates his thoughts in simple, forthright language, the reader will
quickly grasp the writer’'s intent. Since it is difficult to express
illogical conclusions gimply, clearly, and directly, a well-written
paper helps to convince the reader that the conclusions are logical.

Poor self-expression is simply a bad habit. Good writing may
not be easy to master, but neither is it the impossible task that
many believe it to be. Like a good trigger squeeze, which is learned
rather than taught, good writing is a s8kill that anyone can learn.
One can become a competent writer simply by following certain
principles in a conscientious effort to improve himself through
practice.

17. PRINCIPLES OF EFFECTIVE WRITING

a. Clarity

The aim of all writing is to communicate ideas. If writing
igs to be effective, it must be clear, leaving no doubt as to its
meaning. A simple style, avoiding pretentious words and phrases, is
a great aid to clarity. For clarity, use military terminology
correctly, define terms and abbreviations where necessary. Short,
concige sentences lend clarity to an expression, but avoid extreme
brevity - such as the use of a telegraphic style where the articles
(a, and, and the) are continuously omitted.

b. Brevity

Writing should be brief and to the point. The shorter the
paper, the less chance of error; however, do not sacrifice clarity
for brevity. Covering a subject completely, while keeping the paper
short, requires careful analysis and, perhaps, several revisions.

11



c. Accuracy

Writing must be free from factual and mechanical errors.
Factual accuracy entails giving all the essential facts without bias

or digtortion. Mechanical errors in writing are simply violations of
the rules of English grammer, punctuation, spelling, and
capitalization. These rules may seem to be annoying, archaic limits

that restrict writing style. Actually, they enable the author to
state his thoughts clearly and precisely, leaving no room for
misunderstanding or misinterpretation. If the writer is unable to
eliminate mechanical errors from a sentence, the entire sentence
should be rewritten.

d. Coherence

Present ideas in logical order that clearly shows the
relationships among ideas. The first step in achieving coherence is
writing a well-arranged outline, one that helps the writer to
visualize his subject as a whole and to arrange his thoughts in a
logical, smoothly connected pattern. A simple, easy flow of ideas is
necessary for the writer to transmit his message to the reader, and
arrangement of material on this basis facilitates fluent, pleasing
and readable style.

e. Unity

Unity is closely related to coherence. A paper is unified
when the complex whole is composed of related parts. A good paper
treats only one major subject; side issues and irrelevancies are
avoided. Each of the paper’s paragraphs is limited to a single major
idea, and each sentence states a single major thought that helps to
develop the idea of that paragraph.

12



STAFF ACTION PAPERS

a. Continuing increase in the scope, complexity, and tempo of
operations in military headquarters has generated a requirement for
staff agencies to respond with accurate and authoritive

information. Staff papers must often be prepared in haste, yet in
sufficient detail and accuracy to satisfy and important requirement.

b. The moat important staff action paper that a officer is involved

in is the , however, on other occasions, he or
she may be regquired to prepare condensed reports, position papers or
other special documenta. All of these are the used

by staff offiacers to make estimates and analyses that form the basis
for recommendation to the command. With a working knowledge of these
action papers, the staff officer has a framework to present his
information clearly and logically.

EXANPLES OF STAFF ACTION PAPERS

1. STAFF STUDY . o e ettt ettt ettt et e ettt et page 14
2. POSITION PAPER. . oo v v ettt et et e et e page 27
3. POINT PAPER...........ouunnnn. [P page 34
4. TALKING PAPER. .. ...ttt it ittt ittt is ittt nanas page 38
5. ACTION BRIEF. - - ettt ettt e e e e et page 42
6. INFORMATION PAPER. .. . .vviemneteane et ainnnnn, page 44
7. MEMORANDUM FOR THE RECORD. . ... .vvuverunneennnnnnnnnn. page 46
8. TRIP REPORT . - o oo e vene e et e e e e e e e e e e page 48
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1. STAFF_STUDY

a. The staff study is a means of , , and
a problem or determining the desirability of a course of

action.

b. It is the result of and is the means
of conveying to the commander or other superiors a report of the
analysis made by the author, together with his conclusions and
recommendations.

c. It assiste the commander in making a decisgion. A single staff
study can solve only problem. If two or more problems exist,
they must be the subject of separate studies.

d. It is the responsibility of the author of the study to
present all the facts bearing on the problem under consideration. He
sets forth not only the facts his conclusions, but
those to his point of view as well.

e. It is imperative that conclusions be a result of reasoned
judgement and flow logically from the facts and discussion.

f. The author who develops a study to prove a preconcived notion

is selling a point, not solving a problem. Objectivity is of paramont
importance.

14



STAFF _STUDY

(Local variations and modifications as
necessary to meet requirements.)

CLASSIFICATION

Copy No. ____ of ____ Copies
Originating Section

Parent Headquarters

PLACE OF ISSUE

Date/Time of Issue

SUBJECT

The subject matter isg indicated briefly but in sufficient detail to
facilitate filing and future reference.

INTRODUCTION

An introduction is not necessary but may be used to clarify an under-
standing of the problems or to limit the scope. It should be brief
and should not include discussion material.

1. PROBLEM

The problem is stated in concise and specific terms. A statement
beginning with an infinitive is commonly employed but other forms
of expression may be used when more desirable.

2. ASSUMPTIONS

If there are no assumptions, indicate by sSo stating. Assumptions
are used to bridge gaps between known facts and their use may be
necessary to complete the problem-solving process. Unnecessary
assumptions are avoided, and care is taken to avoid substituting
assumptions for ascertainable facte or for conclusions. An
assumption is defined as a supposition regarding the current
gsituation, or a presupposition on the future course of events,
either or both assumed to be true in the absence of positive
proof to the contrary. They may be necessary to enable the
commander, in the process of planning, to complete his estimate
of the situation and make a decision on his course of action.

CLASSIFICATION
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CLASSIFICATION

3. FACTS BEARING ON THE PROBLEM

Known and established facts having a direct bearing on the
problem. These are stated concisely and the source shown; e.g.,
(A/5 p6) indicates Annex A (bibliography), the reference, page 6.
They are indicated and numbered in the order of the first
appearance in the study. Page numbers are not shown in the
bibliography.

4. DISCUSSION

The facts and assumptions and their implications are analyzed
in this paragraph. The reasoning which leads to the conclusions
and recommendations is set forth. This paragraph is a logical
development of all pertinent aspects of the problem, including
the formulation, analysis, and comparigon of possible solutions
and courses of action.

An essay-type statement of facts, assumptions, and their
interrelation to the problem does not satisfy the requirements of
this paragraph. If a detailed discussion is attached as an
annex, then the discussion paragraph in the body of the study
should be summary of the annex. In these instances, however, the
discussion paragraph must contain sufficient information to
ensure understanding without reference to the annex. A statement
"See Annex B, detailed discussion” does not suffice.

5. CONCLUSION

The reasoning set forth in the discussion culminates in
conclusgions which are presented here in concise form. Statements
in the conclusions paragraph should begin with: °“THAT the . . .°
They should not be a restatement of facts or assumptions, but
rather should be conclusions which are logically derived from the
analysis in the discussion.

6. ACTION RECOMMENDED

Recommendations are reduced to clear, concise statements
permitting simple approval or disapproval by the approving
authority. Normally, recommendations begin with "THAT" or "IT is
recommended that® (list subparagraphs). If an implementing
document is required, it should be attached with a recommendation
for signature to implement and forward as necessary.

CLASSIFICATION
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CLASSIFICATION

Signature
Name
Rank and Service
Title
Recommendations
Disapproved Approved
6.a ________
6. ________  ____
6.c

ANNEX A: Bibliography
1 Author, title, year of publication, name of publisher
5.
4

ANNEX B: Detailed Discussion

ANNEX C: Title of Appended Material

ANNEX

ANNEX

T & O

ANNEX

CLASSIFICATION
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CLASSIFICATION

STAFF STUDY (EXAMPLE)

UNCLASSIFIED

Copy No. ____ of ____ Copies
Operations Department

Camp James M. Simon
ANCHORAGE, ALASKA

150800 November, 198_

SUBJECT

Schedule Changes to Enhance Individual Weapons Requalification
Results.

INTRODUCTION

During a recent training symposium, concern was expressed regarding
the relatively high percentage of permanent personnel assigned at
.Camp J. M. Simon who have not fired for annual requalification during
‘the past three years. In light of current high-level interest in
individual weapons proficiency, it is deemed appropriate to examine
requalification scheduling to improve annual results at this command.

1. PROBLEM

To determine the most effective operating schedule for the Base
Weapons Training Unit to accomplish annual individual weapons
requalification firing.

2. ASSUMPTIONS

a. That a high percentage of permanent personnel will continue
to report aboard during the months of July, August, and September.

b. That a high percentage of these incoming personel will
"continue to require requalification firing upon arrival at Camp
Simon.

3. FACTS BEARING ON THE PROBLEM

a. The Commandant has emphasized recent Congressional and
Department of Defense interest in weapons proficiency and highlighted
. the responsibility of each commander to comply with the existing
Marine Corps directives dealing with the subject. (A/1 pl)

CLASSIFICATION
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b. Annual requalification firing, over the past three years, has
resulted in an average of 17% of permanent personnel being unable to
requalify and necessitating that waivers be requested from HQMC,

(A/2 p3)

c. 178% of incoming personnel assigned for permanent duty as cold
weather operations instructors at Camp Simon during the past three
years have arrived during the months of July, August, and September.
(A/3)

d. The prerequisite experience required for assignment as
instructors at Camp Simon necessitates that a large number of those
agsgsigned come directly from assignments where requalification firing
cannot be accomplished and requires their requal with either rifle or
pistol or both when they arrive. (A/4)

e. Headquarters Marine Corps can provide advance notification of
inbound personnel who fall into this category. (A/74)
f. The Camp Simon SOP for marksmanship training currently

gchedules requalification on the known distance rifle course and the
“A" pistol course twice each month during the months of March through
November, with two firing relays of ten targets on each detail. (A/5
p6)

g. The average temperature during the period 1 May - 30
September has been 51 degrees fahrenheit, with an average temperature
of 27 degrees during the other four months when requalification
firing has been conducted. (A/2 p7)

h. Both pistol and rifle requalification scores have averaged
three and five points higher, respectively, during the warmer months
(May - September) than details firing earlier or later in the year.
(A/2 p8)

i. The firing details shoot between 1000 and 1400 daily to take
advantage of the warmest temperature for firing and allow sufficient
time to accomplish dry-firing, snapping-in, and other corrective
ingstruction. (A/2 pl0)

j. Regular units report aboard for Cold Weather Operations
training during mid October and depart during early April. (A/5 p3)

k. The interim period is devoted to training of reserve units,
ingtructional material review/update, and maintenance of facilities
and equipment. (A/5 p3)

CLASSIFICATION
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4. DISCUSSION

a. The recent guidance from CMC dealing with improving
individual weapons qualification performance has definite
applicability to the weapons requalification program at Camp Simon.
An analysis of the requalification firing conducted here over the
past three years shows that an unacceptably high percentage (17%) of
the permanent personnel assigned here have not been able to
accomplish the requalification firing specified by applicable
directives.

b. This situation is a direct result of a large number of
permanent personnel joining during the late summer, having not
previously requalified during the year. Discussion with the
Personnel Management Division at Headquarters Marine Corps reveals
that a high percentage of our instructional and supervisory billets
require recent experience liaison or staff assignment with Allied
units and Combined Staffs in Canada and the Northern NATO countries.
Annual requalification firing cannot be completed prior to their
arrival here at Camp Simon. No relief for this situation is expected
during the foreseeable future. Headquarters Marine Corps, however,
has indicated that we can be given advance notification of the
incoming personnel who will require requalification firing upon
arrival. This information can be used to assist in determining
scheduling requirements.

c¢. The current requalification schedule has evolved over the
years to allow requalification firing to begin as soon as the weather
will permit and, at the same time, allow maximum allocation of time
and personnel to the maintenance of equipment and facilities, and
review/upgrade of instructional material. This effort takes place
primarily during the period April - October, when Regular units are
not aboard for Cold Weather Operations training. Any effort to alter
the schedule to attain 100% completion of requalification firing must
consider all of these requirements as well as the large number of new
arrivals who require requalification.

d. Two options available to solve the problem, along with the
advantages and disadvantages of each, are:

(1) Option #1: To selectively increase details scheduled
during warmer months from two to three or four, ag required, while
keeping the number of relays per detail constant.

a. Advantages: This option would:

1 Increase the flexibility of agsigning personnel
to requalification details.
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2 Increase the number of total requalification
details by as much ag 10, over the currently scheduled 18 firing
details, with a net potential increase of 200 more opportunities to
fire.

3 Allow incoming personnel who require
requalification firing to be assigned directly to requalification
details prior to assignment to instructional duties.

4 Take advantage of potentially higher scores

associated with firing during warmer weather.
b. Disadvantages: This option would:

1l Reduce the number of personnel available for
training of reserve units and other maintenance/instructional
improvement efforts.

2 Will require close liaison with HQMC to ensure
range scheduling will coincide with arrival of personnel who require
requalification firing.

(2) Option #2: To continue to conduct requalification
details every other week, but selectively increase the number of
firing relays from two to three or four, as required, during the
warmer months.

a. Advantages: This option would:

1l Increase the flexibility of assigning personnel
to requalification details.

2 Increase the number of total requalification
firing relays by as much as 10 over the currently scheduled 36 firing
relays, with a net potential increase of 100 more opportunities to
fire.

3 Allow incoming personnel who require
requalification firing to be assigned to requalification details
within one week of reporting aboard.

4 Take advantage of potentially higher sgcores
associated with firing during warmer weather.

5 Allow personnel assigned in connection with
marksmanship training, supervision, and range operation to be used in
training reserve units and other maintenance/instructional
improvement efforts, as currently accomplished.
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b. Disadvantages: This option would:

1l Require firing to be started earlier and/or
continued longer on firing days, incurring some disadvantage over
option #1 with respect to firing during the warmest part of the day,
and time available to conduct dry-firing, snapping in, and other
correctional instruction.

2 Will require close liaison with HQMC to ensure
range scheduling will coincide with arrival of personnel who require
requalification firing.

5. CONCLUSION

That either Option #1 or #2 will provide sufficient added
flexibility to accommodate requalification of all permanent
personnel. Of the two options, however, Option #2 has less .
gsignificant disadvantages than Option #1.

6. RECOMMENDATIONS

a. That requalification continue to be scheduled every other
week during the months March through November.

b. That the number of firing relays be selectively increased
during the warmer months, as required.

c. That Annex C, Change to Marksmanship Training SOP, be signed
and distributed.

d. That Annex D, letter Establishing Liaison With HQMC, be
signed and sent to HQMC.

N. O. FOGCOUNT

Major USMC
Recommendations Approved Disapproved
6.a
6.

ANNEX A: Bibliography

ANNEX A (Bibliography) to Staff Study on Schedule Changes to
Enhance Individual Weapons Requalifications Resgults.
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STAFF STUDY CHECKLIST

HEADING

Headgquarters.

Location.

Date (and time if required).

Office symbol.

Subject (as short as possible, for file reference only - must be
the same as on the title page).

PROBLEM

Is the statement of the problem clear and complete?

Ig the study limited to a specific problem?

Igs the statement free of extraneous material?

Ig it in the mission format with the infinitive phrase?

ASSUMPTIONS

Are assumptions logical and valid?

Are assumptions realistically derived and essential to the
golution of the problem?

Are assumptions really assumptions and not facts?

FACTS BEARING ON THE PROBLEM

Are the facts genuine? Can they be proved? Are the facts
documented?

Do the facts have a self-contained reference to a competent
authority?

Are the facts pertinent, acceptable, and authoritative?
"Should other facts be added?

Are facts supported by annexes or the bibliography?

Are the facts stated as facts, rather than as opinions?
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DISCUSSION

Is the discussion concise? Were annexes used when necessary?
Are opinions identified in the discussion?

Is the discussion developed sufficiently to maintain thought
sequence without reference to annexes, and is it in coherent
order?

Are all important possible courses of action included in the
discussion?

Are possible courses of action adequately tested?

Have annexes congisting of tables, charts, graphs, and summaries
been provided to support claims?

Is all material contained in the discussion pertinent to the
problem?

Has proper reference(s) been made to annexes?

CONCLUSION(S)

Will the conclusion(s) completely satisfy the exact requirements
of the problem?

Do the conclusion(s) directly answer the problem statement?

Do the conclusion(s) state briefly the best solution or
solutions?

Doeg this section contain only material belonging in it? (It
should not continue the discussion or introduce new material.)

ACTION(S) RECOMMENDED

Have all aspects of the problem been answered?

Are the recommendations clearly and logically supported by the
rest of the sgtudy?

Are these the most suitable, feasible, and acceptable courses of
action? '

Have all instructions or directives needed for implementing the
action been included as annexes?
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ANNEXES

Are annexes provided for necessgary supporting data? (Do not make
the mistake of assuming that the facts are obvious to the reader
and that annexes are, therefore, unnecessary; this is seldom
true.) .

Are the annexes annotated and arranaged for easy reference?

Is the source of reference material adequately identified?

Are the annexes pertinent to the problem?

Ig reference to each annex made in the body of the study?

Is the bibliography complete? Is it arranged alphabetically?

CONCURRENCES AND NONCONCURRENCES

Has this study been coordinated with proper agencies?
Does this study show consideration of nonconcurrences?
Is the consideration of nonconcurrences brief and clear?

WRITING TECHNIQUES

Is the material well organized and does it follow a prescribed
format?

Is each paragraph concerned with 1 topic or 1 phase of a topic?
Are sentences clear and logical?

Is there smooth transition from one paragraph to another?

Are sentences free of involved and awkward construction?

Is the language free of verbiage and jargon?

CLASSIFICATION

Is the study appropriately classified?
Is the study properly marked?
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2. POSITION PAPER

a. The position paper is a study type document which develops
and recommends an position on a particular proposition.

b. A position paper includes a clear statement of why an
official position is required, essential background of the problem or
gubject and a rationale of the recommended position

c. A position paper usuaily requires research to
identify key sources of information pertaining to the topic.

d. The author must make a sound analysia of the information and
write the paper in clear, concise, concrete, and accurate format.
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POSITION PAPER FORMAT

(Local variations and modifications
as necessary to meet requirements.)
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CLASSIFICATION

Code/Office
Date

POSITION PAPER
Subj:

The subject matter is indicated briefly but in sufficient detail to
facilitate filing and future reference.

Ref: (a) References are listed as appropriate.
(b) If none are appropriate, enter the notation “None.’

1. PROBLEM
The problem statement tells what the problem is for which the
position paper is being developed. Usually stated "To develop a

position

2. WHY REQUIRED

a. A position paper also states why the paper is required.
b. 1Is it directed by higher headquarters?
c.

3. BACKGROUND

a. The background sets forth in concise terms what has gone
before.

b. It provides answers to such potential questions as: Ia this
an ongoing thing? Did something suddenly occur requiring
reexamination?

c. . . .
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4. POSITIONS OF OTHER AGENCIES

The posgition of other agencies are addressed when appropriate,
otherwise this part of the position paper has the caption "Not
Applicable” inserted.

5. RECOMMENDED MARINE CORPS POSITION

The recommended posgition is stated in clear, concise terms. When
it is to be promulgated, it is usually attached on a geparate sheet.

6. RATIONALE

a. The rationale includes concise statements which support the
position taken.

b.

7. RECOMMENDATION

The recommendation is what you recommend be done; e.g., "“Approve
the attached statement.” or “reconsider " A decision block
would also be included for the decision to be recorded by the
approving authority. The attached statement of the position,
referred to in paragraph 5 is usually prepared on a mat, ready to
be reproduced. It can be approved by signing, at which time
promulgation can be expeditiously made.
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POSITION PAPER (EXAMPLE)

———— o —— o — — . T T T ——— —— . o o > ‘—— o — ——— ——— — ——

UNCLASSIFIED

KID/DENTWO
23 March 1977

POSITION PAPER

Subj: ARMED FORCES AND SOCIETY ARTICLE: “THE CASE FOR CIVILIAN
EDUCATION FOR PROFESSIONAL OFFICERS”

Ref: (a) Armed Forces and Society, Vol. 1, No. 2, Winter, 1975

(b) OSD memorandum, M&RA-50, 22 March 1977
1. PROBLEM

To develop a Marine Corps position on the professional officer
education proposal contained in reference (a).

2. WHY REQUIRED

Senator B. G. Snort (D-Pa) has read the subject article in
reference (a) and requested a DoD position in response. Reference
(b) tasked the Service Chiefs with providing Service positions on the
proposgals contained in the article.

3. BACKGROUND

a. The subject article, written by Sam C. Sarkesian, Loyala
University and LtCol W. J. Taylor, Jr., U. S. Military Academy,
gstates that:

(1) Postgraduate education for officers is required by
complexity of the international environment, changing nature of
domestic society, need for technological sophistication, and as a
retention incentive.

(2) Over 25,000 officer billets have been validated in the
DoD as requiring graduate education, that in 1973 over 45,000 active
duty officers had a master’s degree or more, and that over 3,000 held
doctorates.

CLASSIFICATION
30



CLASSIFICATION

(3) Civilian graduate education is most important in that it
reinforces the acceptance of civilian control and the social
political system reinforces career commitment, reinforces
professional ideals while broadening perspectives on their meaning,
stimulates transition into civilian life, and is an important element
in career success and organizational cohesion.

b. The article proposes reduction in officer attendance at
military professional schools, especially at top level, reduction and
consolidation of military schools, and civilian graduate education
for all qualified officers in lieu of or in addition to attendance at
military professional schools.

4. POSITIONS OF OTHER AGENCIES: USA, USAF agree. UN disagree.

5. RECOMMENDED MARINE CORPS POSITION (attached):

6. RATIONALE

a. Sarkesian and Taylor proposed education for sociologic,
political, retention, and other reasons not directly required by the
Marine Corps mission. This education is proposed as being more
beneficial than most of the current professional education carried on
at Service war colleges and command and staff colleges.

b. Current officer education programs are based upon mission
related requirements for specialized skills to fill validated billets
and upon the requirement for general professional military education.
Along with other personnel, procurement, and operations and
maintenance cost, officer education programs have to be justified on
the basis of their relationship to the Marine Corps mission. While
Congress has been generally agreeable to professional education at
MCDEC and the other Service schools, the only accepted justification
for civilian postgraduate education has been the DoD billet
validation process. Thisg is understood to be the major purpose of
the validation process, i.e., to ensure that education is directly
related to real DoD requirements.

c. The Sarkesian and Taylor proposal would divorce graduate
education from validated requirement and provide funded graduate
education for all qualified officers; the cost would be partly funded
through elimination and consolidation of top level schools. As the
Marine Corps operates no top level schools, little savings would
accrue to the Marine Corps, and the proposal would result in a large
net increase in funding requirements for officer education, as well
as a large net reduction in officer availability since so many would
be attending graduate school full time.
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d. Continued participation by Marine officers in the curricula
offered at the war colleges and staff colleges of all the services is
congidered highly desirable. Their curricula are reviewed
continually to determine the level of continued Marine Corps
participation. To date, the curricula have been perceived to be
continually improving, and Marine Corps participation would be
increagsed if facilities of the schools and manning requirements of
the operating forces would permit such an increase.

e. The propogsed Marine Corps statement of position is intended
to lend support to the expected positions of the other Services in
support of their schools, and to state the Marine Corps commitment to
graduate education in accordance with mission related requirements.

7. RECOMMENDATION. Approve attached statement.

— —— —— ———— —— —— ——t———s S7on oo
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MARINE CORPS POSITION ON SARKESIAN
PROPOSED CHANGES TO OFFICER EDUCATION

The Marine Corps believes that although there is considerable
merit in their hypothesis, their arguments do not justify changes to
its officer education programs nor to the top level schools to which
Marine officers are sent. Marine officers are educated at all the
Service professional schools, and, to meet the requirements of
gspecific billets, at the Naval Postgraduate School and at civilian
universities. Participation in these curricula is based upon Marine
Corps needs alone, rather than political, social, or retention
motives. It is understood that the benefits discussed by Sarkesian
and Taylor also accrue, as they do when Marines participate in
unfunded off-duty education. Given the overall fiscal requirements
of the Marine Corps, including other personnel costs, and procurement
and operating requirements, expansion of officer education beyond the
current mission related programs cannot be supported and therefore
will not be proposed.

C. M. SEA
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3. POINT PAPER
a. The point paper is a concise document designed to present
points, facts, positions, or questions in a brief and orderly
fashion.

b. A point paper may be used to assist in an discussion.

c¢. A point paper is normally used as a and agsumes
complete knowledge of the subject by the intended user.

d. Logical sequence is desgirable, but not mandatory if deadline
precludes, or unimportance of the subject matter does not warrant a
more detailed treatment.

e. A point paper may be distributed to individuals for
retention.

f. A point paper normally does not exceed one page and must
; however, graphs, sgchedules and background data

may be attached.
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POINT PAPER FORMAT

(Local variations and modifications
as necessary to meet requirements.)
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CLASSIFICATION

Code/Office
Date

POINT PAPER

Subj:

The gubject matter is indicated briefly but in sufficient detail to
facilitate filing and future reference.

1. (The salient points which relate to the subject are listed.)

2. (These points rewritten as short, concise statements.)

3. (The points are arranged in logical sequence (time permitting).)
4.

5.

SUMMARY

The salient points are followed by an even more concise summary.
This summary may include any conclusion or position which is
appropriate.
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POINT PAPER (EXAMPLE)

UNCLASSIFIED
POM-30
3 April 1976
POINT PAPER
Subj: MAG 58 7.62 Machinegun
1. Subj MG manufactured by Fabrique Nationale of Belgium.

2. U. S. Army procuring as coaxial MG for M60Al1l tank; quantity of
18, 191 for T/E, PWR, etc.

3. First MAG 58 delivered to U. S. Army about Jan '77; 600 per
month.

4. Replaces 7.62mm M219 MG, which is unreliable gun.

5. Marine Corps Impact

-USMC not programmed to procure MAG 58; has previously procured
413 7.62mm M60E2 MG's for M60Al tanks.

-423 M60E2 MG's recently shipped to Albany (150) and Barstow
(263) ; conversion from M219 to M60OE2 on 120 tanks (FY74 buy)
began 22-26 Mar '76 at MCDEC.

-USMC procurement decision made Mar, '75; delay would have
required procurement and eventual replacement of 286 M219 MG's
for FY75 and 76 tank buys.

6. Comparison of M60OE2, MAG 58, and M219

M60OE?2 MAG 58 M219
Mean Rounds Between Stoppage 782 2961 215
Mean Rounds Between Failure 1350 3579 1090
Service Life (Rounds) 100,000 67,414 17,542
Unit Cost $i,527* #1,392 £2,900
Parts Compatibility with In M60 MG 85% 0% 0%
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¥Unit cost of M60OE2 would reduce to $707 if Army procured 18,000
M60OE2's vice Mag 58's.

7. Attached news releases provide additional info re Army MAG 58
procurement.

8. Summary: Army’s MAG 58 and USMC M60OE2 replace M219 coax MG on
M60A1 tank. M60OE2 MG is 85% compatible with infantry M60 MG and is
being installed on USMC tanks. MAG 58 will begin installation about
Jan '77 on Army tanks.
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37



4. TALKING PAPER

a. A talking paper is a narrative form which can be used to
advance a point of view or summarize an action or a proposal.

b. A talking paper is a concise document that provides succinct
comments for use during a meeting.

c. A talking paper should without reference to
backup material.

d. A talking paper should be written with the level of
knowledge and personal desires in mind.

e. A talking paper is normally written by an action officer for
use by his superior as a "memory tickler" or quick reference outline.
The author should think of what the user will say and include key
facta that the user will require.

f. The talking paper can either be tabled or distributes at a
staff meeting.

g. The name of the action officer who prepared the paper should
be included in the last paragraph.
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TALKING PAPER FORMAT

(Local variations and modifications
as necessary to meet requirements.)
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CLASSIFICATION

Code/Office
Date

TALKING PAPER

For use by (name or title of person for whose use the paper is
prepared)

Subj:

The subject matter is indicated briefly but in sufficient detail to
facilitate filing and future reference.

BACKGROUND

The background sets forth in concise terms what has gone before.
It provides answers to such potential questions as: Is this an
ongoing thing? Did something suddenly create this requirement?

DISCUSSION

The discussion is a concise narrative of all the salient points
related to the topic under discussion. References that are used as a
source are cited in the discussion.

RECOMMENDATION

Recommendations are reduced to clear, concise statements
permitting simple approval or disapproval by the approving authority.

APPROVED

An approval block is provided for authentication by the approving
authority.

ACTION OFFICER

(The name of the action officer who prepared the paper should be
included.)
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TALKING PAPER (EXAMPLE)

UNCLASSIFIED

POM32-ddt
1 Apr 1976

TALKING PAPER
For use by the Deputy Chief of Staff for Plans and Operations
Subj: Camp Lejeune Training Areas

BACKGROUND

The CG, ForTrpsLant has recommended an agenda item for the forth-
coming FMF Commanders Conference which addresses the feagibility of a
study of the Camp Lejeune training areas with a view toward
eliminating many of the restrictions and deficiencies that currently
exist.

DISCUSSION

1. A CMC memorandum for the DCNO during Oct 1974 stated that Camp
Lejeune, N. C. has forty-nine ranges, all of which are considered of
critical importance to the mission of the Marine Corps.

2. CMC Memorandum further stated:

a. Civilian watercraft on New River, the Intercoastal Waterway,
and the Atlantic Ocean adjacent to CLNC often delay/disrupt firing on
some CLNC ranges.

b. Transient civilian and military aircraft occasionally disrupt
firing of artillery and mortars.

3. A review of weapons training range requirements was conducted by
the CG, MCB, Camp Lejeune, N. C. in Jan 1975. This review, which is
summarized in attached CG, MCB, CLNC letter, includes planned

modifications of ranges to accommodate current weapons acquisitions.

4, Informal action officer liaison between HQMC and MCB, CLNC during
August 1975, indicated that several ranges at CLNC, in addition to
those discussed in attached letter, would require extensive
modifications to accommodate the TOW and DRAGON Antitank Weapon
Systems.
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5. A detailed study of CLNC training areas appears
A study of this nature could be accomplished by the
with the objective of eliminating many of the range
deficiencies that currently exist.

RECOMMENDATION: That the above information be used
the Commander’'s Conference.

APPROVED:
ACTION OFFICER: Maj W. W. MAHNMAIER

CLASSIFICATION
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5. ACTION BRIEF

a. An action brief is a versgion of a staff study,
other staff paper, or directive.

b. It may be used to address specific points of unresolved
non-concurrence or to explain to a superior why an accompanying
document should be approved, signed or released.
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ACTION BRIEF FORMAT

SUBJECT

Identify the subject in relation to the basic staff study, other
staff paper, or directive.

1. PROBLEM

The question in consideration or point of unresolved difference
is stated in concise and specific terms.

2. DISCUSSION

The unresolved question is analyzed, points of difference are
compared, and the author’s conclusions are stated in this paragraph.
Supporting documents are essential and they are appended as Tabs A,
B, etc.

3. RECOMMENDATIONS

Recommendations are submitted as clear, concise statements
followed in each recommendation by spaces identified as APPROVED or
DISAPPROVED to permit simple initialing action by the approving
authority. ‘
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6. INFORMATION PAPER

a. A staff document which is very similiar to a talking paper is
the information paper. An information paper is normally used to
provide factual information in concise terms to the recipient
for discussions and/or meetings.

b. Only essential facts concerning the subject should be
included and developed in an orderly and logical manner.

c. Information papers are self-explanatory and will not refer to
enclosures except for additional tabular data, charts, etc.

d. Information papers are normally other documents,
hand carried or transmitted by informal means. An address and
signature block are not required.
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INFORMATION PAPER FORMAT

INFORMATION PAPER

DADC/DMS
26 April 1981

SUBJECT: Subject is addressed concisely.

ISSUE: State the issue in question L
FACTS:
1. Facts and salient points lisgsted in logical order.
2.
3.
Signature
Title
CLASSIFICATION
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7. MEMORANDUM FOR THE RECORD

a. A memorandum for the record is prepared to record the
impressions, information, conclusiona or decisions which arise out of
formal or informal dicussions, conferences, meetings or telephone

conversations.

b. The memorandum is frequently used as an_ _ - document
to record significant information that would otherwise not be

recorded in writing.

¢. Often the memorandum for the record ig a copy of
action underway and reasons for the action and is usually filed for

future reference.

b. The memorandum for the record may be used by staff officers
to pass iﬁformation up the chain of command, in order to keep seniors
apprised of events or actions within the author’s purview.
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MEMORANDUM FOR THE RECORD FORMAT

(Local variations and modifications
ag necessary to meet requirements.)

""""""" CLASSIFICATION
Code/Office
Date
MEMORANDUM FOR THE RECORD

Subj:

The subject matter is indicated briefly but in sufficient detail to
facilitate filing and future reference.

1. The first paragraph contains information on the occasion
precipitating this memo for the record; e.g., meeting, conference,
telephone conversation, persons involved, etc.
2. The second and subsequent paragraphs will contain:

a. Background and discussion (when necessary for clarity).

b. Conclusions reached and decisions made.

c. Staff agencies responsible for specific action (if
applicable).

Signature

DECLASSIFICATION
INSTRUCTIONS
(As appropriate)

CLASSIFICATION
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8. TRIP REPORT

a. Staff members often execute TAD/TDY trips for the purpose of
effecting liaison and coordination with other agencies.

b. Upon return from TAD/TDY trips, a staff officer will normally
be required to submit a trip report which outlines and documents what
was during the trip.
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Date
From: Staff Officer Who Executed, Senior/Staff Member/File
To: Appropriate Senior/Staff Member/File
Subj: Liaison/Coordination Trip of....
1. Purposge: Briefly state the reason for your trip.
2. Traveler(s) List by rank, initials and last name.
3. Iltinerary List location(s) visited, inclusive dates of travel

and key personnel contacted.

4., Discusgiona Include in this section a discussion of the findings
and/or problems encountered at the conference, assistance visgit or
other type visitation. State the objective of your trip. If the
vigitation supports a requirement, recommendation or position, an
amplified discussion section and supporting documents may be appended
to this report. If appropriate, include your contributions to the
visitation. In cases where you are provided complete minutes of the
meeting(s), the trip report may serve as a summary sheet with the
minutes attached. The exact format of this report is not particularly
important, as long as you keep it simple and convey the mission
contribution of your trip.

5. Conclusions/Recommendations Use this section to summarize your
findings or recommended action(s) as a result of the trip.

Signature
Title

Note: Classification instructiona/notations may be required.
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UNITED STATES MARINE CORPS
Financial Management School Comnpany
Marine Corps Service Support Schools

Marine Corps Base
Camp Lejeune, North Carolina 28542-5050

DOF 0302
JAN 1987

STUDENT OUTLINE/ADVANCE SHEET

CERTIFY REQUIRED DOCUMENTS TO ASSUME A DISBURSING OFFICE SYMBOL

PURPOSE: The purpose of this period of instruction is to provide you
with the skills and knowledge to certify the required documents to
agssume a disbursing office symbol.

STUDENT REFERENCES: Navy Comptroller Manual Vol IV, Chapter 1, Parts
A thru C, Sections I thru III; Chapter 2, Parts A thru C, Sections I
thru IV; Chapter 7, Part I, Section I.

TERMINAL LEARNING OBJECTIVE:

Given simulated required documents to assume a disbursing office
symbol, and with the aid of the Navy Comptroller Manual Vol IV,
certify the required documents to assume a disbursing office symbol,
in accordance with the Navy Comptroller Manual Vol IV. (1.2.2)

ENABLING LEARNING OBJECTIVES:

1. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Commencement of
Disbursing Duty Letter, in accordance with the Navy Comptroller
Manual Vol IV, Chapter 7, Part I, Section I. (1.2.2a)

2. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Authority to Hold Cash
‘Funds at Personal Risk Letter, in accordance with the Navy
Comptroller Manual Vol IV, Chapter 1, Part C, Section I and Chapter
2, Part C Section I. (1.2.2b)

3. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Power of Attorney (Navy
Comptroller Form 195), in accordance with the Navy Comptroller Manual
Vol IV, Chapter 1, Part C, Sections I and II. (1.2.2¢c)

4. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing data required to complete the Specimen Signature Form
(Treasury Form TFS 3023), in accordance with the Navy Comptroller
Manual Vol IV, Chapter 1, Part. C, Section II and Chapter 2, Part B,
Section I. (1.2.2.d)



5. With the aid of the Navy Comptroller Manual Vol 1V, identify in
writing data required to complete the Signature Card (Treasury Form
TFS 5583), in accordance with the Navy Comptroller Manual Vol 1V,
Chapter 1, Part C, Section II and Chapter 2, Part B, Section I.
(1.2.2e)

6. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Revocation of Deputy
Appointment Letter, in accordance with the Navy Comptroller Manual
Vol 1V, Chapter 1, Part C, Section II. (1.2.2f)

7. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Establishment of Agent
Caghier Position Letter, in accordance with the Navy Comptroller
Manual Vol IV, Chapter 1, Part C, Section II. (1.2.28)

8. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the Agent Cashier Appointment
Letter, in accordance with the Navy Comptroller Manual Vol IV,
Chapter 1, Part C, Section II. (1.2.2h)

9. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare the request for an Official
Facgimile Signature Plate Letter, in accordance with the Navy
Comptroller Manual Vol IV, Chapter 2, Part B, Section IV. (1.2.2i)

10. With the aid of the Navy Comptroller Manual Vol 1V, identify in
writing procedures required to prepare the Facsimile Signature Plate
Certificate of Mutilation, in accordance with the Navy Comptroller
Manual Vol IV, Chapter 2, Part B, Section IV. (1.2.2j)

11. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing procedures required to prepare the Return of Clip-On-Dies
Letter, in accordance with the Navy Comptroller Manual Vol IV,
Chapter 2, Part B, Section IV. (1.2.2k)

12. With the aid of the Navy Comptroller Manual Vol IV, identify in
writing information required to prepare a Receipt for Blank Checks
Letter, in accordance with the Navy Comptroller Manual Vol 1V,
Chapter 2, Part B, Section III. (1.2.21)

STUDENT REQUIREMENTS:

1. Scan the references.
2. Perform the wirtten assignment.

WRITTEN ASSINGMENT:




A. COMPLETION:

1. In order to comply with requirements prescribed by law, a
record of all accountable positions is maintained by the

2. All agents, other than deputies, will acknowledge their
acceptance of the position on the original and copies, as required,
of the and will include the
statement

3. The initial appointment of a Deputy Disbursing Officer
requires the submisgssion of three documents, they are:
(1)
(2)
(3)

4. Upon detachment of a disbursing officer, all powers of
attorney and letters of appointment of their agents are
without action by the disbursing officer.

OUTLINE:

1. COMMENCEMENT OF DISBURSING DUTY LETTER

a. Time of Relief:

Whenever possible detachment from disbursing duty with relief
will be effected on the of the month to avoid
the submigsion of more than of financial returns.

b. Letter Notification to U.S. Treasury:

Immediately upon commencement of disbursing duty or reopening
a temporarily closed disbursing account, whether a shore activity or
deployed unit, a disbursing officer will forward a letter of
notification to the Department of the Treasury. This letter will be
sent via the Commandant of the Marine Corps (Code FDD) and will
include the following:

(1)
(2)
(3)
(4)
(5)



(6) In the case of a shore activity that the disbursing
officer has assumed custody of the retain records and
for the of the account of the officer being releived or
will state the activity to which the retain records have been
forwarded to for settlement and furnish references to the authority
for such action.

c. Distribution:

In addition to Treasury distribution should include all
Marine Corps disbursing officers, the relieved disbursing officer,
and one for file.

d. Message Notification to the Marine Corps Finance Center:,

(1) In order for the MCFC to provide support to deployed
units, the disbursing officer of the newly activated symbol will
immediately notify the MCFC (Code CPM and MA) by naval message. The
message must contain the following data:

(a)
(b)
(e)
(d)
(e)
(f)
Note: Any changes to the reported data will be reported by naval

message to the MCFC as they occur.

2. AUTHORITY TO HOLD CASH FUNDS

a. The or officer in charge of the
activity to which the disbursing officer, deputies, and agent
cashiers are permanently assigned, is authorized to approve requests
of these agents to hold cash funds at risk.

b. Each disbursing officer, deputy, agent cashier and alternate
agent cashier will request authority to hold cash at personal risk
from the appropriate authority.

c. All requests to hold cash funds at personal risk will be made
in writing and will include:



(1) Name

(2) Title

(3) Duty station _

(4) Description of the type of payment or other transactions
requiring the use of cash.

(5) The maximum amount of cash to held at any time.

d. Disbursging officers will review all records of cash
requirements maintained for their deputies and agent cashiers
and provide the commanding officer with a report of the cash
requirements every months.

——————————

e. When situations change on a basis as a result
of the report of the monthly reviews, so that the maximum amount of
cash is increased or decreased, a new request for authority to hold
cash will be made to establish the new maximum and to canscel the
previous authority

3. POWER OF ATTORNEY

a. The power of attorney is the appointment letter (document)
for all

b. All blanks above the double line will be filled in at the
originating disbursing office.

c. When the power of attorney covers the first apointee to a
newly established position, the notation "New Position” will be shown
just above the double lines.

d. If the individual selected has previously served as a deputy
or disbursing officer one of the following notations will be made in
the margin at the bottom of the form.

(1) "Formerly disbursing officer under symbol 8190°
(2) "Formerly deputy for L. Mertes under symbol 8190°
e. The original and two copies will be forwarded to the

Commandant of the Marine Corps (Code FDD)

4. SPECIMEN SIGNATURES (GPO Form 3023)

a. The disbursing officer and deputies will select which of
their given names or initials will be used with their surname to
comprise their

b. GPO Form 3023 Specimen Signatures will be used to inform the
Treasury of the selected signature and will be on file with the
Treasury when the account is first opened and any Treasury

checks are signed.
5



c. The official signature will be used on all checks, vouchers,
official papers and correspondence pertaining to the Department of
the Navy, General Accounting Office and the Treasury Department.

d. To complete the GPO Form 3023 you are required to submit
sample sgignatures.

e. Once specimen signatures are submitted and approved, there is
no need to resubmit at each duty station.

f. The official signature provided the Treasury will not be
changed without to the Treasury, via
Commandant of the Marine Corps (FDD), encloging new Signature Card
and Specimen Signatures.

5. SIGNATURE CARD (Treasury Form TFS 5583)

a. The signature card is used by the disbursing ocfficer to
the signature being submitted.

b. The signature card will be signed with your official
gsignature and be forwarded with the specimen signature form and the
power of attorney.

c¢. An additional heading of "Deputy for (name of the disbursing
officer) will be on the signature card.

6. REVOCATION OF DEPUTY APPOINTMENT

a. A disbursing officer may revoke the appointment of a deputy
at

b. In case of deputies a copy of the revocation will be
furnished to CMC (Code FDD) with either:

(1) The power of attorney the individual who
will succeed the deputy.

(2) A letter requesting the of the position.

c. When a deputy is transferred, a letter of revocation must be
isgsued so the position can be filled and the deputy may be
at the new duty station.

d. In addition to CMC, a signed copy of the revocation will be
sent to the Chief, Check Accounting Divisgion, Officc of the Treasurer
of the United States.



7. ESTABLISHMENT OF AGENT CASHIER POSITION

a. The establishment of an agent cashier position will be
approved by the Commandant of the Marine Corps only when necessary to
provide adequate

b. When the services of an agent cashier is required, a letter in
duplicate stating the circumstance requiring each position will be
forwarded to CMC (Code FDD), via the Commanding Officer. This request
will include:

(1) Specific duties to be performed.
(2) The number of other deputies and agents already serving.

(3) The place where the agent will serve.

(4) The estimated funds to be advanced, collected and
disbursed.

(5) For the first person to be appointed to a new position
the request will also show:

(a) name.

(b) rank, rate or civilian grade.
(c) effective date of appointment.

8. AGENT CASHIER APPOINTMENT

a Individual agents will be appointed in ‘ by the
disbursing officer.

b. The letter of appointment will include duties and

c. Effective date and the person relieved if not a new position.

d. Agents will their acceptance of the position
on the original appointment letter and required copies.

e. The letter of appointment will include the statement "] agree

to hold myself accountable to the United Stateas for all public funds
received”

f. Letters of appointment will be kept on file for a minimum of
years to show successgive holder of each position.



9. OFFICIAL FACSIMILE SIGNATURE PLATE

a. Immediately upon receipt of orders to disbursing duty with
check-signing equipment, prospective disbursing officers will provide
their new duty sgtation with three (3) specimens of their official
gsignature, in black ink, on blank unlined white 3 by 5 cards. Stating
the number to be shown on the plate, so that they may order the
signature plate.

b. When the officer being relieved receives the specimen
signatures and if a signature plate will be required, the officer
will prepare a request for purchasing the signature plates.

c. The request form for signature plates or dies will be a

(1) Marine Corps disbursing officers using the Cummins check
gigner will forward requests for purchase of gignature plates to the
Navy Accounting and Finance Center (Disbursing Operations Branch).

(2) For manufacture and engraving of a signature die for use
in the International Peropheral Systems Inc. check signer, requests
will be made to that firm.

d. To the plates that have been received, the
disbursing officer who's name appears on the plate or die will:

(1) Make copies of the facsimile signature, usually
on IBM cards.

(2) Certify 2 copies as true facgsimile signatures.

(3) Mail all copies to the Department of the Treasury with a
letter requesting of the facsimile for
signing checks.

e. Treasury will notify the disbursing officer directly of
authority to use facsimile signatures on checks. However, checks
signed by machine will not be issued until the has

been obtained.

f. The disbursing officer will insure proper procedures are
followed for the protection and to prevent use of
all plates held by deputieg and other authorized personnel.

10. FACSIMILE SIGNATURE PLATE CERTIFICATE OF MUTILATION

a. Whenever a disbursing officer is detached from disbursing
duty, any removable gignature plates no longer required will be

b. Mutilation is accomplished by cutting the plates with some
sharp object to the extent that it cannot be used to sign checks.

8



c. Mutilation of signature plates will be by another
officer not under the supervision of the disbursing.

d. The disbursing officer will the Treasury of the
mutilation by submitting the certificate of mutilation.

11. RETURN OF SIGNATURE DIES

a. The signature dies housed in meterheads of the International
Perpheral Systems Inc check signer are and can only be
removed by a company representative.

b. Immediately upon detachment from disbursing duties the
disbursing officer whose signature die is sealed in a meterhead will
initiate a request to issue a Purchase Order (DD Form 1155), for the
and of the signature die to the Commandant
of the Marine Corps (Code FDD.

c¢. The relieved disbursing officer will forwarded the meterhead,
containing his signature die, with the copy of the purchase order to
the International Peripheral Systems Inc.

d. The keys to the meterhead will be removed and taped to a 3 by
5-inch card and forwarded with a letter of transmittal
referencing the purchase order number that applies to the shipment of
the meterhead.

e. When CMC receives the signature dies, a Certificate of
Mutilation will be prepared and a copy will be provided to the
disbursing officer concerned.

12. RECEIPT OF BLANK CHECKS

a. Upon relief the disbursing officer being relieved will

all unused checks to their successor for use under
the same number.
b. A of transfer will be obtained by the disbursing
officer being relieved.
c. The check receipt will contain the , of checks
and inclusive checks of all batches/series of checks

used by the office.



PRACTICAL APPLICATION

SITUATION #1: The date is 1 October 198-. You plan to relieve Capt
J.D. KNOWHOW asg Disbursing Officer, 7th FSSG, FMF, and assume the
symbol effective 1 Noverber 198-. You will be needing the services of
a Deputy Disbursing Officer and an Agent Cashier.

REQUIREMENTS: Review and Certify the documents found on pages 11
thru 18, in accordance with the Navy Comptroller Manual Vol IV., for
assuming symbol number 8190 and appointing the required agents.
Identify any errors or omissions on the documents. Errors will be
discussed during review of the lesson.

NOTES FOR DISCUSSION:
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.2
1 October 198-

From: Disbursing Officer
To: Commanding General, 7th Force Service Support, Fleet Marine
Force, Camp Lejeune, North Carolina 28542-5050

Subj: AUTHORIZATION TO HOLD CASH FUNDS AT PERSONAL RISK

Ref: (a) NavCompt Manual Vol IV, para. 042300
(b) NavCompt Manual Vol IV, para. 042301

1. In accordance with the instructions contained in reference (a)
and (b), it is requested that the undersigned be authorized to hold
cash funds at personal risk.

2. As required by reference (a), the following information is
furnished:

a. Name: Lynn MERTES, Colonel, USMC
b. Title: Disbursing Officer
c. Station: 7th Force Service Support Group, Fleet Marine Force

d. Type of payments requiring use (handling) of cash: Special
payments of regular pay, settlement of military and civilian travel
claims, other claims, and cashing of checks in accordance with
reference (b).

e. Other transactionsg requiring use (handling) of cash:
Collections for various types of overpayments made to individuals,
collection of postal funds, payment for damaged and lost government
property by individuals and payment for field rations by individuals.

f. Maximum amount of cash funds held at any one time: $£50,000.00

3. The facilities/means to be utilized for safekeeping cash are as
follows: Heavy duty, garrison type safes with 3-tumbler combination
locks (the combination of the safes being known only to the
officer/agent cashier to which the safe is assigned); and
utilizatlion of a 24 hour-a-day, seven days-a-week duty/watch
composed strictly of disbursing office personnel.

4. Approval of this request will not restrict the holding of cash
funds in excess of the total amount shown in paragraph 2f, above, for
meeting periodic payrolls.

rJR FSTRUCTIONAL PURPOSLS ONLY L. MERTES

11



OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.3
1 October 198-

From: Second Lieutenant, S. BRIGHT 528 56 5355/3404 USMC

To: Commanding General, 7th Force Service Support Group, Fleet
Marine Force, Camp Lejeune, N.C. 28542-5050
Via: Disbursing Officer, 7th Force Service Support Group, Fleet

Marine Force, Camp Lejeune, N.C. 28542-5050

Subj: AUTHORIZATION TO HOLD CASH FUNDS AT PERSONAL RISK
Ref: (a) NavCompt Manual, Vol IV, para. 042300.2
1. In accordance with the instructions contained in reference (a),
it is requested that the undersigned be authorized to hold cash funds
at personal risk.
2. The following information is furnished:

a. Name: S. BRIGHT

b. Title: Deputy Disbursing Officer

c. Station: 7th Force Service Support Group, Fleet Marine Force

d. The funds held are to be used for making authorized payments
to personnel.

e. Maximum amount of cash funds to be held at one time: Five
Thousand Dollars (#5,000.00).

S. BRIG%%

FIRST ENDORSEMENT on Second Lieutenant S. Bright’s ltr of 1 Oct 198-

1 Oct 198-
From: Disbursing Officer
To: Commanding General
1. Forwarded recommending approval.

L. MERTES

FOR INSTRUCTISNAL PURPOSES ONLY 12



OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.5
1 October 198-

From: Disbursing Officer

To: Commandant of the Marine Corps (Code FDD), Headquarters, U.S
Marine Corps, Washington, D.C. 20380-0001

Subj: APPOINTMENT OF DEPUTY

Ref: (a) NavCompt Manual, Vol IV, para. 041510.3

Encl (1) NavCompt Form 195
(2) GPO Form 3023
(3) TFS Form 5583

1. In accordance with reference (a), enclosures (1), (2), and (3)
are forwarded for approval of the below listed officer:

2ndLt. Sunny BRIGHT 528 56 5355/3404 USMC

2. The effective date of appointment is requested to be 1 November
198-.

L. MERTES

FOR INSTRUCTIONAL PURPOSES ONLY
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NAVCOMPT Form 195 (Rev. 3-58)
S/N 0104-LF-700-2900

POWER OF ATTORNEY

1 October .19 8-

Disbursing Office, 7th FSSG, FMF

Camp Lejeune, North Carolina 28542-5050
(Activity)

BE IT KNOWN, That I, Lynn Mertes ’
disbursing officer of the above designated activity do hereby pursuant to authority granted by an Act of Congress,

2ndLt. Sunny BRIGHT 528 56 5355/3404

approved July 3, 1926 (44 Stat. 888), designate and authorize

effective__1 November ,19.8= | to act in my place as a disbursing officer of the United States Navy/Marine
Corps (strike words not applicable) and to discharge all duties required according to law to be performed by me as such
disbursing officer including the signing of checks in my name per his own name drawn on the Treasurer of the United

States, in my account over the station disbursing symbol number _ E8190 and such other symbol number
as from time to time may be assigned to this activity by the Treasurer of the United States.

L.MERTES

Colonel, U.S. Marine Corps
(Rank and service)

I HEREBY CONSENT TO THE ABOVE DESIGNATION
AS DEPUTY, CHECKS TO BE SIGNED IN THE
FOLLOWING MANNER!:

Disbursing Officer -

By . %W

NAVY DEPARTMENT

APPROVED:

. 19

By direction of the Secretary of the Navy

FOR INSTRUCTIONAL PURPOSES ONLY
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Department of the Treasury

Bureau of Government Financial Operations
Audit and Reconciliation Operations
Washington, D. C. 20226

My official signature as it will appear on checks drawn on the United States Treashry is shown in EACH
of the 14 spaces below.

I understand that a legible signature is desirable and that signatures on checks should conform closely
to these specimens. I will use a permanent ink of a dark—blue, blue—black, or black color.

I will furnish new specimen signatures if a change in the form of my signature is to be made, and I will
observe all of the provisions of Treasury Department Circular No. 8 in the issue, care, and use of checks.

1 October 198- -
------------- (Date) 7/ (Signayfte)
When the signagraph is used, submit additional signatures on blank sheets
SPECIMEN SIGNATURES SPECIMEN SIGNATURES

7 Ly
AL || gt

GFO FORM 3023 (FORMERLY FORM TUS 3023, DEPARTMENT OF THE TREASURY
6~-74 10-61, WHICH MAY BE USED) BUREAU OF GOVERNMENT FINANCIAL OPERATIONS

15
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[AY

SIGNATURE CARD

The information requested on the enclosed form is required under the provisions of 31
.S.C. 82b to identify the accredited official for disbursing operations. Failure to pro-
vide the information may affect the accreditation of the individual.

Notify the Bureau of i rsing Office
GovernmentFinan- Disbu g

cial Operations of  7th FSSG, FMF,

address. " "% Comp Lejeune, N.C. 28542-5050

L]
Sign here, in form to
be used on checks: -

1 certify that the

above signature is .
that of the disburs-
ing officer named. DO
The signature of person certifying should be known to the Title
Bureau of Government Financial iOperations
Date: l Oct 198- ‘
When signed forward immediately to the Bureau of Government Financial Operations
Washington, D. C. 20226
TFS FORM 5583 PREVIOUS EDITION DEPT. OF THE TREAS.—FIS. SERWV:
- 9-76 IS OBSOLETE BUR. OF GOV'T. FIN. OPS.
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Corps
Camp Lejeune, North Carolina 28542-5050

7200.7
1 October 198-

From: Disbursing Officer

To: Commandant of the Marine Corps (FDD), Headquarters, U.S.
Marine Corps, Washington, D.C. 20380-0001
Via: Commanding General, 7th Force Service Support Group, Fleet

Marine Force, Camp Lejeune, N.C. 28542-5050
Subj: ESTABLISHMENT OF AGENT CASHIER POSITION
Ref: (a) NavCompt Manual, Vol.IV, para. 041510.2
1. In accordance with reference (a), it is requested that an agent
cashier position be established within this office. It is further
requested that 1 November 198- be the effective date.
2. The specific duties of the agent cashier will be to effect
collecltions of monies, make cash disbursements, attest military pay

documents and cashing checks for military personnel.

3. The funds estimated to be advanced, collected or disbursed should
not exceed £10,000.00 per day.

4. Currently there is one deputy serving at this activity and the
establishment of this position would serve to reduce the paperwork,
over the counter payments and other disbursing officer duties

required of the deputy, thus providing for greater efficiency in all
areas.

5. The first agent cashier to be appointed upon approval will be:

Gunnery Sergeant Peter J. O'TOOLE, 233 84 5656/3432 U.S. Marine
Corps

L. MERTES

DR INSTRUCHICHAL FURFFOSES ONLY
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.10
1 October 198-

From: Colonel Lynn MERTES, 268 66 9355/3402 USMC

To: Navy Accounting and Finance Center, Disbursing Operations
Branch, Washington, D.C. 20548-0002

Subj: REQUEST FOR OFFICIAL FACSIMILE SIGNATURE PLATES

Ref: (a) NavCompt Manual, Vol. IV, para. 042226.4c(1) (b)

Encl: (1) DD Form 1155 Purchase Order for Cumming Check Signer
(2) Three 3 by 5-inch white card specimen signatures

1. Reference (a) sets forth the requirements for obtaining facsimile
gsignature plates. On 1 November 198- I will officially become the
Disbursing Officer for the 7th Force Service Support Group, Fleet
Marine Force, Camp Lejeune, North Carolina, Facsimile signature
plates will be required.

2. Due to the short notice of the assignment, take over date and the
approximately 15,000 checks issued monthly, it is requested that an
immediate priority be assigned. The plate number to be assigned is
one (1).

3. This office is recently purchased a Cumming Check Signer with the
following specifications:

a. Manufacturer’s Name: Cummins Check Signer
b. Type: Cummins Tallyprinter
c. Model Number: 274-01
d. Serial Number: 6920
4. The appropriation data chargeable is:

17-1106.2721 026 60909 0 060909 2D 000000 000000043331

L. MERTES

FOR FNZTALCTIONAL PURFOSES ONLY
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SITUATION #2: The date is 15 October 198-. In response to the
documents submitted for Situation #1, you have received the documents
found on pages 20 thru 23.

REQUIREMENTS: Review these documents. Identify any errors or
ommissions on the documents. Errors will be discussed during review.

NOTES FOR DISCUSSION:
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FIRST ENDORSEMENT on Colonel L. MERTES's ltr of 1 Oct 198-

15 Oct 198-
From: Commanding General
To: Colonel L. Mertes, 268 66 9355/3404 USMC
1. Returned approved.

D.E. HELPER
By direction

AL A B R o B L B e F el o lid hi
r'a,«. PO SN DI SR 5 [LFRAEY SN B "-.,/u:f'.l.g O‘nLY
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SECOND ENDORSEMENT on Second Lieutenant S. BRIGHT's ltr of 1 Oct 198-

15 Oct 198-

From: Commanding Genaeral
To: Second Lieutenant S.Bright 528 56 5355/3404 USMC

Q. EaHeLlon

D.E. HELPER
By direction

1. Returned appioved.

FOR IHSTRCIHISHAL FULFCSES ONLY
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NAVCOMPT Form 195 (Rev. 3-58)
S/N 0104-LF-700-2900

POWER OF ATTORNEY

1 October , 19 8= .

Disbursing Office, 7th FSSG, FMF

Camp Lejeune, North Carolina 28542-5050
(Activity)

BE IT KNOWN, That I, Lynn Mertes
disbursing officer of the above designated activity do hereby pursuant to authority granted by an Act of Congress,

approved July 3, 1926 (44 Stat. 888), designate and authorize __2ndLT. Sunn I (3404

effective__1 November ,19.8=to act in my place as a disbursing officer of the United States Navy/Marine
Corps (strike words not applicable) and to discharge all duties required according to law to be performed by me as such
disbursing officer including the signing of checks in my name per his own name drawn on the Treasurer of the United

States, in my account over the station disbursing symbol number ___E8190  and such other symbol number
as from time to time may be assigned to this activity by the Treasurer of the Unjsed States.

L. MERTES

Colonel, U.S.Marine Corps
(Rank and service)

I HEREBY CONSENT TO THE ABOVE DESIGNATION
AS DEPUTY, CHECKS TO BE SIGNED IN THE
FOLLOWING MANNER:

Disbursing Officer

By
NAVY DEPARTMENT
APPROVED:
15 October 19 8-~
of the Secretary of the Navy
I - S atatl ¢ A
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DEPARTMENT OF THE NAVY
Headquarters United States Marine Corps
Washington, D.C. 20380-5050

FDD-jjs
15 October 198-

From: Commandant of the Marine Corps

To: Disbursing Officer, 7th Force Service Support Group, Fleet
Marine Force, Camp Lejeune, N.C. 28542-5050
Via: Commanding General, 7th Force Service Support Group, Fleet

Marine Force, Camp Lejeune, N.C. 28542-5050
Subj: ESTABLISHMENT OF AGENT CASHIER POSITION

Ref: (a) NavCompt Manual. Vol IV, para. 041510.2
(b) DO, 7th FSSG, FMF, ltr 7200.7 of 10ct8-

1. As requested by reference (b) and in accordance with reference
(a), the establishment of an initial agent cashier position for your

office is approved.

2. This position will be continued regardless of changes in
disbursing officers or agent cashiers unless sSooner disestablished by

proper authority.
% A. RAPP

By direction

FOR IMNSTRUCTICHAL PURFPOSES ONLY
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SITUATION #3: The date is 1 November 198-. You will assume the
duties as Disbursing Officer for symbol 8190.

REQUIREMENTS: Review and Certify the required documents found on
pages 25 thru 29, to assume symbol number 8190, effective this date
and to appoint your Deputy and Agent Cashier. Identify any errors or
ommiggsions on the documents

Errors will be discussed during review.

NOTES FOR DISCUSSION:
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.1
1 November 198-

From: Colonel Lynn MERTES, 268 66 9355, U.S. Marine Corps

To: Department of the Treasury, Bureau of Government Financial
Operations, Payment Reconciliation Section, Room 1017, General
Accounting Office Building, Washington, D.C. 20226-0001

Via: Commandant of the Marine Corps (Code FDD), Headquarters, U.S.
Marine Corps, Washington, D.C. 20380-0001

Subj: COMMENCEMENT OF DISBURSING DUTY NOTIFICATION
Ref: (a) NavCompt Manual Vol IV. para. 047500.

1. I will on 1 November 198- commence disbursging duties as
Disbursing Officer, 7th Force Service Support Group, Fleet Marine
Force, Camp Lejeune, North Carolina, using symbol 8190, such account
having been opened 1 August 1945, relieving Captain James D. KNOWHOW,
202 47 9686/3402 U.S. Marine Corps.

2. The alphabetic designator used by my predecessor was "D°
therefore I will use "E".

3. I have assumed custody of the retained records and responsibility
for the settlement of the account of Captain KNOWHOW and of any other
accounts for which Captain KNOWHOW had settlement responsibility.

L.MERTES

Copy to: CMC (Code FDD)
Capt. J.D.Knowhow
All MC Disbursing Officers
File

FOR INSTRUCTICNAL PURPOSES ONLY ’s



OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28652-5050

7200.9
1 Novermer 198-

From: Disbursing Officer
To: Gunnery Sergeant Peter J. O’'TOOLE, 233 84 5656/3432 USMC

Subj: APPOINTMENT OF AGENT CASHIER

Ref: (a) NavCompt Manual, Vol. IV, para. 041502.8b

1. In accordance with the provisions of reference (a), you are
hereby appointed as agent cashier for the undersigned at Disbursing
Office, 7th Force Service Support Group, Fleet Marine Force, Camp
Lejeune, North Carolina 28542-5050 effective 1 November 198-.

2. As agent cashier you will perform the following duties:

a. Make disbursements personnel.

b. Accept collections for official deposits to the United States
Treasury.

c. Sign disbursing documents; except checks, and the Statement
of Accountability or other specifically prohibited documents.

d. Attest entries on military pay documents.
e. Make currency change.
3. Your appointment as agent cashier is effective only while the

undersigned continues to serve as disbursing officer or until
terminated, whichever is earlier. Your funds will be kept in a safe,
the combination of which will be known only to you, and will be
changed at least once every six months.

L.MERTES

FIRST ENDORSEMENT on DO, 7th FSSG, FMF ltr 7200.9 of 1 November 198-

From: Gunnery Sergeant Peter J. O’TOOLE, 233 84 5656/3432 USMC

To: Disbursing Officer, 7th Force Service Support Group, Fleet
Marine Force

Subj: APPOINTMENT OF AGENT CASHIER

FCR INSTRUCTIONAL PURPOSES ONLY 26



1. I hereby acknowledge receipt of appointment as agent cashier at
Digbursing Office, 7th Force Support Group, Fleet Marine Force and I
fully understand the limitations and duties connected with this

appointment.

2. I am willing to serve in this position. I agree to hold myself
accountable to the United States for all public funds received.

PJ. 0'Tecte

P.J. O’TOOLE

FOR INSTRUCTICI L PUNTCSES ONLY
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.12
1 November 198-

From: Colonel Lynn MERTES, USMC, Relieving Disbursing Officer
To: Captain James D. KNOWHOW, USMC, Relieved Disbursing Officer

Subj: RECEIPT FOR BLANK U.S. TREASURY CHECKS

1. I hereby acknowledge receipt from Captain James D. KNOWHOW, of
Marine Corps disbursing officers blank checks, drawn on the United
States Treasury, payable to order, symbol number 8190, in the
quantity and serially numbered as shown below.

BEGINNING SERIAL#% ENDING SERIAL# #CHECKS TYPE OF CHECKS

70,123,456 99,999,999 29,876,544 Cont form check

01,265,479 09,999,999 08,734,521 Single checks

00,000,013 00,009,999 00,009,987 Control checks
L. MERTES

STRUCTIONAL FURPOSES ONLY
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OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.11
1 November 198-

Department of the Treasury

Bureau of Government Financial Operations
Check Reconciliation Branch

General Accounting Office Building
Washington, D.C. 20226-0003

This certifies that on this date signature plates bearing the name
J.D. KNOWHOW and plate number one (1) authorized by the Treasury for
use in signing checks drawn on the United States Treasury has been
mutilated in our presence to such an extent that it cannot be used

again for signing checks.

J.D.KNOWHOW
Captain, U.S. Marine Corps

CZ&.W

Witnessed by: C.C. RIDER
Second Lieutenant, U.S. Marine Corps

FCR INSTRUCTISH/L PURFCSES ONLY
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SITUATION #4 The date is 1 January 198-. Lt Bright is being
transferred to MCAS, Yuma, Arizoina effective 15 March 198-.
Lt.Bright's replacement is 1lstLt. Mario ANTHONY 538 98 4544/3404
USMC. Lt. ANTHONY was previously a deputy for Major F. ZAPPA, under
symbol 8663.

REQUIREMENTS: Review and Certify the Revocation of Appointment for
Lt.Bright found on page 31. Prepare and Certify the Power of Attorney
found on page 32 for appointment of Lt. ANTHONY to succeed Lt.Bright
as your deputy. Identify any errors for all four (4) Situations and
be ready to discuss them during review.

NOTES FOR DISCUSSION:

30



OFFICE OF THE DISBURSING OFFICER
Seventh Force Service Support Group
Fleet Marine Force
Camp Lejeune, North Carolina 28542-5050

7200.6
1 February 198-

From: Disbursing Officer
To: Second Lieutenant Sunny BRIGHT, 528 56 5355/3404 USMC

Subj: REVOCATION OF APPOINTMENT AS A DEPUTY OF COLONEL L. MERTES,
U.S. MARINE CORPS, DISBURSING OFFICER, SYMBOL 8190

Ref: (a) NavCompt Manual, Vol. IV, para. 041510.5

1. Effective this date your appointment as a deputy of the
undersigned is hereby revoked.

2. You were initially appointed by me as my deputy on 1 November

198-. Such appointment was approved by the Secretary of the Navy on
15 October 198-.

L. MERTES

FOR INSTRUCTICIAL PUNPCSES ONLY
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NAVCOMPT Form 195 (Rev. 3-58)
S/N 0104-L F-700-2900

POWER OF ATTORNEY

19

tl

(Activity)

BE IT KNOWN, That I, "
disbursing officer of the above designated activity do hereby pursuant to authority granted by an Act of Congress,

approved July 3, 1926 (44 Stat. 888), designate and authorize

’

effective , 19 , to act in my place as a disbursing officer of the United States Navy/Marine
Corps (strike words not applicable) and to discharge all duties required according to law to be performed by me as such
disbursing officer including the signing of checks in my name per his own name drawn on the Treasurer of the United

States, in my account over the station disbursing svmbol number and such other symbol number
as from time to time may be assigned to this activity by the Treasurer of the United States.

(Rank and service)

I HEREBY CONSENT TO THE ABOVE DESIGNATION
AS DEPUTY, CHECKS TO BE SIGNED IN THE
FOLLOWING MANNER:

By .

NAVY DEPARTMENT

APPROVED:

. 19

By direction of the Secretary of the Navy

FOR MSTRUCTICI L PURFCSES ONLY

32



"HELPFUL HINTS"

1. Authorization to Sign Correspondence.

On entering upon duty as Disbursing Officer it is recommended that a
letter be published with a copy to all concerned, setting forth the manner in
which the deputies will sign corresondence. The following is recommended
based on the guidelines set fourth in Articile 1608, Navy Regulations:

DISBURSING OFFICER L.MERTES
BY: BY: by direction
(checks) (disbursing documents) (correspondence)

2., Combinations on Safes and Vaults.

During the relieving process the relieving disbursing officer will, in
the presence of the relieved disbursing officer, verify the contents of each
safe which the relieving disbursing officer shall have for his own personal
use. As it is required that the funds, blank checks, etc., be counted and
verified prior to receipting for them. The following course of action is
suggested:

a. Take the safes/vaults one at a time. The relieved disbursing
officer will open the safe for at that point the combination on the safe is
known only to him. Once the safe/vault is open the relieving disbursing
officer will verify, by actual count, the contents therein. Once this is
accomplished and a tally has been taken and the relieved disbursing officer
agrees with the accuracy of the count, the relieving disbursing officer will
then take custody of the safe and the contents. At this point the relieving
disbursing officer must change the combination on the safe/vault to one that
is known only to him.

b. While setting the combination on the safe the relieving
disbursing officer is cautioned to follow the following procedure: with the
door to the safe/vault open, set the new combination and then, with the door
open, twirl the tumblers locking the safe. Work the combination several times
making sure the door will open. When this has been accomplished several times
to the satisfaction of the relieving disbursing officer, the door should be
closed and locked and then reopened once or twice. REMEMBER: It is better to
take a few minutes to make sure the combination works before shutting the door
than to have to call for someone to cut the door open.

3. Security Folder.

This is a folder which should be kept by the Disbursing Officer when he
has deputy disbursing offices. The purpose of maintaining such a folder is to
provide the principal with all pertinent information regarding the security
arrangements at each of the deputy offices.

4., Office SOP.

Determine if one exits and if so ensure that it is up-to-date and valid.

It could well be that the existing one was written several years ago and the
procedures outlined are now antiquated and in dire need of revision.

33



5., Transient Payments.

Ensure that a valid SOP on making transient payments exists. Make a
check around the office to determine if the procedures outlined are being
followed properly and most important of all, that the personnel concerned
understand the purpose and the meaning of the SOP.

6. Date Processing Installation.

Ensure that DPI is notified of the change to the symbol number prior to
the first payday immediately following the relief of disbursing officers.
(i.e., D8190 not C8190)
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UNITED STATES MARINE CORPS
Financial Management School
Marine Corps Service Support Schools
Marine Corps Base
Camp Lejeune, North Carolina 28542-5050

DOF 0303
JAN 1987

STUDENT OUTLINE/ADVANCE SHEET

MANAGE DISBURSING OFFICE AGENTS

PURPOSE: The purpose of this period of instruction is to provide the
student with the knowledge to identify disbursing office agents
duties.

STUDENT REFERENCE: Navy Comptroller Manual Vol.VI, Chapter 1, Part
C, Section II.

TERMINAL LEARNING OBJECTIVE:

With the aid of the Navy Comptroller Manual Vol IV, list in writing
the duties of the various disbursing office agents, in accordance
with the Navy Comptroller Manual Vol IV. (1.2.3)

ENABLING LEARNING OBJECTIVES:

1. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of a Deputy Disbursing Officer, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 1, Part C, Section II.
(1.2.3a)

2. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of an Agent Cashier, in accordance with the Navy
Comptroller Manual Vol IV, Chapter 1, Part C, Section II. (1.2.3b)

3. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of a Collection Agent, in accordance with the Navy
Comptroller Manual Vol IV, Chapter 1, Part C, Section II. (1.2.3¢)

4. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of an Authorized Custodian, in accordance with the
Navy Comptroller Manual Vol IV, Chapter 1, Part C, Section II.
(1.2.3d)

5. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of a Paying Agent, in accordance with the Navy
Comptroller Manual Vol IV, Chapter 1, Part C, Section II. (1.2.3e)

6. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the duties of a Imprest Fund Cashier, in accordance with the
Navy Comptroller Manual Vol IV, Chapter 1, Part C, Section II.
(1.2.3f)



OUTLINE

GENERAL DUTIES OF ALL AGENTS

A. All agents are required to keep safely, without loaning,
ugsing, deposition in any bank, or exchanging for other funds, except
as specifically by law and regulation, all the public
money collected by them or otherwise at any time placed in their
possession and custody. They are required to : for all
amounts received by producing of deposit, transfer,
or other authorized disposition.

1. DEPUTY DISBURSING OFFICER

a. A deputy to a disbursing officer is an individual who, acting
under an approved executed by a disbursing
officer, is authorized to perform and duties relating
to the receipt, disbursement and custody of and accounting for,
public funds in the name and for the of the Disbursing
Officer. '

b. A deputy will perform such duties as by the

Disbursing Officer to include the signing of checks drawn on the
disbursing officers checking account with the U.S. Treasury and the
gigning of the Statement of Accountability.

c. In case of death, incapacity, or unauthorized absence of the
disbursing officer the deputy may disburging duties for
a period not to extend beyond the last day of the month in
which the absence occurred. ,

2. AGENT CASHIER

a. An agent cashier is an individual who acting under a formal
from a disbursing officer, is authorized to perform
preacribed duties for that disbursing officer, not including the
signing of Treasury checks.

b. Agent cashiers will perform duties relating to public funds
under the of the disbursing officer.

c. Agent cashiers are authorized to gign official documents
attesting to transactions made by them, which were specifically
by the disbursing officer. On all documents the agent
cashier will sign their own name over their title.




3. COLLECTION AGENT

a. Collection agents are individuals who are authorized to
public funds in excess of # , at a point other
then the disbursing office.

b. Collection agents are appointed in writing by the officer

directly responsible (0IC),for the of the funds.
c. Collection agents must perform their duties under the
and as by the officer for whom the

agent acts.

d. The duties of a Collection Agent of, receipting for funds,
recordkeeping, determinint amounts owed, making demands of debtors
for amounts owed should be segregated to minimize the opportunity for

e. Disbursing personnel will not be designated collection
agents, nor may the disbursing officer a collection agent.

4. AUTHORIZED CUSTODIAN

a. When the amount of collections is estimated to lessg £500.00
then an Authorized Custodian may be appointed rather than a
Collection Agent.

b. The position of Authorized Custodian is established entirely
by local of the Commanding Officer.

c. Authorized Custodians perform the same and have the
gsame responsibilities of the Collection Agent only with a
amount of public funds.

5. PAYING AGENT

a. A Paying Agent is an officer, enlisted member or civilian
employee appointed by the Commanding Officer (BN,CO) to act as an
Agent of the Disbursing Officer.

b. Paying Agents are appointed for a ,
relating to payments, currency conversions or check cashing
transactions from funds temporarily advanced to them.

c. In the performance of their duties Paying Agents will be
under the of the Disbursing Officer
in matters concerning the funds advanced to them.




6. IMPREST FUND CASHIER

a. An imprest fund cashier is an individual who has been
appointed by the commanding officer or officer in charge of an
activity for the purpose of making authorized for

materials or services purchased out of the supply system.

b. Imprest Fund Cashiers duties include maintaining custody of
funds advanced by the Disbursing Officer and to file periodic
vouchers to for the cash paid out and have that cash

by the disbursing officer.

c¢. The form used by the Imprest Fund Cashier to replenish funds
paid out is the Reimbursement Voucher, SF 1120.

d. The duties of Imprest Fund Cashier may be assigned to
Disbursing personnel.



UNITED STATES MARINE CORPS
Financial Management School
Marine Corps Service Support Schools
Marine Corps Base
Camp Lejeune, North Carolina 28542-5050

DOF 0304
JAN 1987

STUDENT OUTLINE/ADVANCE SHEET

MANAGE FISCAL INTERNAL CONTROL RECORDS

PURPOSE: The purpose of this period of instruction is to provide the
student with the skills and knowledge to manage fiscal internal
control records of a disbursing office.

STUDENT REFERENCES: Navy Comptroller Manual Vol. IV, and Student
Advance Sheet "Manage Fiscal Internal Control Records®

TERMINAL LEARNING OBJECTIVE:

Given a simulated situation pertaining to internal controls and with
the aid of references, perform the appropriate certification process
to the various fiscal internal control records, in accordance with
the Navy Comptroller Manual Vol IV and advance sheet "Manage Fiscal
Internal Control Records”. (1.2.4)

ENABLING LEARNING OBJECTIVES:

1. With the aid of an advance sheet, "Manage Fiscal Internal Control
Records”, state in writing the purpose of a Number'’'s Log, in
accordance with the advance sheet, "Manage Fiscal Internal Control
Records”. (1.2.4a)

2. With the aid of an advance sheet, "Manage Fiscal Internal Control
Records”, state in writing the purpose of a Disbursing Officer
Voucher (DOV) Log, in accordance with the advance sheet, "Manage
Fiscal Internal Control Records”. (1.2.4b)

3. With the aid of an advance sheet, "Manage Fiscal Internal Control
Records”, state in writing the purpose of a Collection Voucher (CV)
Log, in accordance with the advance sheet, "Manage Fiscal Internal
Control Records”. (1,2,4c)

4, With the aid of an advance sheet, "Manage Fiscal Internal Control
Records”, state in writing the purpose of a Certificate of Deposit
(CD) Log, in accordance with the advance sheet, "Manage Fiscal
Internal Control Records™. (1.2.4d)

5. With the aid of an advance sheet, "Manage Fiscal Internal Control
Records®, state in writing the purpose of a Payroll Number's Log, in
accordance with the advance sheet, "Manage Fiscal Internal Control
Records”™. (1.2.4e)



6. With the aid of an advance sheet, "Manage Fiscal Internal Control
Records”, state in writing the purpose of a Record of Data-Checks
Received and Deposited Form, in accordance with the advance sheet,
“Manage Figcal Internal Control Records”. (1.2.4f)

7. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Cash Receipt Book (Navy Supply Form 470), in
accordance with the Navy Comptroller Manual Vol IV, Chapter 3, Part
B. (1.2.48)

8. With the aid of an advance sheet, "Manage Fisgcal Internal
Control Records”, state in writing the purpose of a Suspense
Collection Book, in accordance with the advance sheet, "Manage Fiscal
Internal Control Records®. (1.2.4h)

9. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Cash Receipt Certificate, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 2, Part C, Section II.
(1.2.41)

10. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Check Record (DD Form 564), in accordance
with the Navy Comptroller Manual Vol IV, Chapter 2, Part B. (1.2.4j)

11. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Balance Sheet (NavCompt Form 379), in
accordance with the Navy Comptroller Manual Vol IV, Chapter 7, Part
C. (1.2.4k)

12. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Cashbook (NavCompt Form 245), in accordance
with the Navy Comptroller Manual Vol IV, Chapter 7, Part D. (1.2.41)

13. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Foreign Currency Record, in accordance with
the Navy Comptroller Manual Vol 1V, Chapter 7, Part D. (1.2.4m)

14. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Record of Cash Requirement/Limitation
Analysis, in accordance with the Navy Comptroller Manual Vol IV,
Chapter 2, Part C, Section I. (1.2.4n)

15. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Budget Clearing Account (Suspense), Navy, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 3, Part
A. (1.2.40)

16. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Suspense Account Control Ledger, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 3, Part
A. (1.2.4p)



17. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Statement of Accountability (SF 1219), in
accordance with the Navy Comptroller Manual Vol IV, Chapter 7, Part
E, Section 1. (1.2.4q)

18. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Successor Check Record, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 8, Part B, Section 3.
(1.2.4r)

19. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose of a Record of Discounts Lost/Interest Paid

(Prompt Payment Act), in accordance with the Navy Comptroller Manual
Vol IV, Chapter 6, Part B, Section II. (1.2.4s)

OUTLINE:

1. NUMBER'S LOG

a. The numbers log can be type of record book, computer
printout, record file or diskette. The type of log is not important,
it’'s what goes in the log and the way it goes in thats important.

b. Numbers logs are used to record the various numbers assigned
as for the different types of transactions.

c. Numbers logs are contain different information depending on
the transactions being recorded, some will have very little
information others will be comprehensive, depending on your office
SOP, or various orders.

2. DISBURSING OFFICER VOUCHER LOG (DOV)

a. Every expenditure/disbursgsement of public funds must be
documented and must be disbursing officer voucher number.

b. Some documents contain more than one control number. For
ingstance, a military payroll will initially have a
assigned, and when closed out and claimed it will be assigned a DOV
number because it has now become a disbursement. The DOV number will
become the primary control number of the payroll for fiscal purposes.

c. Disbursing officer voucher numbers are digit
numbers, beginning with "00001" each fiscal year and run consectively
throughout the fiscal year.

d. If it becomes necessary to start over with "00001" during the
fiscal year to remain within the five digit limitation, a new series
of numbers will be used beginning with the firast voucher of a month
and disregarding/void the unused numbers of the first series.



e. The minimum information you want in a DOV log is:

(1)
(2)
(3)
(4)

3. COLLECTION VOUCHER LOG (CV)

a. Every of public funds received by the disbursing
will be assigned a collection voucher number.

b. Collection voucher numbers are also a five digit numbers
beginning with "00001" each fiscal year and run consecutively
throughout the fiscal year without regard to change of disbursing

officer.

c. The minimum information you want in a CV log is:

(1)
(2)
(3)
(4)

4. CERTIFICATE OF DEPOSIT LOG (CD)

a. Each certificate of deposit has a preprinted number when you
receive it. These digit numbers are used to control deposits

of funds to the account of the

b. Deposits are used by the disbursing officer to dispose of
excess cash and negotiable instruments which come into the office
usually in the form of collections.

(1) Negotiable instruments, other than currency, cannot be
into cash for use by the disbursing officer and muat be
with the Treasury.

c. Each certificate of deposit number will be logged out when
the deposit is and will become a permanent record.

d. The minumum information you want in the CD log is:

(1)
(2)
(3)
(4)




5. PAYROLL NUMBER'S LOG (PR)

a. Each payroll number issued in a disbursing office must be
logged in to keep from isguing the number to two different
payrolls.

b. A separate series of payroll numbers will be kept for each
branch of the service. Example: Navy and Coast Guard use NOOl; Army
would use A0O1 and Air Force AFOO1l.

c. Each disbursing office differs in how to record payroll
numbers in logs, however; the main thing is to maintain an
log of all payroll numbers assigned.

d. The minimum information you woul want in your payroll log is:

(1)
(2)
(3)
(4)
(5)
(6)

6. RECORD OF DATA-CHECKS RECEIVED AND DEPOSITED

a. Treasury regulation require that if a check is lost before or

after deposit, the drawer will and the
check. In order to identify the drawer or endorsers of lost checks,
the office making the deposgit will maintain a of each

instrument deposited.

b. The Certificate of Deposit does not provide for the listing of
individual checks which are received/collected and deposited by the
disbursing officer. The record of data-checks received and deposited
ig used for this purpose.

c. Some offices each check, others make Xerox copies
of each check deposited as the internal control, to comply with
Treasury regulations. During this course we will be using the record
of data-checks received and deposited.

d. The minimum information you would want in your internal
control of checks received and deposited is:

(1) Serial number (check number)

(2) Date of the check

(3) Drawer (If Treasury checks show DSSN)

(4) Payee

(5) Endorsers other than the Disbursing Officer
(6) Drawee's bank

(7) Amount

(8)




7. CASH RECEIPT BOOK (Navy Supply Form 470)

a. The Cash Receipt Book is a log that the disbursing officers
gsigns when he or she for cash from one of their
collection agents.

b. Collection agents bring cash collected during the month to
the disbursing officer and receive a receipt for that cash. These
agents are usually mess and clothing sales personnel and they make
gseveral interim/unvouchered collections during the month.

c. The disbursing officer may keep their own cash receipt book
as an additional internal control, to keep track of cash received
from the different agents.

d. The information required for the cash receipt book is:

(1) Date

(2) Amount in words

(3) Amount in figures

(4) Signature of agent or other authorized person turning in
cash

(5) Signature of the Disbursing Officer receipting for the
cash

9. SUSPENSE COLLECTION BOOK

a. Several times during the month collection agents bring cash
to the disbursing officer as interim/unvouchered collections. These
collectiong are receipted for in the Cash Receipt Book, until they
are vouchered and assigned collection voucher number for the
total months collections. This usually done at the end of the month.

b. The suspense collection book is used to for the
interim/unvouchered collections made with the disbursing officer
during the month until they are vouchered.

c. The suspense collection book requires the following
information:
(1) Date

(2) Daily total collection (for each agent)

(3) Monthly total b - - )

(4) Total Daily collections (for both agents)
(5) Total Monthly collections (for both agents)

9. CASH RECEIPT CERTIFICATE (NavCompt Form 2114)

a. Disbursing officers may funds for official use
to the custody of their deputies, agent cashiers, and other agents of
the disbursing officer.

b. All funds advanced to these agents will be covered by a formal
Cash Receipt Certificate.



c¢. The Cash Receipt Certificate will spcifically state that the
agent holds themselfs to the United States Government
for the funds advanced.

d. The information on the Cash Receipt Certificate is:

(1) Received from

(2) The sum of: (in words)

(3) Amount: (in figures)

(4) Purpose (reason for the fund advance)
(5) Signature

(6) Receipt number

(7) Date

e. This receipt will be kept in the disbursing officers safe and
be treated as

10. CHECK RECORD DD Form 564 or NavCompt Form 2019

a. The disbursing officer will prepare two (2) records of each
check drawn. One to be forwarded with the checking account returns
and the other to be retained by the disbursing officer as an

b. All information entered on the original check at the time of
preparation must appear on the check record.

c. The minimum information required on the check record is

(1) DSSN

(2) Date

(3) Name of person W/SSN or Firm

(4) Amount in words

(5) Amount in figures

(6) PR#, Voucher#, Ex-Change for Cash (Disb or Remit)

d. There are several types of check records in use, depending
of the type of check processing equipment used

11. BALANCE SHEET (NavCompt Form 379)

a. The balance sheet is one of the most important internal
control records that you will have in your office.

b. The balance sheet serves three (3) main purposes:

(1) To maintain a record of all of
the disbursing office.




(2) Assists in insuring the accuracy of handling cash funds.

(a) As a backup for the
(b) Used to prepare some required reports

(3) It is used to assist when cash in the disbursing office is
being verified by the board, NAS, MCDOSET, or
other authorized government agencies.

c¢. The Balance Sheet contains:

(1) Beginning Balance
(2) Checks Issued

(3) Total Collections
(4) Total Disbursements
(5) Total Cash

(6) Total Assets

(7) Certification

Note: You will receive a separate class on the Balance Sheet later
in this course.

12. CASHBOOK (NavCompt Form 245)

a. The Cashbook is the internal control record of all
transactions involving public funds and forms the basis for the
preparation of the of the disbursing officer

b. All disbursing officers dealing with public funds will keep a
cashbook. All receipts, expenditures/disbursgsements of funds, and
other transactions affecting the of the officer
will be recorded in such a manner as to facilitate a ready

c. O0f all the internal control records of the disbursing office
the cashbook will be the one most likely audited by verification
boards, or other government audit teams. Correctness is imparitive.

Note: You will receive a separate class on the Cashbook later in
this course.

13. FOREIGN CURRENCY RECORD

a. When foreign currency is received or disbursed, a subsidiary
record of each transaction will be maintained in addition to the
entry required in the cashbook. This subsidiary record is known as
the Foreign Currency Record

b. The foreign currency record will be maintained in terms of
the foreign rather than in U.S. Dollar equivalent.
c. All transactionsg involvling foreign currency will be shown

in the gubsgidiary record in such a way as to facilitate a ready
balance



d. Columns in the cashbook used as a foreign currency record
may be as necessary.

14. CASH REQUIREMENT/LIMITATION ANALYSIS

a. Each disbursing officer is authorized to hold a certain
amount of cash at any given time and must not exceed that authority
except in special circumstances and when authorized. Example: Cashing
a MC Exchange Remittence check just before paydays, Cash held for
paydays, etc.

b. Because of the high cost of intrest on money held outside
the Treasury, the Naval Audit Service recommended that a analysis be
made on all money held by disbursing officers and that the analysis
be used to the amount of cash held.

c. Because of the large number of members going on Direct
Deposit less and less cash is required by disbursing officers.

d. The information required on the Cash Requirement/Limitation
Analysis:

(1) Month and Year

(2) DO or Deputy and Symbol number

(3) Location of disbursing office

(4) Amount authorized to be held and date of authority

(56) Cash analysgis itself, that will be covered in another
class

15. BUDGET CLEARING ACCOUNT (SUSPENSE) NAVY 17F38765, 17X6875.1210/20

a. It is imperative that a collection of public funds, for
whatever reason collected, be to the proper account,
appropriation or fund from which it came.

b. The Budget Clearing account and Navy Suspense account are
uged for collections that cannot be immediately credited to the
proper final account.

¢. These collections will be held is until they
can be credited to the proper account, fund or appropriation.

d. internal control records and control ledgers
will be maintained for each suspense account.

e. In the case of items for which complete accounting data are
not available, an record will be maintained for each
item showing:




(1) Date of receipt

(2) Remitter

(3) Description of remittance and purpose
(4) Amount

(5) Action taken

(6) Final Disposition

f. There is a quarterly report required by the Marine Corps
Finance Center on the status of these accounts.

16. SUSPENSE ACCOUNT CONTROL LEDGER

a. The Suspense Account Control ledger is where you
/ the collections that you credit to the

two (2) suspense accounts.

b. The ledger will contain the following information:

(1) Date of collection or transfer

(2) Reference number (CV number)

(3) Amount

(4) Monthly total and balance

(5) And the same information for the disbursement of any of
the funds

17. STATEMENT OF ACCOUNTABILITY (SF 1219)

a. The Statement of Accountability will show
totals of all receipts and expenditures of public funds occurring
during the accounting period and the of the disbursing
officer’s accounts at the close of that period.

b. The Statement of Accountability is machine generated and
will contain at minimum the following information:

(1) Beginning balance]l

(2) Checks issued

(3) Total increases in accountability

(4) Subtotal

(5) Net disbursements (Gross disbursements less grosas
collections)

(6) Deposits

(7) Total decreases in accountability

(8) Total accountability close of period

(9) Cash on Hand

(10) Cash in custody of agents

(11) Total of my accountability

(12) Amount of checks issued

(13) Amount of deposits

10



18. SUCESSOR CHECK RECORD

a. The Successor Check Record is used to account for checks
reissued by the disbursing officer for , stolen, or
checks. .

b. The minimum information required on this record is:

(1) Sequence number

(2) Original Check
Payee
Amount
Check number
Date of issue

(3) Successor Check
Check number
Date of issue

(4) Original Voucher
Original voucher number
Date of voucher

(5) SF-1184 Sent to Treasury
Agency reference number
Date sent

(6) SF-1184 Batch
Number

(7) SF-1184 Returned

Unpaid
Treasury number

Date

Paid
Date

19. RECORD OF DISCOUNTS LOST/INTEREST PAID (Prompt Payment Act)

a. The Prompt Payment Act provides for the payment by
all government agencies for materials and services provided.

b. The requirement for an agency to make payments
whenever that agency to make payment proptly was viewed as
the most effective means to ensure compliance with regulations

c. The interest payment provisions of the Act are viewed as a
for failure to accomplish the important misgsion
requirement of making payment on time.

11



d. Along these same lines, for late
payments must be identified.

e. The Act provides for annual reports to be sent to the Office
of Management Budget from the Department of Defense of the number,
dollar value, frequency and cause of payment, and sgimilar
data for payment.

f. The disbursing office making payments of materials and
services on Public Vouchers must account for all lost discounts, or
intrest paid on late payments and agsgign a reason code to each

transaction for , and report this to the MCFC, NLT the 10th
day of the month.

€. The report should contain the following information:

(1) Payment Due date

(2) Date Paid

(3) Discount was lost or Interest paid

(4) List steps taken to prevent it ever happening again
(5) Assign and

h. This internal control should be as detailed as possgible, to
insure that all information required is reported.

12



DISBURSING OFFICER VOUCHER (DOV) LOG

DOV# DATE | naE AMOUNT
ol _Yg/r | Dapsen, PD. /52.1% TVl
00002 lg[a. &s.s G.A. /1729.80 7Tvi
00003 |)gfs | Daily Spt mPR “oas /249.00
oo ligfe | Daily spl _mee *oae 7500 00
005 |l | mped 99999001 93 905" 00
o0 lgfe | Daity spbmer¥owny 7. é00. 00
00007 1&14 mpPR N1 _200.00
00008
00009
00010 DOV# CAN NOT EXCEED FIVE DIGITS
MAY BE PRE-PRINTED IN LOG WITH

00011 A NUMBERING STAMP,
00012
00013 750
00014, ot
00015
00016
00017
00018
00019
00020
00021 EACH TYPE OF NUMBERS LOG CAN BE A

: SEPARATE SECTION OF ONE RECORD BOCK,
00022 DEPENDING ON OFFICE SOP,
00023
00024
00025
00026
00027

13



COLLECTION VOUCHER (CV) LOG

Cv#

DATE

NAME

AMOUNT

10/i

Kockis JT.c.

/150.00

00002

[e/a

Hudgew A A.

/5¢.17

00003

19/3

Coop&R, £. A .

77 5%

79/ 6

Saazar, 7. 5.

69./0

00005

00013

00014

00015

00016

00017

00018

00019

00020

00021

00022

14



CERTIFICATE OF DEPOSIT (CD) LOG

CD #

DATE

LOCATION

AMOUNT

678901

J Dt

/8T Ciliaéws BK ¥ TR Co,

934.50

678902

7.0t

» ry o ”~ o

1144, 60

678903

/0 0eT

— o0 —

—) ——

678904

12 Ded

Fed Res Bauk, Chorlotte,d g,

1984-77

678905

678906

678907

678908

678909

678910

678911

678912

678913

578914

678915

678916

oY

678917

678918

678919

78920

78921

78922

h78923

678924

15




PAYROLL NUMBER'S (PR) LOG

MPR# | DATE ORGANIZATION AMOUNT

12 RESERVE FOR MCFC USE

025 g, Drily Spgeink /3¢9.90

026 ltgls | Daily Spacial 7500.°

027 lvgle | Daily SesciaL 7¢00. %

028

029

020 rm#wl-oze.msmmmucmusz
POR REGULAR SCHEDULED PAY-DAYS,

o3 - | DISBURSING OFFICERS START WITH MPR #025
BEGINNING OF EACH FISCAL YEAR,

032

033

03%

035 pAYROL

' 1.0G

036

037

038

039

040

Q41
A SEPARATE MFR # 10G MAINTAINED FOR EACH
SERVICE PAID, PAYROLL NUMBERS FOR PAY-

o3 MENTS TO OTHER THAN MARINE CORPS WILL BE

047 PRECEDED BY "N" FOR NAVY: "A" FOR ARMY:

" "AF® FOR ATR FORCE,

045

046

Q47

048

049

16



RECORD OF DATA - CHECKS RECEIVED AND DEPOSITED
OOTOLBER 198- Page Z
(month)
SERTAL| DATE OF | armoums | MAVE AND OTHER IDENTIFI- ENDORSERS _ CoF
DATE | "“yo, HECK CATION OF DRAWER PAYEE ON CHECK DRAWERS BANK
I #83 '/o%T/ 138930 S.S. JONES |J-S 77 NE ST /N TERSTATE | 67993

VE®

GAs

17
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. D:;*‘o\nrlga;

SUSPENSE COLLECTION BOOK

pags # _ [/

TOTAL COLLECTION3

MESS OFFICER CLOTHING OFFICER
DRATLY MONTHLY
DATE %\11-3 MUHE" DATE TOTAL TOTAL DAILY MONTHLY
—0- o= -o- | 10/1 Jog.09 | 10809 /08.09 105.09
Joh 4191 41.91 -o- -eo- -—e- 41.91 150.00
14
(juf’féjm’]

(it
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CASH RECEIPT CERTIFICATE

RECE 1VED g/ W 4; o A,,,a&;z/ ///cu.—

THE SUM OF

;,&1}( 7%14/'4'*’4( . \{/‘ppﬂ.d&

DOLLARS

(Amount tn figures)

for which | hold myself accountable to The United States of America
PURPOSE (State reason for receipt of funds)
MMW
SIGNATURE NUMBER DATE
"E {@ z |7ty 78—

NAVCOMPT FORM 2114 (REV. 1-70) Hrinoee
S/N 0104-LF-703-9602

20




CHECK RECORD
DD FORM 564, 1 SEP 51

REPLACES wD FD FORMS 48 & 48A. 16 ATR 4C
NAV S & A. FORM .3 (2M) WIiiCH MAY 8E UM«

el e g Oftacrt

PR #025

PR #025

8001
1 Oct 198-
I. M. NOTSOSURE 268 55 4355 #4200, 008
# % % TWO HUNDRED AND ND/100% # #
8002
1 Oct 198- _
U. R. REALSURE 487 96 3424 1#t$1 50, 00

# # % ONE HUNDRED FIFTY AND NO/100 % # %

21




BALANCE SHEET

NAVCOMPT FORM 379 (REV. 12-65) s/v o104-700-8308

"21 MAR 84

“¥'190

60808 7TH MARDIV, FMF, CAMP LEJEUNE N.C. 28542

. BEGINNING BALANCE |$ 20,000-00
($30,000.00) EX-CASH (DISB) $5,000.00 CK# 742,364 cxos s |s  6,700,00
COLLECTIONS FORWARD ToTaL MOoATE
‘COV+ 022-024 |, 100.00 | 300.00 |, 400.00
“UNVOU COLL 300.00 200.00| 500.00
‘UNVOU COLL 1,000.00 | 500.00 | 1,500.00
UNVOU COLL 20000 |  50.00 | 250.00
o | 1,600.00 | 1,050.00 | 2,650.00
i o couseions |5 1,050.00
ToTaL incease v accomasiiTy |$ 27 750.00
GROSS 01SBURSEMENTS PORRARD ToTaL HODATE
PR+ 86 DOV#60 3,000.00 | 1,200.00| 4,200.00
'DOV# 6165 1,600.00 | 500.00| 2,100.00
TOTAL 1,700.00 6,300.00
miwy o oissusevents | § - 7,700.00
($2,800.00)  CD+# 643876 courieeo ocposits | $ 7,000.00 |
TOTAL DECREASES IN ACCOUNTABILITY $ 2,7”.00
ACCOUNTABILITY END OF PERIOD | § 25,050-00
LD.KNOWHOW +19,050.00
" LT. IM.PAY s 24,050.00
UNCoNF 1 uED BepOSITe s
s 1,000.00
TOTAL ASSETS | $ 25,050.00

I CZRTIFV -

1MAR. 21MXR"

tatement of the rec

and the balance on hand as

cipts an

for which l hold myself accountable to THE UNITED STATES OF AMERICA.

Z1MAR 4

1Y U.S. GOVERNMENT PRINTING OFFICE:

1973—714.865/3927 2.1

22
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Suspense Account Control Ledger - 17X6875.1220

Collections and Transfers

Disbursements
Date Ref Amount Date Ref Amount
1984
7/3 COV# 1a3 100.00
7/5 cov# 189 40.00 T/7 DOV# 12346 18.80
7/26 Cov# 232 (53.30)
7/31 July Total 86.70 July Total 18.80
8/1 Balance BF 67.90
8/5 Cov# 268 50.00 8/4 DOV# 13456 40.00

25




I STANDARD FORM 1219
Revised 4-82

Departmant of the Treasury STATEMENT OF ACCOUNTABILITY
AME OF DISBURSING OFFICER LOCATION OF DISBURSING OFFICER (Maiing address)
LYNN MERTES (60909) 7TH FSSG, FMF
* NAME OF AGENCY CAMP LEJEUNE, N.C. 28542-5050
UNITED STATES MARINE CORPS
PERIOD OF ACCOUNT AGENCY LOCATION CODE (ALC) (Show main check
FROM: 1 SEPTEMBER 198-mmovew: 30 SEPTEMBER 198~ symbol rumber) £8190

SECTION I.—GENERAL STATEMENT OF ACCOUNT

PART A.—TRANSACTIONS DURING PERIOD AFFECTING ACCOUNTABILITY

1.00

20 INCREASES IN ACCOUNTABILITY
21 CHECKS ISSUED ON U.S. TREASURY

23 OTHER TRANSACTIONS

234  DISCREPANCIES IN D.O. ACCOUNTS—CREDITS
236  PAYMENTS BY ANOTHER D.O.
237  TRANSFERS FROM OTHER DISBURSING OFFICERS

230

29 TOTAL INCREASES IN ACCOUNTABILITY [s 176 ,000,00
s susToTAL |'$ 206.000.00
40 DECREASES IN ACCOUNTABILITY

41 NET DISBURSEMENTS $ 159,500.00

42 DEPOSITS PRESENTED OR MAILED TO BANK 11,500.00

a3 OTHER TRANSACTIONS

434  DISCREPANCIES IN D.O. ACCOUNTS—DEBITS
438  PAYMENTS FOR ANOTHER D.O.
437  TRANSFERS TO OTHER DISBURSING OFFICERS

439
a9 ToTAL DECREASES IN AccounTasity |s 171,000.00 -
35,000.00
5.00 TOTAL ACCOUNTABILITY CLOSE OF PERIOD | 3
PART B.—ANALYSIS OF INCUMBENT OFFICER'S ACCOUNTABILITY
CASH ON DEPOSIT IN DESIGNATED DEPOSITARY
6.1
(Name and location of depositary) d
62 CASH ON HAND L. MERTES 32,000.00
63 CASH—~UNDEPOSITED COLLECTIONS
64
65 CASH IN CUSTODY OF GOVERNMENT CASHIERS I.M.PAY DEPUTY 2,500.00
i 1.0.YOU COLLECTION AGENT 500.00
67
6s
69
74 DEFERRED CHARGES—VOUCHERED ITEMS
12 RECEIVABLES—CHECK OVERDRAFTS
73 LOSSES OF FUNDS
74 RECEIVABLES—DISHONORED CHECKS
75
76
77
7.8
79
8.0 vom.ocuvwcownsuun} ] 35,000.00
PART C.—ANALYSIS OF PREDECESSOR OFFICERS' ACCOUNTABILITY
9.2 RECEIVABLES—CHECK OVERDRAFTS s
93 LOSSES OF FUNDS
9.4 OTHER ACCOUNTABILITY
10.0 TOTAL PREDECESSOR OFFICERS' ACCOUNTABILITY | 8
11.0 TOTAL DISBURSING OFFICE ACCOUNTABILITY (Same as kne 5.00 above) | $ 35,000.00
26

| certify that this is a true and correct statement of accountability for the period statod at the office raterred 1o above.

NAME AND TELEPHONE NUMBER OF CONTACT S'GNAYURT%IW DATE
<MERFES™ CoL. usMC 30 SEPT 198-




SECTION II.—S8UMMARY BY SYMBOL OF CHECK AND DEPOSIT TRANSACTIONS WITH U.S. TREASURY

PART A.—CHECKS ISSUED AND ADJUSTMENTS FOR PRIOR PERIODS *

ADJUSTMENTS FOR PRIOR MONTHS’ ISSUES

(+ or =)
AMOUNT.OF CHECKS : TOTAL CHECKS IS§
CHECK SYMBOL ISSUED THIS PERIOD BY TFS FORMS 5206 OTHER (Column 253 and £ |
(Month angyeary]  AMOUNT | o inSUE mr)] AMOUNT
(1) [B3) (3) 4) (5)
TC 210 TC 211 TC 212
8190 176,000.00 176,000.00
TOTALS ¢
PART B.—SUMMARY OF DEPOSITS PRESENTED OR MAILED TO BANK (Line 4.2)
DEPOSITS PRESENTED OR MAILED TO BANK
DEPOSITS PRESENTED IN PRIOR MONTHS BUT RECORDED PRSI O D
DEPOSIT SYMBOL OR MAILED TO IN ACCOUNTS THIS MONTH 1O BANK or
BANK Til-s MONTH woNT ngﬁga?‘ oR AMOUNT (Column 2 + 4
(1) (2 3) 4) %)
TC 420 TC 420
8190 11,500.00 11,500.00
TOTALS § 27 '

* The totals reported in these columns must be in agreement with the corresponding amounts reported on SF 1179.
{ The total reported In this column must be in agreement with total shown on line 2.1 on the face of this statement.
t For use only if more than one (1) symbol Is listed.

-** The total reported in this column must be in agreement with total shown on line 4.2 on the face of this document.
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UNITED STATES MARINE CORPS
Financial Management School
Marine Corps Service Support Schools
Marine Corps Base
Camp Lejeune, North Carolina 28542-5050

DOF 0305
JAN 1987

STUDENT OUTLINE/ADVANCE SHEET

CERTIFY CHECKING ACCOUNT

PURPOSE: The purpose of this period of insgtruction is to provide the
student with the skills and knowledge to certify the disbursing
officers checking account.

TERMINAL LEARNING OBJECTIVE: With the aid of the Navy Comptroller
Manual Vol IV, certify the Disbursing Officer’s checking account, in
accordance with the Navy Comptroller Manual Vol 1IV. (1.2.5)

ENABLING LEARNING OBJECTIVES:

1. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the five types of U. S. Treasury Checks, in accordance with
the Navy Comptroller Manual Vol IV, Chapter 2, Part B, Section II.
(1.2.5a)

2. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the four types of check assemblies, in accordance with the
Navy Comptroller Manual Vol IV, Chapter 2, Part B, Section II.
(1.2.5b)

3. With the aid of the Navy Comptroller Manual Vol 1V, state in
writing when U. S. Treasgury Checks would be ordered, in accordance
with the Navy Comptroller Manual Vol IV, Chapter 2, Part B, Section
III. (1.2.5¢)

4. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the minimum U. S. Treasury Check ordering quantities, in
accordance with the Navy Comptroller Manual Vol IV, Cahpter 2, Part
B, Section III. (1.2.5d)

5. @Given a blank Purchase Order for Blank Treasury Checks (GPO Form
2431) and with the aid of the Navy Comptroller Manual Vol IV, prepare
the GPO Form 2431, in accordance with the Navy Comptroller Manual Vol
IV, Chapter 2, Section III. (1.2.5e)



6. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the distribution of the GPO Form 2431, in accordance with the
Navy Comptroller Manual Vol IV, Chapter 2, Part B, Section III.
(1.2.5¢f)

7. With the aid of the Navy Comptroller Manual Vol IV, lisgt in
writing the six data elements required for proper check preparation,
in accordance with the Navy Comptroller Manual Vol IV, Chapter 2,
Part B, Section IV. (1.2.5g)

8. Given a simulated blank U. S. Treasury Check and with the aid of
the Navy Comptroller Manual Vol IV, prepare a U. S. Treasury Check,
in accordance with the Navy Comptroller Manual Vol IV, Chapter 2,
Part B, Section IV. (1.2.5h)

9. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the eight authorized purposes for isgsuing U. S. Treasury
Checks, in accordance with the Navy Comptroller Manual Vol 1V,
Chapter 2, Part B, Section IV. (1.2.51)

10. @Given a simulated spoiled check, control check and with the aid
of the Navy Comptroller Manual Vol IV, prepare a replacement
(control) check, in accordance with the Navy Comptroller Manual Vol
IV, Chapter 2, Part B, Section 1IV. (1.2.55)

11. Given a simulated Void-No Issue Check and with the aid of the
Navy Comptroller Manual Vol IV, prepare the endorsement to render the
check not negotiable, in accordance with the Navy Comptroller Manual
Vol IV, Chapter 2, Part B, Section IV. (1.2.5k)

12. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the required statement to render a Void-Reissued Check not
negotiable, in accordance with the Navy Comptroller Manual Vol 1V,
Chapter 2, Part B, Section IV. (1.2.51)

13. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the required statement to render a Cancelled Check not
negotiable, in accordance with the Navy Comptroller Manual Vol IV,
Chapter 2, Part B, Section IV. (1.2.5m)

14. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the two methods of check delivery to payee, in accordance
with the Navy Comptroller Manual Vol IV, Chapter 2, Part B, Section
IV, (1.2.5n)

15. With the aid of the Navy Comptroller Manual Vol IV, list in
writing the two alternatives available for Undeliverable Checks, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 2, Part
B, Section IV. (1.2.50)



16. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose for an Exchange-For-Cash Disbursement Check, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 2, Part
B, Section IV. (1.2.5p)

17. With the aid of the Navy Comptroller Manual Vol IV, state in
writing the purpose for an Exchange-For-Cash Remittance Check, in
accordance with the Navy Comptroller Manual Vol IV, Chapter 2, Part
B, Section IV. (1.2.85q)

18. With the aid of the Navy Comptroller Manual Vol IV, state in
writing, by title, the form prepared by disbursing to substantiate
nonreceipt, loss or destruction of a check drawn on the U. S,
Treasury, in accordance with the Navy Comptroller Manual Vol 1V,
Chapter 2, Part B, Section IV. (1.2.5r)

STUDENT REQUIREMENTS:

1. Scan the references.
2. Perform the written assignment.

WRITTEN ASSIGNMENT

A. COMPLETION:

1. Checking account symbol numbers are assigned to a
for use by the officer authorized to make

at that office.

2. When a Treasury checking account is first opened and before

any checks are signed a and
must be on file with the Treasury Department for each

disbursing officer and deputy appointed.

3. The statement, "Please acknowledge receipt of this order.’
should appear with an original signature in the signature block of
the Treasury Form TFS

4. In lieu of a serial number, control checks have preprinted
in the middle along the lower edge.

5. Bulk stock of blank checks will be maintained under the

control of the , a
or when authorized by the Commanding Officer, joint

custody.



OUTLINE:
1. TYPES OF U.S. TREASURY CHECKS

a. Regular Issue Paper Checks: Are the only __ which
the Marine Corps dirbursing officers are to draw on
the account of the United States Treasury.

b. Control Checksgs: Control checks are used to regular
issue paper checks and can be distinguished from them by a preprinted
control number in the middle along the lower edge, vice a
in the upper right hand corner.

c. Specimen Checks (Grid): Specimen checks are for use in
or aligning computer equipment. Specimen checkg are not

for issue.

d. Emergency Checks: Are in reality, igsue paper
checks and are for use by Marine Corps disbursing officers when there
ig no other practical means of making payment. You will never use an
emergency check, unless someone in your office drppped the ball when
it came to ordering new checks.

2. TYPES OF CHECK ASSEMBLIES

a. Single Checks: Cut single checks are of standard =gize and
are utilized normally for preparation.

b. Continuous Form: (One Up) Single Checks: These are nothing
more than checks joined by a 1/4 inch binding strip between
checks. A 9/16 inch perforated margin is attached to each side to
accommodate a pinfeed or overplaten feed devices. These checks are
the ones used throughout the Marine Corps.

c¢. Continuous Form: (Two Up) Tandem Checks: Just like the One
Up, but there is two sgside by side. Used by highly automated systems.

d. Continuous Form: (Stub Checks): These checks are joined by a
1/4 inch binding and have a 9/16 inch perforated margin on each side
to accommodate penfeed or over platen devices. Each check on the left
ig attached directly at the center to an 80-column card stub on the
right. These checks are for highly automated systems.

3. WHEN U.S. TREASURY CHECKS ARE ORDERED

a. Checks should be ordered in sufficent quantities to last ‘
year, if the checks are ordered for a shorter period the reason will
be stated on the order.

b. A supply of checks equal to months requirement should
be maintained at all times.



c. The normal ordering and shipping time is approxamently
months, so orders should be made when office supply reaches
months requirements.

— —— o ——

d. In addition, the ordering activity should consider the
following factors when selecting order quantities.

(1) economic order qunatities, and
(2) available security and storage.

4. MINIMUM U.S.TREASURY CHECKS ORDERING QUANTITIES

a. Single Checks

b. Continuous Form (One Up) Single Checks
¢. Continuous Form (Two Up) Tandem Checks

d. Continuous Form (Stub) Checks

e. Control Checks

f. Specimen Checks

5. PREPARATION OF GPO Form 2431

a. Turn to enclosure on page 25

6. DISTRIBUTION OF GPO Form 2431

a. U.S. Government Printing Office (GPO) Form 2431, must be
completed in an original and 8 copies, for distribution as follows:

(1) Original and 7 copies to:
Commandant of the Marine Corps
Headquarters, U.S Marine Corps (Code FDD)
Washington, D.C. 20380-0002

(2) 1 Copy to File

7. DATA ELEMENTS FOR PROPER CHECK PREPARATION

a. Name of payee or firm
b. Date of check

c. Amount of check is figures and

d. DOV, Payroll number or Ex-Cash



e. Serial number of check
f. Signature of disbursing officer

8. PREPATATION OF U.S. TREASURY CHECK

a. To be accomplish in practical application.

9. AUTHORIZED PURPOSES FOR ISSUING U.S. TREASURY CHECKS

a. Disbursing officers will not issue checks except for the
following purposges and in pursuance of and

(1) Military pay and allowances
(2) Civilian payrolls

(3) Public vouchers for purchase of and

(4) Travel claims

(5) Authorzed to travelers and agents

(6) Deposits to the credit of the Treasurer of the United
States

(7) Exchange for cash

(8) Exchange for cash

10. SPOILED CHECKS

a. A check will be classified as spoiled when it is:

(1) prenumbered as to the serial number

(2) spoiled or for any reason, at any time,
whether before and after release by the disbursing
office.

(3) replaced by a check or another paper
check.

b. When replacing a spoiled check with a control check the
____________ check will be rendered nonnegotiable by placing the
words "SPOILED-NOT NEGOTIABLE; REPLACEMENT ISSUED UNDER CONTROL
NUMBER" * on the face of the check.




c. Each disbursing officer using control checks will print the
1 check number and all information of the replaced check
on the control check.

d. Control checks cannot me made for another DSSN, or if the
amount is wrong and cannot be voided.

11. VOID-NO-ISSUE CHECK

a. A check will be classified as void-no issue when it is:
(1) prenumbered as to the serial number

(2) voided for any reason to release by the
disbursing office.

(3) not replaced by either a control or another check.

b. Should a void-no issue check apprar on any check record of
check drawn, the item will be before the check copies
are submitted to the depositary account returns, and the block
control level total will be reduced accordingly.

c. All void-no issue checks will be rendered nonnegotiable by
placing the words "VOIS-NOT NEGOTIABLE; NO CHECK ISSUED UNDER THIS
NUMBER®" on the face of the check.

d. When a check is void-no igsue the check record will show
that the check was voided, and amount in the amount
field.

12. VOID-REISSUED CHECKS

a. A check will be classified ag a void-reissued check when it
isg: .

(1) prenumbered as to serial number

(2) =spoiled or voided for any reason at any time, whether
before or after release by the disbursing office.

(3) replaced by another check which is

b. Should a void-reissued check appear on any record of checks
drawn, the item will be deleted before the check copies are submitted
with the depositary account returns.

c¢. Each void-reissued check will be rendered nonnegotiable by
placing the words "VOID-NOT NEGOTIABLE; NO CHECK ISSUED UNDER THIS
NUMBER (SEE CHECK NUMBER )" on the face of the check.




d. Checks issued in lieu of void-reissued checks will be
reported, in all instances, on the check record and included in the
block control level totals in the month in which igsued in the same
manner ag original isgsues.

13. CANCELED CHECKS

a. Checks will be canceled when the amount is due the
payee or the payee’s estate and the transmission of the

financial returns.

b. Disbursing officers may cancel checks drawn under their
official checking account, under the account of a
predecessor, at the same activity, or under an account they are
settling. In this connecltion is makes no difference whether:

(1) the disbursing account isg or

(2) the check is current, uncurrent, or stale as to date of
issue.

(3) the proceeds of the check are for repayment of an open
or lapsed appropriation.

c. Canceled check transactions will be processed in a manner

gimilar to that for . Use a Schedule of Canceled or
Undelivered Checks (Standard Form 1088) as the collection document.
Assign a voucher number and print this number and the

date of collection on the reverse of the canceled check.

d. The checks will be for credit to the checking
account symbol number used by the disbursing officer making the
cancellation.

e. Disbursing officers will INSURE THAT THERE HAS NOT BEEN ANY
STOP PAYMENT ACTION TAKEN on the check being canceled.

f. If the check being canceled is for pay and allowances a
credit cancel check entry to the members MMPA must be made.

g€. Canceled checks will be stamped on the face with the
statement "NOT-NEGOTIABLE-FOR PAYMENT AND CREDIT IN THE TREASURER'S
ACCOUNT. D.0. SYMBOL )

h. Canceled checks will be deposited on Deposgit
Ticket (Standard From 215) from all other collections and will be
deposited with the Federal Reserve Bank or Branch.

i. All canceled and undelivered checks will be credited to the
proper appropriation, fund, or account by use of the collection
voucher, Schedule of Canceled or Undelivered Checks (Standard Form
1008) , showing the correct appropriation data.
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14. METHODS OF CHECK DELIVERY

a. After preparation of checks thay will be delivered to the
payee by:

(1) Hand
(2) Regular Mail

b. Distribution of checks prior to payday is prohibited.
Disbursing officers are responsible for ensuring the proper delivery
of checks, whoever delivers them. BE SURE NO CHECKS GET OUT EARLY

15. ALTERNATIVES AVAILABLE FOR UNDELIVERABLE CHECKS

a. Every effort will be taken by the disbursing officer to
deliver all checks, and if its a dilligent effort has been made there
should be very few,if any undeliverable checks

b. If delivery is not effected within months after the
month of issue, undeliverable checks will be disposed of as follows:

(1) Navy and Marine Corps Funds

(a) Will be to the appropration
originally charged.

(b) Deposited on a Deposit Ticket (SF 215)

(c) Successor checks issued pursuant to submission of
an Unavailable Check Cancellation (Standard Form
1184) and charged to 17F3880 are an exception to
the rule.

(2) Army and Air Force

(a) Checks will be marked "Not negotiable” on the face
of the check and be with a letter of
transmittal explaining the reason for the
transmittal and identifying the voucher under which
issued and the accounting data charged, to either:

({b) Commanding General
Finance Center, U.S. Army
Indianapolis, IN 46249

or.

Air Force Accounting and Finance Center
Central Accounts Division
Denver, CO 80205



(3) Defense Logistics Agency

(a) Will be credited to the appropriation and subsidiary
accounting data originally charged.

(b) Deposited on Standard Form 215.

16. EXCHANGE-FOR-CASH DISBURSEMENT CHECK

a. Exchange-for-Cash checks may be drawn by any disbursing
officer in favor of themselfs to obtain funds for

b. The check will be endorsed to the bank or other institution
furnishing the cash or when cashed by another disbursing officer, to
such officer by title and activity rather than by name as “Pay to the
order of the disbursing officer (name of ship or station)’.

c. All checks drawn to obtain funds for disbursements will whow
"Exchange-for-Cash Disbursements” as the object for which drawn.

17. EXCHANGE-FOR-CASH REMITTANCE CHECK

a. Exchange-for-cash remittance checks are drawn for the
following purposes:

(1) For remitting funds.

(2) For remitting funds to charitable organizations or other
agencies when the collection of such funds has been
officially.

(3) For the convenience of naval personnel in remitting
personal funds.

(4) For remitting personal funds of decedents.

(5) For remitting funds with disbursing
officer by morale, welfare, and recreation activities.

(6) For providing funds to Navy/Marine Corps on
payday.

b. All checks issued to remit funds will show "Exchange-for-Cash
Remittance” as the object for which drawn.

18. UNAVAILABLE CHECK CANCELLATION (Standard Form 1184)

a. Unavailable Treasury checks that are reported to the
digbursing officer as y , or
not received by the payee must be canceled.
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b. An unavailable U.S. Treasury check is defined as a properly
vouchered and check that is not held by the disbursing
officer or by the payee.

c. The payee must report the loss, theft, mutilation or
nonreceipt of the original U.S. Treasury check within years
from the date of issue of the check or the claim is barred under the
statute of limitation for claims against the Government.

d. Checks which are unavailable to the payee/or the disbursing
officer and for which to the payment exists may be
replaced by a new check called a “Successor Check.

e. A successor check bears an new check serial number and is
vouchered and recorded as a disbursement in the disbursing officer's
cashbook.

f. Successor check controls to link the original check and its
replacement must be established. Treasury checks never become “stale’
or uncashable.

g. Original and successor checks must be
cross-referenced and tracked indefintely or until both have been pald
or recovered and distroyed.

h. The "Unavailable Check Cancellation ° (Standard Form 1184)
is the prescribed form that is required for all cancellations

i. The digsbursing officer must obtain a , in
writing, from the payee to substantiate the necessity for issuing a
succesgor check, this begins the SIX PHASES of the successor check
process.

j. The six phases of the successor check process are:

(1) Notification: The payee the disbursing
officer (DO) issuing the original check that the check
isg unavailable

(2) Process Initiation: The DO that issued the original
check will a completed SF 1184. Before a
succesgsor check can be issued. Accurancy, legibility
and inclusion of all data elements are essential
otherwise Treasury will reject the form without action.

(3) Process Control: Tight control and continuing
accountability are required for Treasury checks.

11



(4)

(5)

(6)

Feedback: Throughout the successor check process
Treasury will be providing feedback in the form of
"Daily Advice of Status®™ as to whether the check is
s8till outstanding or paid. In addition to the DAS
Treagury will also provide other claim documents and
letters as required.

Successor Check: Payees should receive counselling in
direct deposit and cautioned against cashing the
original check if it is found. Successor Checks should
not be delayed or denied ag a punitive or disciplinary
action, but MAY be issued at one of several points in
the process. All credits and charges for Successor
checks issued to replace unavailable original checks
and for credits to restore funds for unavailable checks
to which a payee is not entitled are cleared through

Unavailable Check Cancellations and Overpayments,
Suspense, 17F3880.

Improper Payment Recovery: Tight control over successor
check process and the excercise of sound judgement on
the part of the DO is a must to keep the number of
successor checks down. When both checks are cashed, the
disbursging officer will immediately attempt to collect
the overpayment by notifying the payee and requesting
repayment of the funds improperly disbursed or by
checkage of pay to offset the debt, returning all funds
collected to suspense account 17F3880.

Standard Form 1184 Preparation

(1)

(2)

(3)

CH.SYM. THIS FIELD IS REQUIRED.

Enter the 4-digit DSSN of the disbursging office that
igssued the check.

CK.SERIAL. THIS FIELD IS REQUIRED.

Enter th 8-digit check number of the original check that
igs being canceled and on which °"STOP PAYMENT" action is
being requested of the U.S. Treasury.

CK.AMOUNT. THIS FIELD IS REQUIRED.

Enter the full amount of the original check. This field
is limited to 10-digits. Do Not use dollar gigns. Use of
commag is optional. Always show the decimal point
separating dollars and cents.
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(4)

(5)

(6)

7

(8)

(9)

CK.DATE. THIS FIELD IS REQUIRED.

Enter the issue date of the original check in

form (MMDDYY): month, expressed as two digits; day
expressed as two digits; and year, expressed as two
digits. :

AGY/PAYEE ID NO. THIS FIELD IS REQUIRED.

The data is this field congists of eleven digits entered
in numeric form: DSSN of the preparing disbursing office,
four numbers (1-4); Julian Date, three numbers (5-7)
indicating the Julian day of preparation and a fourth
number (8) indicating the unit's position of the calendar
year; and a gsegquential number consgisting of three
numbers (9-11) , commencing with 001 as the first number
asgigned on 01 October of each year, continuing through
999 before re-cycling the sequential numbers.

LINE CODE. THIS FIELD IS REQUIRED.

Enter the numeric digit indicating the total number of
lines used for both the payee's name and address. Use "0°
for Direct Deposit checks. Use "1° for nonentitlement.
For all other cases. use digits "3 through 6. If the
address is only two lines, pad the third line of the
address with blanks so "3"' is the correct line code.

STOP CD. THIS FIELD IS REQUIRED.

Enter the alpha character code from the table of stop
codes that describes the nature of the action required on
the original check. The only codes authorized for use are
IA. .D. -E. IF. -Gl .K- and .R-.

AGENCY CODE. THIS FIELD IS REQUIRED.

The agency code is a single alpha character used to
identify the submitting Government agency. Marine Corps
disbursing officer will use the character "L".

PAYEE NAME. THIS FIELD IS REQUIRED.

Enter the payee’s name as it appeared on the original
check.
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(10)

(11)

(12)

(13)

(14)

(15)

(16)

ADDRESS. THIS FIELD IS REQUIRED.

Thig field will accommodate 120 characters. Data to be
entered in this field is determined as follows: In cases
on nonreceipt, enter the payee's current address because
thig field is used by the U.S. Treasury to prepare claims
document addresgs labels; when the STOP CODE indicates
nonentitlement, the disbursing office address will be
entered in this field.

NAME OF DECEDENT. REQUIRED FOR STOP CODE "E° ONLY

Type the deceased payee’s name: Last name; First name;
Middle initial(g). The Treasury will reject without
action any SF 1184 with STOP CODE "E° if no name appears
in thig field.

D. OF DEATH. REQUIRED FOR STOP CODE "E" ONLY.

Enter the date of death in numeric form (MMDDYY): month,
expressed as two digits; day, expressed as two digits;
year, expressed as two digits.

AMT. TO BE RECLAIMED. THIS FIELD IS REQUIRED ON ALL
STANDARD FORMS 1184 REGARDLESS OF STOP CODE USED.

Enter the amount to be recovered from either the banking
system or U.S. Treasury. Usually, this will be the full
amount of the original check. A lesser amount could occur
in the case of nonentitlement, where the payee was
entitled to a lesgser amount than the original check. In
that case, the amount to be reclaimed would be the
difference between the amount of the original check and
the amount to which the payee is entitled. Do Not use
dollar signs. Use of commas is optional. Always show the
decimal point separating dollars and cents.

AGY. LOC. CODE. THIS FIELD IS REQUIRED.

Enter °1700°

AGENCY OUTPUT. THIS FIELD IS REQUIRED

Enter "3°

AGENCY REFERENCE. THIS FIELD IS OPTIONAL
Local disbursing officers may use this 35 character field

a8 necessary to identify actions or explain the reason
for the SF 1184.
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(17)

FOR AGENCY USE. THIS FIELD IS REQUIRED

Type the name of the preparing disbursing office on
Agency line. The disbursing officer must sign the
Signature line on every SF 1184 submitted.

(18)

FOR D.O. USE.

This block is used only when the Standard Form 1184 is
prepared as a Batch Transmittal form.

ACCOUNTING FOR SUCCESSOR CHECKS

General. All credits and charges for successor checks issued to replace

canceled original checks and for credits to restore funds for canceled checks to which
the payee is not entitled are cleared through Unavailable Check Cancellations and
Overpayments, Suspense, 17F3880. The appropriation 17F3880 is controlled and main-
tained at the headquarters level, Navy Accounting and Finance Center, Washington,
DC. The following accounting data elements will be used to report transactions ef-
fecting 17F3880.

DISBURSEMENTS COLLECTIONS NONENTITLEMENT

APPN 17F3880 17F3880 17F3880

SBHD BLANK BLANK BLANK

OBJ CLASS BLANK BLANK BLANK

BCN BLANK BLANK BLANK

SUB ALLOT BLANK BLANK BLANK

AAA 00020 00020 00020

TRANS TYPE 1R 2D 2D

PAA Original Check Issue Original Check Issue Original Check Issue
Date Date Date

COST CODE DO’s DSSN and DO’s DSSN and DO’s DSSN and

Original Check Number

Original Check Number

Original Check Number
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b.

Vouchers. Disbursing officers will voucher transactions effecting 17F3880
on the Voucher for Disbursement and/or Collection (NAVCOMPT Form 2277). Refer
to NAVCOMPTINST 7000.43 dated 13 July 1981 for instructions on the prepara-
tion of NAVCOMPT Form 2277. Special usage of blocks is shown in the following
table. All vouchers processed will be included on the monthly Statement of
Accountability (Standard Form 1219), Part A, line 4.1 as ‘‘Net Disbursements.”’

BLOCK NO. DISBURSEMENTS COLLECTIONS NONENTITLEMENT
1. “X*’ DISB box “X’ COLLECT box “X*’ DISB and COLLECT boxes
2. Date Prepared Date Prepared Date Prepared
3. Use the Disbursing Office Voucher (DOV) number and date of original check

4-8. See NAVCOMPTINST 7000.43 dtd 13 July 1981

9C. ‘“‘Successor check for ‘““Collection on check ‘‘Nonentitlement recovery on
check no. (orig. ck.) no. (orig. ck.) issued check no. (orig. ck.) issued
issued on (Day/Mo/Yr)” | on (Day/Mo/Yr)”’ on (Day/Mo/Yr)”

10. “X’’ COMPLETE box “X” in appropriate box | ‘‘X’’ in appropriate box
(COMPLETE, PARTIAL | (COMPLETE, PARTIAL OR
OR FULL) FULL)

11. NOT APPLICABLE Accounting Data from Accounting Data from the
the successor check original check (payment)
voucher EXCEPT Trans- | voucher
action Type Code is
changed to ‘2D’

12. NOT APPLICABLE

13.A. BLANK NOT APPLICABLE BLANK

B. 17F3880 NOT APPLICABLE 17F3880
C. BLANK NOT APPLICABLE BLANK
D. BLANK NOT APPLICABLE BLANK
E. BLANK NOT APPLICABLE BLANK
F. BLANK NOT APPLICABLE BLANK
G. 00<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>