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CHAPTER 1

INTRODUCTION

1-1. Purpose and Scope

a@. This manual provides guidance on the mission,
organization, functions, and responsibilities of
comptroller elements assigned to theater army or-
ganizations. It prescribes planning and operating
policies for comptroller support of the theater
army and its subordinate commands. It ig predi-
cated on the availability of automatic data
processing (ADP) EQUIPMENT AND ELEC-
TRONICS COMMUNICATIONS SYSTEMS.

b. The material presented is applicable to
nuclear and nonnuclear warfare. The employ-
ment of chemical, biological, and radiological
agents, and protection from them, are covered
in detail in other publications and these topics are
not discussed in this manual. The dcetrine pre-
};ented herein is compatible with stability opera-
tions. Doctrine concerning the employment of
nonair defense weapons against aircraft is appli-
cable to all comptroller/finance elements within
the theater army that are equipped with conven-
tional infantry ground-fire weapons. Interservice
and interdepartmental logistical support is admin-
istered in accordance with provisions of DOD Di-
rective 4000.19, as implemented by AR 1-85.

AGO 20023A

¢. The term “automatic data processing,” as re-
ferred to in this manual, does not pertain to the
tactical fire direction system and other similar
tactical systems,

1-2, General

Users of this publication are encouraged to submit
recommended changes and comments to improve
the publication. Comments should be keyed to the
specific page, paragraph, and line of the text in
which the change is recommended. Reasons will be
provided for each comment to insure under-
standing and complete evaluation, Comments
should be prepared using DA Form 2028 (Recom-
mended Changes to Publications) and forwarded
direct to Commanding Officer, U. 8. Army Combat
Develcpments Command Personnel and Adminis-
trative Services Agency, Fort Benjamin Harrison,
Indiana 46249. Originators of prcposed changes
which would constitute a significant modification
of approved army doctrine may send an informa-
tion ccpy through command channels to the CG,
U.S. Army Combat Developments Command,
Fort Belvoir, Virginia 22060, to facilitate review
and follow-up.
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CHAPTER 2

ASSISTANT CHIEF OF STAFF, COMPTROLLER

2-1. Mission

The AC ofS, Comptrolier serves as principal staff
officer on matters pertaining to management anal-
ysis, cost analysis, programing and budgeting, in-
ternal review, statistical reporting and analysis,
finance and accounting systems and services, re-
ports control, and data prcceessing.

2-2. Functions

a. Primary functiona are listed below:

(1) Provide professional management advice
and assistance to the commander and members of
his staff.

(2) Formulate plans and policies for matters
within his area of interest.

(8) Provide professional analysis of eco-
nomic conditions affecting the command.

(4) Coordinate program and budget actiona
and prepare related reports.

(5) Assist the command in effective and
efficient utilization of resources.

(6) Exercise staff supervision over the
combat service support ADP systems.

{7) Evaluate the status of mission accom-
plishments within his area of interest.

(8) Exercise staff supervision over the deter-
mination of requirements for and operation of the
finance and accounting aystem.

b. Specific functions performed at each level of
command appear in chapter 3 through 9.

¢. The broadest objective of comptrolership is
to provide service and to encourage the use of
principles and techniques of good management
throughout the command. As a part of the organi-
zation management group, the comptroller’s pri-
mary concerns are that—

{1) Timely, reliable, and pertinent informa-
tion input is used for planning, controlling, and
evialuating the mission of the organization as it
pertains to his area of interest. He must analyze
and interpret :information input and formulate
proposals for improvement. The information
system is a part of the total management effort of
the commander and his staff.

AGO 200284

{2) The commander and his staff receive the
information they need as well as the asgistance
required in interpretation of management data.

{3) Adequate information flows from all rele-
vant gources in time to be useful.

(4) The most effective tools of management
are made available and utilized by the command.

2-3. Operational Concepts

a. Assignment.

{1) Comptroller staifs are located in the
COMMYZ at the following headquarters: theater
army, theater army  support command
(TASCOM), area support command (ASCOM),
and the personnel, mecical, engineer, materiel,
and transportation commands, and may be as-
gigned as indicated in {3) below,

(2) Comptroller staffs are located in the
combat zone at the following headquarters: field
army, field army support command (FASCOM),
and army and corps support brigades,

(3) Comptrollers are assigned on an “as re-
quired” basis to units subordinate to major com-
mands located in the COMMZ. Such units include,
but are not limited to, the following: support
groups, transportation terminal headquarters,
depots, medical centers, medical brigades, general
hospitals, civil affairs brigades and groups, and’
military assistant advisory groups and missions.
Establishment of comptrcler pesitions in the
headquarters of these smaller units is dependent
upon the degree of restrictions imposed during
peacetime and during stability operations. Estab-
lishment of these positions requires the approval
of the theater army commander.

b, Organization.

(1) The organizational structure at
TASCOM, ASCOM, FASCOM, and each army and
corps support brigade is depicted in figure 2-1.
Deviations from that structure reflect the absence
of a function instead of a regrouping or reorgani-
zation of functions (fig. 2-2 and 2-3). There is no
change in organizational structure during the
transition from limited to general war. However,

2-1
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AC of S
COMPTROLLER

ADMINISTRATIVE
SECTION

MGT ANALYSIS &
DATA SERVICES DIV

PROGRAM &
BUDGET DIVISION

INTERNAL REVIEW
CIVISION

Figure 2-1.

DIVISION

FINANCE SERVICE

AC of S
COMPTROLLER

Asgigtant Chief of Staff, Comptroller, TASCOM,
ASCOM, FASCOM, and suppert brigades.

ADMINISTRATIVE
SECTION

MGT ANALYSIS 8
DATA SERVICES DIV

2-2

INTERNAL REVIEW
DIVISION

commands in COMMZ.

PROGRAM &

BUDGET DIVISION

Figure 2-8. Assistant Chief of Staff, Comptrolier, functional
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COMPTROLLER

MANAGEMENT ANALYSIS
DIVISION

INTERNAL REVIEW
DIVISION

PROGRAM & BUDGET
DIVISION

Figure 2-8. Comptroller at transportation headgquarters
support groups, and small organizations.

such a transition does necessitate variations in
personne] staffing as the scope of functions are
adjusted to meet changing requirements.

(2} Organization and staffing of the AC ofS,
Comptroller office at theater army headquarters is
flexible to allow for adjustments necessitated by
changes in theater army missions (theater army
headquarters is established as a table of distribu-
tion and allowance unit). Normally the structure
of the comptroller office will be in agreement with
that shown in figure 2-1,

(3} The AC of8, Comptroller office assigned
to TASCOM headquarters iz organized as a part
of TOE 54-302.

(4) The AC of S, Comptroller organization of
each functional command located in the COMMZ
does not have a finance service division within its
internal organizational structure. A comptroller
office is organized as a part of TOE 29-111, TOE
8-111, TOE 5-201, TOE 54-312, and TOE 55-2.

(5) AC ofS, Comptroller, ASCOM, FASCOM,
and support brigade are organized under TOQE
54-402, TOE 54-12, and TOE 54-22, respectively.
Internal organization of these comptroller offices
is identical to that of TASCOM.

(6) The organizational structure of the AC
ofS, Comptrolier at headquarters field army nor-

mally is in agrecment with that shown in figure
2-1,

¢, Respongibilities,

(1) The AC ofS, Comptroller, theater army,
iformulates broad plans and policies concerning
comptroller activities in the theater army. He ex-
erciges technical control and staff supervision over

AGO 20028A

the finance general support group (FGSG), exer-
cises technical control over the theater army
comptroller network, is responsible for overall
coordination of actions in the comptroller field of
interest, and assures proper interface with the na-
tional military command and control system. As
the theater army counterpart of the Comptroller
of the Army (COA}, he receives technical guid-
ance from the COA that includes, but is not lim-
ited to General Accounting Office (GAO) and
Army Audit Agency (AAA) information, budget
guidance, funding authorizations, and manage-
ment information pertaining to the comptroller
area of interest. The C ofS, Comptroller, theater
army, like all other comptrollers assigned to other
army units, serves through the Chief of Staff as
a principal staff officer to his commander with re-
spect to comptroller functions listed in AR 10-82,
FM 101-5, and this FM. He coordinates such
functions, including the offering of advice and
guidance, with the other assistant chiefs of staff,
and furnishes technical advice to comptrollers as-
signed to field army and TASCOM. If s TASCOM
does not exist, the AC ofS, Comptroller, theater
army, furnishes technical advice to comptrollers
assigned each major support command located
within the COMMZ, Under the latter circum-
stances he may also furnish technical guidance
znd advice to comptrollers of corps that are at-
tached to the COMMZ for administrative support.
He has the same capabhility as all other comptrol-
lers, in that he has direct communication with the
computer complex gervicing the FGSG.

(2) The AC ofS, Comptroller, field army, in-
terprets for the army headquarters the guidance
and policieg affecting comptroller functions which
are received from theater army and unified com-

2-3
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mand headguarters. He also assists members of
the general staff in develcping broad plans per-
mitbting combat service support units to develep
and evalwate routine administrative and manage-
ment information. The field army comptroller
serves as the contact point for the army manage-
ment system and finance and accounting support
in the combat zone. He provides technical financial
and management advice, and assures that future
and current support relating to his area of in-
terest are adequate for approved cperations.

(8) AC ofS, Comptrollers assigned to the
headquarters of TASCOM, FASCOM, and subor-
dinate units translate broad guidance received
from higher headquarters into more specific plans
and procedures, Comptrollers on the general staff
of ASCOM and support brigades, in addition to
serving as principal staff officers to their com-
manders, also provide staff supervision and tech-
nical control for finance direct support companies.
The comptroller office of the corps support bri-
gade serves as a nucleus for the comptroller office
of a COSCOM. Missions and functions of the AC
ofS Comptroller, TASCOM, are assigned to the
AC ofS Comptroller, theater army, when a
TASCOM headquarters is not established.

(4) Comptroller offices organized on an ‘“‘as
required basis,” especially those involved with sta

bility operations, may emphasize economic and

finance functions to such an extent that the per-
sonnel staffing will be augmented to include MOS
6200, Finance Staff Officer; 6400, Statistician;
and 6410, Economist. Scope of comptroller res-

. ponsikilities at the organizational level of groups,

depots and transportation terminals could vary
from the status of providing guidance to the task
of actually performing the command’'s manage-
ment, ADP, budget, and finance functions., Eco-

" nemic and finance functions performed in coordi-

nation with the G5 during stability operations
may include:

(¢) Maintenance of a stable fiscal policy to
include establishing commercial banking facilities,
taxing procedures, and wage and price controls;
preparation of budgets; conversion of currency
issues; and evaluation of effects 6f exports and
imports. '

(b) Maintenance of an internal trade
market to include establishment of procurement
and payment procedures for materials and labor;
developing_values for ownership; and providing
means for transferring that ownership.

AGO 20085A
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CHAPTER 3

MANAGEMENT ANALYSIS AND DATA SERVICES

3-1. Definition and Scope

Management analysis ig the evaluation and design
of management policies, information systems, or-
ganization gtructures and operational procedures,
and methods. It is a staff function designed to help
a commander develop and install better, faster,
and cheaper methods of accomplishing assigned or
programed missions. This function is performed
by using any or all of the following techniques:

a. Systems and Procedures Analysis. An anal-
ysis of the method of performing a function or
accomplishing a mission to determine what is es-
sential and how it can be performed more
efficiently.

b. Orgarization and Function Survey. An evalu-
ation of the organizational structure and the dis-
tribution of funectional responsibility to improve
command channels, clarify responsibilities, and
provide homogeneous relationships.

¢. Reports Utilization. An analysis of statistical
and narrative information exchanged laterally
and vertically between organizational elements to
assure that only need-to-know data is being re-
ported and that reported data is in a format that
requires little or no recomposing by the re-
questing element.

d. Work Simplification. A program to assist su-
pervisory personnel in recognizing problem areas
and develcping procedures and methods that will
enable them to complete their assigned functions
in a more efficient and economical manner.

e. Work Measurement. The measurement of
time and effort required to perform a task, so as
to determine a relationship between the amount of
work that should be performed with the amount
that is being performed within a given-period of
time. Analysis of this relationship is used to de-
velop proposals for more efficient use of time, im-
proved work flow, and better organization.

f. Management I'mprovement or Cost Reduc-
tion. The identification, verification, and reporting
of resources saved, and improvements in proze-
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dures and organizational structures that either
avoid inzurring additional costs or reduce the cur-
rent cost of operations.

g. Analysis of Administrative Controls. State-
ments of conditions prepared by representatives
of Internal Review, Army Audit Agency, General
Accounting Office, and Inspectors General are an-
alyzed to develop systems, methcds, and proce-
dures for proper protection and use of resources;
for compliance with policies, procedures, and ob-
jectives; and for assurance of accurate, legal, and
reliable actions. Thig analysis prevents the recur-
rence of undesirable or deficient condilions, or-
ients management and administrative personnel
to the repercussions of management systems defi-
ciencies, and identifies significant problem. areas
for future management analysis.

h. Automated Services. An analysis of manage-
ment information systems, feasikility studies, and
Automatic Data Processing Equipment (ADPE)
utilization to determine the degree of desirable au-
tomation; to assure that preposals for automated
systems are complete and in agreement with poli-
cies and objectives; and to improve the efficiency
of computer facilities.

3-2. Operational Concepts

a@. On the basis of information analysis, devel-
oped from accomplishing functions for which he
has staff responsibility, the comptreiler advises
his commander as to the effectiveness of the com-
mand and recommends sclutions to problems. The
magnitude of management analysis does not de-
crease as the intensity of warfare increases;
however, the requirement for systematically
scheduled surveys will lessen as emphasis is
placed on development of possible solutions to
immediate problems.

b. Those management techniques associated
with measuring past activities are discontinued
during periods of general war; instead, the efforts
of the management analyst are directed towards
anticipating possible problem areas, and recog-
nizing and solving current problems.

3-1
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¢. Although the work simplification program

does not relate to past activity, the administrative

problems caused by rapid turnover and lack of
regources to direct manhours to small problems
make it impractical to continue this program
within the combat zone during limited and general
war and within the COMMZ during general war.

d. Requirements for timely solutions to prob-
lems that cannot be anticipated and the unstable
conditions which exist during general war reduce
the effectiveness of regularly scheduled surveys.
Under those circumstances, management surveys
are made on an “as required” basis. Comptroller
offices lccated in the headquarters of theater army
and field army are not staffed to conduct compre-
hensive management survevs; however, surveys
involving more than one subordinate command
may be accomplished by ad hoec committees orga-
nized from qualified personnel at lower levels of
the command and controlled or monitored by rep-

3-2

resentatives from the office of the concerned Ac
ofs, Comptroller.

e. The reports control program must remain in
effect during limited and general war. Strict
adherence to the principles of reports control is,
essential when communications receive excessive
demands and when requirements placed on com-
puter complexes exceed their capacity. Manage-
ment must be reminded that automation 'has a
tendency to increase reporting requirements, pri-
marily because data can be obtained quickly and
in a variety of formats.

f. A continuous review and evaluation of data
processing systems and equipment is imperative
to assure that utilization of computer ccmiplexes
are in balanee, Dispersal of computer centers re-
quires that procedures for identifying location,
condition, and percentage of utilization of com-
puter systems remain in effect during limited and
general war.

AGO 200334
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3-3. Functions! _
a. Provides management advice and assistance

b. Reviews, analyzes, evaluates, and supervises
management surveys and the reports control pro-
gram on a management by exception basis.

¢. Conducts management surveys and special
studies.

d. Administers the reports control program of
the command.

e. Develops required organization and functions
manual.

f. Disseminates information on ADP develop-
ments.

¢. Monitors, reviews, and evaluates combat serv-
ice support ADP systems and specifications and
recommends appropriate changes to the chief of
staff,

k. Develops ADP policy and recommends distri-
bution of ADP assets.

i. Develops policy for reduction of automated
operations under emergency conditions and the es-
tablishment of reduced ADP critical information
requirements.

7. Performs systems analysis to determine the
feasibility of revising existing or adopting new
ADP techniques.

k. Coordinates the development of requests for
new or additional ADPE.

I. Develops plans, policies, and guidance for the
work simplification, cost reduction, and work
measurement programs, and evaluates the effee-
tiveness of those programs.
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1 Functions performed during peacetime and stability operations include funetions
performed during time of vrar and additional functions identified in current AR's,

DA Pamphlets, and other directives.
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3-4

m. Develops and monitors the work measure-
ment program for TDA elements.

n. Administers that portion of the Army cost
reduction program that pertains to the comptroller
area of responsibility.

o. Evaluates new missions and recommends the
most efficient and expeditious methods of accom-
plishment,

p. Coordinates the 'develorpment and mainte-
nance of contingency plans when computer systems
must be curtailed.

q. Identifies essential elements of the command
management information system.

7. Develops a responsive data flow that permits
a vertical and lateral evaluation ¢f management
information.,

s. Interprets managerial statistics and converts
them into meaningful information for the com-
mand.

t. Advises and assists members of the command
and gtaff in the achievement of effective manage-
ment,

Theater Army and Field Army
TASCOM and FASCOM

Support Brigades

Major COMMZ Comds

Other Elements (as required)

General War

Limited War

L
w4
L
M

™
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CHAPTER 4

PROGRAMMING AND BUDGETING

4-1. Definition and Scope

Programming and budgeting includes planning, ex-
ecuting and appraising the administrative actions
involved in establishing goals and utilizing funds
for achievement of those goals. It is an integrated
system which determines requirements; relates
actual performance and utilization with pro-
gramed missions, workloads, and personnel and
finaneial resources; and then reviews and analyzes
the results of that relationship. The review and
analysis is defined as an administrative technigue
used for critical examination and clarification of
factors affecting an action or a deviation from
programed activity during a specific period of
time and the reporting of corrective actions taken
or contemplated.

4-2. Operational Concepts

a. The Comptroller has staff responsibility for
preparing and issuing program and budget direc-
tives, consolidating and analyzing requirements,
distributing funds, analyzing and presenting sfa-
tistical data that pertains to performance, pro-
gress, and resource utilization, and preparing and
consolidating required reports. These responsibil-
ities are performed in varying degrees by comp-
trollers at all levels of command and during all
intensities of warfare.

b. The flow of information and the administra-
tive actions taken to develcp the basic budgetary
reports (AR 37-15) are sssentially identical. The
Department of the Army sends budget directives
to headquarters theater army which normally in-
troduces additional guidance. The consolidation of
DA directives and theater guidance is issued
through command channels to field army head-
quarters and TASCOM headquarters. At each
headquarters of AC of8, Comptroller briefs the
Chief of Staff and members of the program
budget advisory committee (PBAC) and receives
the policy and desires of the commanding general
of that headquarters. Each AC ofS, Comptroller
then prepares his implementing instruetions
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which can include but are not limited to dollar
limitations, time phasing, and handling of unfi-
nanced items; and requests that they be issued
through command channels to each subcommand
and to other assistant chiefs of staff, The AC ofS,
Comptroller in TASCOM, FASCOM, and each
major subordinate command of TASCOM per-
forms essentially the same staffing and coordi-
nating actions that are performed by the AC ofS,
Comptroller at theater army and field army.

¢. The AC ofS, Comptroller, theater army, upon
direction of his commander, analyzes and staffs
allocations received from the COA and distributes -
the funds in accordance with the theater army
finaneial management plan. During peacetime and
limited war operations, the comptrollers at
TASCOM, at cach major command subordinate to
TASCOM, and at FASCOM may in turn make a
further distribution of funds. During a general
war appropriated funds are not redistributed
below the major support command leve] in -the
COMMZ and the FASCOM level in the combat
zone unless warranted by geographic and/or com-
municablon conditions, Copies of documents used
for distributing funds are forwarded to the
FGSG, The comptroller at each level of command
has staff responsibility for adherence to the finan-
cial management plan and closely coordinates the
execution of that plan with the AC ofS, Comp-
troller at the next higher level of command.

d. Review and analysis determines the status,
progress, results, and trends of command pro-
grams and activities. It provides the commander
with essential, meaningful, and timely informa-
tion about the operation of his command, particu-
larly with regard to mission and program accom-
plishments, resources available, and resources uti-
lized.

e. The use of review and analysis during limited
or general war will be influenced by fluctuations
in workload and resources as result of changes in
the intensity of warfare, It is the responsibility of
each comptroller to assurz that effort expended in
accomplishment of this function is an acceptable

4-1
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exchange for the results received. Review and
analysis, if properly used during limited and gen-
eral war, can continue to be an effective tool for
identifying and preventing future problem areas.
Emphasis must be concentrated on a relationship
of furnished resources and services to the proce-
dures used and to the requirements of tactical ele-
ments. Problems (actual or anticipated) must be

4-2

defined and alternative recommendations must be
presented (normally the review will not provide a
solution but will instead determine the direction
of additional analysis). Balance between the var-
ious assigned missions of each command can be
achieved only if review and analysis is conducted
at the highest level of the command and if man-
agement accentuates the significance of analysis.

AGO 20028A





4-3. Functions!

¢. Analyzes program and budget guidance and
recommends courses of action.

b. Develops program objectives and the manage-
ment structure.

¢. Coordinates the development of a command
position on hudgetary matters and prepares budget-
ary reports.

d. Coordinates budgetary requirements and re-
ports with the FGSG.

¢. Administers the distribution of funds.
f. Performs analysis of fund utilization.

g. Compiles statistical reports and coordinates
presentation of formal reviews and analyses,

h. Assists members of the staff in developing
significant reviews and in developing logical
analysis.

Theater Army and Field Army
TASCOM and FASCOM
Support Brigades

Major COMMZ Comds

Other Elements (as required)

General War

Limited War

M M

1 Functions performed during peacetime and stability operations include functions
performed during time of war and additions] funetions identified in current AR's,
DA Pamphlets and other directives.

AGO 20028A
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CHAPTER 5

INTERNAL REVIEW

5-1. Definition and Scope

Internal review is defined as an independent ex-
amination of command cperations and internal
controls to provide the commander with an objec-
tive evaluation of the effectiveness and efficiency
with which his financial und related funections are
being performed. The term “internal control” as
used above includes the organization and oper-
ating procedures adopted to safeguard assets,
assure the accuracy and reliability of reecords,
promote efficiency, and ussure adherence to pre-
scribed regulations and directives. Associated with
the internal review function are the duties of au-
diting nonappropriated funds; providing liaison
with representatives of the GAO, AAA, and The
Inspector General; internreting financial manage-

ent directives; and proposing supplemental in-
ternal control systems. Internal review is a func-
tion of command. The audit mission of AAA sup-
plements but does not substitute for that function.
The scope of internal review varies widely be-
tween commands. For example, ASCOM has re-
sponsibility for verifying the propriety of trans-
actions and the accuracy of records of finance
direct support companies (FDSC’s) assigned to
the COMMZ; whereas, the materiel command
which has responsibilities not only for specific
depot operations but also for operations of pro-
curement centers that are located in allied and
friendly nations, is concerned with internal re-
views that emphasize evaluation of administrative
controls,

5-2. Operational Concepts

a. Theaters of operations are characterized by
three major factors that have a significant impact
on internal review concepts:

AGO goo23A

(1) Funetional aligninent of responsibilities
in the subordinate commands and control centers
of TASCOM permit vertical system reviews that
can extend to the geographic limits of the
COMMZ,

(2) Reliance on the principle of management
by exception requires clear delineation of respon-
sibility and authority and effective operating
procedures. Internal review teams must be pre-
pared to define these procedures as they should
exist and to evaluate their application before
making judgments on current operations.

(3) ADP applications for theaters of opera-
tions do not represent the automation of manual
systems, Instead, the systems are designed on an
integrated basis and review efforts usually cannot
be ccmpartmentalized into subsystems, Therefore,
review techniques require hardware and software
familiarity in order to trace audit trails.

b. Internal reviews involving evaluation of ap-
propriated and nonappropriated funds operations

. as c¢pposed to examination of administrative con-

trols are conducted in accordance with AR 36-5,
AR 37-10, and other pertinent regulations, Work-
sheets and the resulting reports of findings must
be suffiziently complete to permit definition and
development of recommendations for corrective
action to management system deficiencies. Dispo-
sition of reports of findings is governed by ap-
propriate regulations. Comptrollers at all echelons
are responsible for assuring that internal reviews
are of sufficient depth and sccpe to warrant their
continuation. The internal review function cannot
be performed satisfactorily without close coordi-
nation between the Internal Review Division and
the Management Analysis and Data Services Divi-
S10n.
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5~3. Functions!

a. Provides plans, policies, and guidance for the
internal review program and evaluates the overall
effectiveness of the program.

b. Conducts internal reviews involving proce-
dures for achieving goals.

e. Audits nonappropriated funds.

d. Evaluates reviews of reports of survey and
boards of officers in lieu of reports of survey.

¢. Interprets regulations and directives govern-
ing nonappropriated funds and provides guidance
to responsible personnel.

f. Conducts internal review of appropriated fund
activities as required to assure accuracy of records
and proper safeguarding of assets.

9. Coordinates GAO and AAA activities and pre-
pares a command position on audit reports.

k. Conducts internal reviews involving organiza-
tional and operating procedures adopted to safe-
guard assets, assure the accuracy and reliability
of records, promote efficiency, and assure adherence
te prescribed regulations and directives.

i Disseminates information identifying areas of
command emphasis.

Theater Army and Field Army
TASCOM and FASCOM
Support Brigades

Major COMMZ Comds

Other Elements (as required)

General War

! Functions performed during peacetime and stability operations Include functions

performed during time of war and additional functions identified in current AR’, DA
Pamphlets and other directives.

5-2
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CHAPTER 6

FINANCE AND ACCOUNTING

6-1. Definition and Scope

Finance and accounting encompass that area of
comptrollership which concerng itself with the
determination of requirements for services, and
the planning and programming for such such
services. relating to payment of personnel;, cur-
rency control in the theater of operations; dis-
bursement. collection, and deposit of appropriated
funds: banking services; and the accountahility of
disbursing officers. Inherent in the above defini-
tion is the coniinuing requirement to determine
the proper utilization and assignment of finance
units. Finanece and accounting services are ex-
tended to all theater armyv personnel and Depart-
ment of the Army civilians. Additionally, when
directed, finance and accounting setvices are pro-
vided to military and civilian representatives of
other services, allied forces, local hire personnel,
and prisoners of war, In administering finance and
accounting services, the finance officer is governed
by laws and regulations which are set forth in the
AR 87-series, DOD Military Pay and Allowances
Entitlements danual, Joint Travel Regulations,
Army Prececurement Procedure. and Comptroller
General Decisions. His accounts are audited by
the GAO to insure that disbursements and collec-
tions made by him are lawful. Finance and ac-
counting services include staff representation in
appropriate headquarters.

6-2. Operational Concepts
a. Geneval

(1) Techuical contrel, Technical contrel
ehannels for finance operations must be preserved
to insure compliance with laws and regulations
governing the administration and expenditure of
appropriated funds. Finance and accounting offi-
cers disbursing government funds are accountable
for such funds and are held liable for overpay-
ments, Even in a computerized environment, audit
trails must be maintained as an integral part of
finance and accounting operations in order to sat-
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isfy requirements of U.8. government accounting
procedures.

(2) Currency contral. The objectives of cur-
rency control are curbing inflation due to military
spending in the host country and maintaining a
favorable balance of trade position for the United
States. Thus, in coordination with the G5/55, it is
necessary to establish policies, divectives, and
regulations for control of the following: exchange
rates, purchase of lozal currency, exchange facili-
ties, transmission of personal funds to the United
States, savings programs, and military payment
certificate administration. Currency contrel regu-
lations must alse address the probiems created by
black market operations and counterfeiting.

b. Direct Support.

(1) Troops of divisions/separate brigades.
An organic finanee section provides finance
service to the division or the separate brigade.
This sugport is deseribed in chapter 9.

(2) Nondivisional forces. Finance direct sup-
port companies {(FDSC's) provide finance service
to nondividional forces other than separate bri-

-gades. These companies are assigned direct sup-

port missions on an area/population basis. The
finance services division of the appropriate AC
ofS, Comptroller must provide continuous moni-
torship of troop movements and trop densities to
insure that nondivisional troops receive finance
support. Within the concept of support on an
area/population basis, the comptroller at ASCOM
and FASCOM recommends allocation of FDSC’s
to support specific organizations. This concept re-
quires maximum freedom of staff coordination
with higher, lower, and adjacent commands. The
mission, operating concepts, and organization of
FDSC’s are discussed in chapter 7.

c. General Support. The finance general support
group provides finance general support to include
theater army-wide funding service, integrated ac-
counting, accounting service for direct support
finance units, and disbursement of appropriated
funds for certain contracts and commercial ac-

6-1
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THEATER ARMY
AC of 5, COMPTROLLER

FIN GENERAL TASCOM FIELD ARMY
SPT GROUP : AC of 5, COMPT AC of 5, COMPT
z ! T
; ; [ 1
: I !
. ! |
: ASCOM FASCOM
: AC of S, COMPT AC of S, COMPT
B T T
': i |
—meeme— Staff supervision ond . 1 ok :
techhicol control. ; t e e
: - 1 i
- FIN DIR |l i
——————— Technical control. . SPT €O % 1 :
i |
i i
! !
----------- Technical channel for . P S; pn SPT BOE
flow of documents M e e e e e s
comprising the : FIN SEC AC of § COMPT
accounis of finance '
and accounting |
offices. e FIN DIR
SPT €O
% ASSIGNED TO THE AREA SUPPORT GROUP
A% YPON DIRECTION QF FIELD ARMY COMMANDER
Figure 6-1. Relationships between various finance and accounting support

elements in the theater army.

counts. The mission, operating concepts, and or-
ganization of the finance general support group
are discussed in chapter 8. -

d. Organizational Relationships. The AC ofS,
Comptroller assigns staff responsibility for op-
erational procedures required to accomplish the
finance and accounting mission to the finance

6-2

service division, an element of the comptroller's
office. Figure 6-1 reflects the normal organiza-
tional relationships throughout the finance and ac-
counting service area. In comgpliance with the
principle of management by excegtion, routine ac-
tions are routed through technical channels to the
central finance and accounts office.
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6-3. Functions!
a¢. Coordinates theater army finance and accounting
functions with U.S,, allied, and friendly elements in
the theater and with elements in CONUS. X !
b. Develops and promulgates command | olicies and | 3
requirements concerning finance and accounting sup- P !
port. Fxercises technical contrel over finance support o
network and related avcounting functions at lower Lo |
levels of command. XXX XX
1 .
. | :
¢. Recommends and monitors procedures and prac- o |
tices for military pavment certificate contrel and ad- ! {
ministration, foreign currency purchases, transmis- 1
sion of personal funds to CONUS. and control of hlack-
market and countevfeiting operations. XX XXX
d. Recommends policies and guidance with regard
to banking facilities. XX
e. Evaluates and performs liaison with banking fa- |
cili.des. XEX X
4 ! i
f. Recommends action to be taken on requests to I !
keep or increase cash on hand and establishment of ;
Jdmpnesc funds. ] XX X
g. Develops and reviews contingency, evacuation,
and destruction plans. XXX
k. Controls reporting of bonded positions. XX
1. Perfornis technieal inspections of finance units to
insure compliance with guidance and uniform services
throughout the command. X|X|X
7. Performs, in coordination with the G5, research
on host country inflationary trends, international bal-

ance of payments, and related problems. XX

1 Functions are identical during periods of stability operations, limited war, and
general war,
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CHAPTER 7

FINANCE DIRECT SUPPORT

7-1. General

Finance direet support is provided by finance
direct support companies (FDSC) on an area/pop-
ulation basis to all nondivisional personnel other
than those assigned to separate brigades. Finance
direct support companies located in the combat
zone are assigned to support brigades and receive
administrative and logistical support from the
brigade’s headquarters commandant. Staff super-
vision and technical contral of these FDSC’s is
exercised by the AC ofS, Comptrcller of the ap-
propriate support brigade. Finance teams ap-
pearing in TOE 4-500 may be used in those oper-
ational areas where capabilities of TOE 4-17 are
not suitable,

a. Mission and Functions. The FDSC provides
direct finance service to approximately 15,000
nondivisional personnel within an assigned area.
The concept of operations of these companies re-
mains essentially the same whether located in a
COMMZ, a combat zone, or a stability operation.
Finance functions include:

(1) Paying personnel.

(2} Maintaining financial data
folders for military personnel.

(3) Receiving input for the Joint Uniform
Military Pay System — Army (JUMPS) from in-
dividuals, units, personnel service companies, and
the servicing computer center; insuring the va-
lidity of input; preparing machineable input as
required; and submitting this input to the Fi-
nance Center, U. 8. Army.

(4) Computing and disbursing pay and enti-
tlement for U.S. and local civilian and prisoner of
war personnel,

(5) Processing and paying travel allowances
to U. S personnel and foreign nationals as au-
thorized by regulations,

(6) Processing and paying commercial ac-
count’s when authorized.

{7) Establishing, funding and controlling
forward service teams and class B agent officers.

(8) Providing currency exchange facilities,
Foreign currency exchange cashiers are author-

records
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ized within commands when the requirements for
exchange service exceeds the capability of the
finance unit.

(9) Funding imprest fund cashiers,

{10) Providing financial support to depend-
ents under emergency conditions as prescribed by
regulation.

(11) Providing technical assistance to serv-
iced units, Support provided by the FDSC gener-
ally is limited to the disbursement and receipt of
public funds, and maintenance of local accounts.
In order to keep work performed by these compa-
nies to a minimum, the related allotment ac-
counting is performed hy the theater army finance
general support group.

b. Organization. Finance direet support compa-
nies are organized to identify functional responsi-
bilities, pravide a system of internal control, and
maintain separation of the basie functions. The
organization chart (fig. 7-1) depicts the separa-
tion of the basic functions of voucher preraration,
entitlement determination, payment and collec-
tion, and accounting. Should the volume of trans-
actions within a given FDSC be insufficient to
warrant separate sections within the branches,
minor deviations may be made which do not affect
the major organizational structure.

7-2. Operational Concepts

a. The FDSC is employed to provide finance
gervice to nondivisional elements (other than sep-
arate brigade) of a field army, corps, special task
foree, or communications zone within a specific
geographic area or installation., Under certain
conditions, the sirict delineation of an area is not
feasible due to the nature of the terrain, existing
rcad networks, and lccal tactical conditions, The
FDSC should be located in close proximity to the
personnel serviced. Acting upon the recommenda-
tion of his comptraller, an ASCOM or FASCOM
commander may direct FDSC’s to move with a
special task force or to detach forward service
teams to provide finance services to nondivisional
units attached to or supporting divisions or sep-
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FINANCE DIRECT
SUPPORT COMPANY

QUALITY

HEADQUARTERS &8

ASSURANCE SEC
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PAYROLL SERVICES
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DIVISION OFFICER
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Figure 7-1, Finance direct support company.

arate brigades. Determining the most expeditious
means of meeting a unit’s finance requirements
demands continuous evaluation by the appropriate
finance services division. :

b, FASCOM headquarters may attach a FDSC
to a unit cther than a support brigade for admin-
istrative and logistical surport. The unit selected
should be capable of furnishing all support re-
quired by the FDSC, The use of several units to
provide fragmented support is not desirable.

7-3. Functions by Element

a. The company headquarters operates under
the control of the company commander/finance of-
ficer. It provides command and technical supervi-
sion of the company and insures adequacy of nec-
essary service and support. The administrative
tions chief, is responsilie Tor furnishing adminis-
section, under the control of the finance opera-
trative service to the company.

7-2

b. The quality assurance section operates under
the direct control of the finance officer and has the
following main functional responsbilities:

(1) Performing on-site audits of financial
data records folders (FDRF's) to include those
being processed in or out.

(2) Verifying military leave records.

(3) Participating in or conducting any spe-
clalized audit programs wtihin the finance office.

(4) Maintaining liaison with operating divi-
sions and assisting them in resolving technical
matters that pertain to their scope of operation.

(5) Reviewing monthly personnel rosters of
projected losses in conjunction with reenlistment
bonus payments, and when applicable, preparing
inquiries to verify prior bonuses paid. For those
persons not reenlisting, taking necessary action to
insure their removal from mechanized pay sys-
tems,

(6) Verifying procedures for examination
and determination of entitlements.
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¢. The pay division operates under the control
of an assistant finance officer, This division is re-
ponsible for examination, determination, and cer-
tification that there is sufficient evidence of enti-
tlement to effect payment of military pay
vouchers. The pay division is required to prepare
vouchers in those instances in which preparing
responsibility has not been placed on the FCUSA
under automated procedures or on other oper-
ating officials by Department of the Army or
other directives. When operating under automated
procedures, the pay divisicn is responsible for ex-
amniation, determination, and certification of en-
titlement before processing pay change data for
transmission to the FCUSA.

(1) Payroll branches are responsible for the
receipt and processing of source documents; proc-
essing of military pay change data to FCUSA as
well as preparation of other pay items for mili-
tary personnel; and computation of pay due U. S.
civilian, local hire, and prisoner of war personnel.
The two payroll branches each consist of three
pay sections. These branches maintain FDRF's
and are responsible for receipt and distribution of
all documents pertaining to the pay division.

(2) The services branch is responsible for
travel, commercial acecounts, and those actions
which are not a part of normal monthly payroll
activities. Specific responsibilities are the fol-
lowing:

(a) Computing and processing pay claims
for travel performed in accordance with compe-
tent orders by persons authorized by regulations.

(b) As required, preparing, auditing, and
processing vouchers for payment for supplies and
nonpersonal services provided,

(¢) Reviewing substantiating documents to
insure correctness of initial payments.

(d) Performing all financial records proc-
essing for arrival, departure, and separation of
personnel served.

) (e} Processing allotment transmittals and
inquiries.

(f) Preparing and maintaining procedures
on allotment transmittals.

(g} Maintaining a central locator file when
required,

(h) Maintaining suspense on pay and al-
lowances inquiries, notices of levy, and pay ad-
justment authorizations.

(#) Preparing, computing, and processing
casual payment vouchers,

() Preparing and processing cash deposits
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and withdrawals of savings deposits,

. d. The disbursing division operated under the
control of a deputy finance officer. Specific respon-
sibilities are as follows:

(1) Making all cash payments on properly
certified vouchers received from pay division.

(2) Receiving and receipting for all collec-
tions presented.

(3) Receiving and maintaining custody over
all cash and money documents for which the
finance officer is accountable.

(4) Determining needs for cash.

(5} Issuing and accounting for U, S.
Treasury instruments and for depository checks.
(6) Maintaining the records of accounts.

{(7) Preparing cash and check reports.

(8) Forwarding money accounts in accord-
ance with procedures contained in current regula-
tions,

e. Forward service teams may be organized to
provide specified on-site financial service to organ-
izational elements jocated at varying distances
from the FDSC. These teams are formed from
assigned personnel, vary in number, and are tai-
lored for specific missions as required. Security
and administrative and logistical support are pro-
vided by the commander in whose area the team is
performing services. Among the services which
may be provided are—

(1)} Delivering payroll and funds to clasg A
agents at a centralized area location.
(2) Currency conversion.
(3) Receipting for class A agent payrolls.
(4) Preparing and paying vouchers for——
(a) Regular monthly payments to individ-
uals not under an automated pay system.
(b) Partial payments.
(¢) Emergency repayment of savings de-
posits.
(d) Travel entitlement.
(5} Accepting cash savings deposits as eollec-
tions.
(6) Delivering finance documents from cen-
tralized area or computer center.

f. Class B agent offices are organized when
troops are located at a distance from the servicing
finance office and finance services are required on
a continuing basis. Class B agent officers are ap-
pointed to serve at specific locations to receive and
disburse public funds as agents of the finance of-
ficer. Operations and functions of class B agent
officers are defined in AR 37-103.

7-3
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CHAPTER 8
FINANCE GENERAL

8-1. General

Each theater army headquarters is authorized one
finance general support group (TOE 14-4) to per-
form the combined duties of an operating ageney
and an installation accounting element, Cellular
teams from TOE 14-500 may be organized to per-
form the mission of a FGSG when (1) a theater
or task force is established on a significantly
smaller scale than contemplated in the support ca-
pabilities of the FGSG or (2) when ¢communica-
tions do not allow for adequate support from an
already established FGSG.

a. Functions. A FGSG performs the following
functions:
(1) Designs, installs, and maintains ac-
counting records and procedures for;
(a) Control of obligations, costs and reve-
‘nues.
(b) Use and status of appropriations and
funds.
(¢) Dishursement, collection, and deposit
of funds.
(d) Civilian pay.
(e) Accounts receivable and other assets.
(fy Accounts payable and other liabilities.
(2) Disburses, collects, and deposits funds.
(3) Examines source data and prepares bills,
financial reports, and statements pertaining to
the use of cash and the status of funds.
(4) Furnishes financial data required for
army management and budget administration.

b. Organization. The FGSG is organized along
functional lines to provide major subelements for
fiscal accounting and finance services. Each su-
belement or division ig in turn subdivided along
functional lines into branches (fig. 8-1). These
branches may be divided into separate sections if
the volume of activity warrants such a breakout
of duties.

8-2. Operational Concepts

IThe FGSG is an independent TOE element as-
signed to theater army headquarters and with the
approval of the Commanding General, Theaier
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Army, operates under the staff supervision and
technical control of the AC ofS, Comptroller of
that headquarters. The FGSG depends on the
ADP unit supporting the theater army headquar-
ters for computer support, It receives distribution
of fund information through command channels
from the AC ofS, Comptroller, theater army, and
source data from the various direet support
finance elements in the theater army and each
combat service support and tactical unit having
funding and budgeting responsibilities, Comput-
er-to-computer links are used to the maximum
extent in transmitting summary and source data
to the FG8G, The FGSG furnishes advice, status
of funds and copies of reports to commands and
finance elements on an “as required” basis, The
AC ofS, Comptroller, theater army, prepares
financial reports requiring narrative comments.
The computer complex forwards automated re-
ports reflecting statistical information directly to
appropriate elements in CONUS. Comptrollers at
all levels of command are advised of statistical
data pertaining to their area of responsibility.
Administration of funding controls is coordinated
directly with the AC ofS, Comptroller at each
command. During initial stages and acceleration
of limited and general war, funds available to
commanders are used to finance emergency re-
quirements until such time as additional funds are
made available, Support furnished by units located
outside the area of conflict is identified with an
appropriate code included in the fund citation.

8-3. Functions by Element

¢. The group headquarters provides unit admin-
istration, mess, and supply.

b, The central finance and accounts office
(CFAQ) is supervised by the finance and ac-
counting officer who directs and coordinates the
disbursing and fiscal accounting functions as-
signed to that office.

¢. The quality assurance section operates under
the direct control of the finance and accounting
officer. Its primary purpose is to assure that the

8-1
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Figure 8-1. Finance general gupport group,

quality of work received, processed, and reported
nieets prescribed standards and objectives.

d. The accounts divigion is assigned responsi-
bility for analyzing, recording, reconciling, and
reporting all fiscal accounting transactions occur-
ring within and for the theater army. The scope
of that function will vary as the increase in inten-
sity of conflict necessitates a reduction in re-
porting requirements and a modification in
funding procedures.

(1} The control branch is reposnsible for estab-
lishing and maintaining control of data received
in the accounts division from the supporting com-
puter complex (ADP unit), fiscal documents re-
ceived from other U. S. government and nongov-
ernmental elements, and material furnished to the
ADP unit that requires a reply from that com-
plex. This branch coordinates action of the ac-
counts division with the computer complex and
resolves discrepancies between them. It also main-
tains administrative files for accounts division.

8-2

«(2) The allotment branch is responsible for
analyzing and coding transactions that are not re-
corded directly by the ADP unit to the various
allotment and subsidiary ledgers (including cor-
rection of errors reported by the ADP unit and
hard copy received from finance elements and ven-
dors). This branch also receives and reviews dis-
bursing officers’ accounts and recommends proce-
dures to improve control over these accounts.

(3) The analysis and reconciliation branch is
responsible for analyzing and and reconciling re-
ports and supporting documents. This branch is
also responsible for maintaining reference files of
transaction documents (hard copy or machine list-
ings) and other funding papers.

(4) The financial inventory accounting
branch is responsible for analyzing and coding
stock fund accounting transactions to include cor-
rection of errors reported by the ADP unit and
hard copy forwarded by procurement centers and
vendors, During periods of limited and general
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war, the level at which dollar accountability is
identified is withdrawn from lower echelons and

laced at the TASCOM Inventory Control Center.
Documents reflecting transactions resulting from
agreements with friendly nations are processed in
accordance with those agreements.

(5) The data conversion branch conversicn
branch is responsible for converting data from
source documents, such as error listings or hard
copy, to computer input,

¢, The services division consists of an examina-
tion branch and a disbursing and funding branch.
The latter has the capability of forming funding
teams,

(1) The examination branch is responsible
for the preparation and examination of documents
involving payments to military personnel, civilian
employees, commerecial firms, individual contrac-
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tors, and interservice transactions-~This branch
aJso prepares documents to make collections and
stoppages when required.

(2) The disbursing and funding branch is re-
gponsible for making cash and check payments
and collections for the CFAOQ. The branch is also
responsible for fulfilling funding requirements for
the theater army. The officer in charge serves as
the theater cash control officer,

(8) The funding teams are flexible as to their
number and composition so as to permit the most
efficient use of manpower. These teams are in-
tended to operate on a distribution-point funding
gystem, each serving several finance direct sup-
port companies or division or separate brigade
finance officer (i.e., a team goes to a central loca-
tion and js met by the various finance officers to
accomplish funding operations.
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CHAPTER 9

DIVISION/SEPARATE BRIGADE FINANCE SECTION

9.-1.

An organic finance section located in the admin-
istration company provides finance direct support
to the division and separate brigade. That finance
section operates under the staff supervision of the
division AC ofS/G1 or brigade S1.

General

a. The organic finance section provides direct
finance service to all assigned elements of the divi-
sion/separate brigade Services provided are gen-
erally limited to the disbursement and receipt of
public funds and maintenance of local accounts.
Related fiscal accounting is performed by the cen-
tral finance and accounts office of the theater. Fi-
nance services include:

(1) Paying personnel.

(2) Maintaining FDRF’s for assigned per-
sonnel. .

(8) Computing and paying travel allowances
to U. S. personnel and forelgn nationals as au-
thorized by regulations.

(4) Paying commercial accounts when au-
thorized.

(b) Establishing, controlling and funding
Forward Service Teams (FST’'s) and/or class B
agent offices.

(6) Providing currency exchange facilities.
Foreign currency exchange cashiers are author-
ized within commands when the requirements for
exchange service exceed the capability of the
finance unit.

(7) When operating under a centralized auto-
mated military pay system, receiving input from
individuals, units, personnel sections, and the
servicing computer center; insuring the validity
of input; preparing machineable input as re-
quired; and submitting this input to the FCUSA.

b. The finance officer performs his functions sub-
ject to laws and regulations which are set forth
and interpreted in the AR 37-series, DOD Mili-
tary Pay and Allowances Entitlements Manual,
Joint Travel Regulations, Army Procurement
Procedure, and Comptroller General Decisions.
The GAQO audits his accounts to insure that dis-
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bursements and collections made by him are
lawful,

¢. In addition to directing the operations of the
finance section, the finance officer serves as a spe-
cial staff officer. As such, he is responsible for
supervision of the finance functions outlined in
FM 101-5 and is the financial adviser to the com-
mander. He must at all times be prepared to give
advice on the functions mentioned above, ag well
as on the following:

(1) Savings program for assigned per-
sonnel.

(2) ‘Transmittal
CONUS.

(3) The economic impact of division/sep-
arate brigade expenditures (both personal and of-
ficial) on local economies.

(4) Black market controls.

(5) Adequate safeguarding of currency, in-
cluding safeguarding of financial institutions
which may become a responsibility of the com-
mander due to their being located in the division
or separate brigade area.

(6) Disposition of captured currencies.

(7) Other financial matters with which the
division/separate brigade commander may be con-
cerned.

of personal funds to

d Finance sections are organized to identify
the functional responsibilities, provide a system of
internal control, and maintain separation of the
basic functions. The organization chart shown as
figure 9-1 illustrates the separation of the basic
functions of administration, quality assurance,
voucher preparation, disbursement, and internal
control. Deviation from the depicted organization
may become necessary due to mission require-
ments.

9-2. Opeational Concepts

a. The finance section operates independently
with regard to finance operations, but receives
logistical and administrative company of the

division/separate brigade.

9-1
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Figure 9-1. Division/separate brigade finance gection.

b, If the division or seyarate brigade is dis-
persed over a large area, the finance officer can
establish class B agent finance offices or use FST's
to provide finance service to troops located at a
distance from the finance section. The commander
of the area in which the class B agent is located
(or in which the FST is operating) is responsible
for providing adequate security for funds en-
trusted to these finance elements.

¢. The finance general support group provides
funding support of the finance section at division
and separate brigade,

9-3. Functions by Element

a. Section Headquorters. The finance section
headquarters provides technical control, supervi-
gion, and administrative support to the finance
section.

b, Quality Assurance Section. The guality as-
surance section reports directly to the finance of-

ficer. It evaluates the quality of work performed
in the finance section to insure that prescribed

9-2

standards are attained. It performs audits on
FDRF’s that are processed in or out. Before sepa-
ration, reenlistment bhonus, and final separation
vouchers are prepared, it audits the FDRF's af-
fected giving particular attention to leave records.
This section performs an FDRF internal review
program on a continuwing and periodic basis. It
verifies the annual audit performed on military
leave records as of 30 June.

¢. Disbursing Division. The disbursing division,
under the control of a deputy finance officer, re-
ceives and maintains custody over all cash for
which the finance officer is accountable and deter-
mines needs for cash, obtaining replenishment
through issuance of checks for cash. It makes ail
cash paymients on properly certified vouchers and
receives and receipts for all collections presented.
This division is reponsible for issuing and ac-
counting for U.S. Treasury and other checks. Ad-
ditionally, it maintains the accounting records,
makes reports, and forwards money accounts in
accordance with procedures contained in current
regulations.
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d. Pay Division. Operating under the control of
a deputy finance officer, the pay division—

(1) Maintains the FDRF and the m1l1tary
leave record for members serviced by the finance
officer.

(2) Prepares and processes casual payment
records, statements of service, and partial pay-
ment vouchers.

(3) Processes FDRF’s for intra-post/com-
mand transfers, and both FDRF’s and military
leave records for inter-post transfers and separa-
tions.

(4) Initiates and maintains tax withholding
records and statements as necessary.

(P) Processes allotment authorization and
dependency certificates und agsists, as necessary,
the individual who initiate these documents.

(6) Answers inquiries regarding pay matters
from commanders and members of units serviced.

(7) Performs an annual audit of the military
leave record as of 830 June.

(8) Prepares or completes military pay
voucher summary and certification sheets as nec-
essary for regular monthly pay roll.

(9) Maintains files of military payroll sus-
pense documents.

(10) Prepares, computes, verifies, and proc-
esses DA Form 2352 (Military Payroll transfer).

(11) Prepares DD Form 1081 (Statement of
Agent Officer’s Account) as needed.

(12) Determines entitlement and prepares
vouchers to pay claims of travelers for reimburse-
ment for official travel performed,

(18) Determines entitlement and prepares
vouchers to pay accounts rendered by commercial
vendors for supplies or nonpersonal services fur-
nished to the U. S, government.

e. Control and Processing Division. The control
and processing division accomplishes records
procesing to include inprocessing, outprocessing,
and processing that pertains to separation. It
performs miscellaneous pay administration that
includes allotment processing and special actions.

(1) Inprocessing includes the following:

{e) Reviewing the FDRF’s of incoming
personnel for completeness and accuracy and ob-
taining missing information and correcting dis-
crepancies,

(b) Taking action to initiate or prepare
WDRF's for those who report without them.

(¢) Preparing and processing allotment
documents, dependency certificates, dependency
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certificates, tax withholding certificates, state-
ments of legal residency, and pay record index
cards.

(d) Preparing, computing, verifying and
processing separate regular monthly military pay
vouchers for pay and-allowances due for months
prior to month of arrival, as well as vouchers for
miscellaneous payments-such as advance of pay
and partial payments. '

(e) Coordinating the processing of mem-
bers’ travel payments with the travel branch.

(2) Outprocessing pr1mar11y congsists ‘of the
following:

(a¢) Reviewing for completeness and accu-
racy the FDRF’s of members being transferred to
ancther station or to the jurisdiction of another
finance office at the same station, and those of
members placed on TDY when the FDRF is to
accompany the member, '

() Auditing the inclosed DA Form 481
(Military Leave Record).

(¢} Computing, verifying, and processing
miscellaneous payments such as advance of pay or
advance of pay and allowance, and partial pay-
ments, for members transferred out.

(d) Preparing and processing advance of
travel payments, coordinating computation with
the travel branch. .

(¢) Obtaining payroll indéx cards from
the special actions unit for members being reas-
signed, completing the necessary entries, and in-
suring the proper disposition thereof.

(f) Securing the signature of the member
or personnel office representative before releasing
the FDRF, or preparing a letter of transmittal
and transmitting the FDRF to the personne] office
that services the unit concerned.

(3) Processing that pertains to separations
includes the following:

(a) Preparing, computing, verifying, and
processing final reenlistment and reenlistment
bonug vouchers, and final military pay vouchers
for deceased members to include death gratuity
payment,

(b) Computing, verifying, and prccessing
the final separation vouchers prepared by the
transfer activity.

(¢) Maintaining the FDRF's and proc-
essing the military pay vouchers for members as-
signed to special processing detachments.

(d) Processing FDRF’s for members
missing, missing in action, captured by a hostile
force, interned in a foreign country, beleaguered
or besieged.
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e) Processing claims for pay and allow-

ances unpaid at date of separation
(4) AHotment processing consists prlmarlly
of the following:

(a) Processing, reviswing, and examining
sllotment documents for all members, prior to
transmissjon.

() Preparing and completing, as neces-
saty, allobment transmittal letters to include as-
signment and control of finance ofﬁcers trang.
raittal letter numbers.

(~) Maintaining a file of allotment trans-
mittal letters,

{Y Coordinating with the records tnit and
the member, as necessary, all allotment inquiries
reccived from the FCUSA or other outside
20UTCESs. ‘

(5) Special action includes the following:

9-4

{a) Maintaining a central locator file for
active and inactive pay record index cards,

(b) Receiving, reviewing, processing, and
maintaining suspense on pay and allowance in-
quiries, notices of levy, and pay adjustment au-
thorizations.

{¢) Coordinating and precessing all pay
adjustment documents prepared within or re-
ceived from sowree outside the finance nMee, 1o
include initiation of notice of indebtedness lettevs
as reguired.

{c) DPreparing. compuling, anid prosezaing

casual payment vouchers.

(r) Preparing and processing ali frooms for
cash soldiers’ depozita.

() Prepaving, computing, and processing
vieuchers for emervgeney withdrawal of soldicers
depusits,
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FOREWORD

This manual provides interim guidance to commanders, staff officers,
and other personnel concerned with comptroller support under the TASTA-
70 concept of organization and operation. This information can be utilized
to facilitate reorganization under the TASTA concept. Firm information
on the organizational structure and composition of units will be as con-
tained in TOEs when published, Although the basic TASTA-70 study has
been approved by Department of the Army, detailed doctrine contained
in this Text Field Manual is under continuing development and review.
This test manual will be superseded by FM 14-3, Comptroller Service in a
Theater of OQperations.

Readers are encouraged to submit comments and recommendations
for changes that will improve the clarity, accuracy, and completeness of
the manual. Comments should be constructive in nature and reasons should
be provided for each recommendation to insure understanding and to
provide a valid basis for evaluation. Each comment should be keyed to a
specific page, paragraph, and line of the text. Comments should be for-
warded direct to Commanding Officer, U.S. Army Combat Developments
Command Personnel and Administrative Services Agency, Fort Benjamin
Harrison, Ind., 46249, An information copy of recommendations that pro-
pose changes to approved Army doctrine may be sent, through command
channels, to the Commanding General, U.S. Army Combat Developments
Command, Fort Belvoir, Va., 22060, to facilitate review and evaluation.
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CHAPTER 1
INTRODUCTION

1. Purpose and Scope

Comptroller service to the army in the field
will exist in a highly automated environment.
Changes in technology and principles of war-
fare are exceedingly dynamic. Policies and
procedures must be formulated to satisfy any
condition. This manual discusses the organiza-
tional structure which is necessary to support
comptroller services throughout the theater
army.

2. Comptroller Services

Comptroller services within theater army
are categorized into four functional areas—

a. Management Engineering/Data Process-
ing Services,

b. Program and Budgeting.
¢. Internal Review.
d. Finance Services.

3. Comptroller Staffs, Theater Army

Comptroller staffs are located at TASCOM,
each mission command, ASCOM, FASCOM,
and Army and Corps Support Brigades. Comp-
trollers will also be assigned to subordinate
elements on an ‘““as required” basis. The ACS/
Comptroller, TASCOM formulates broad plans
and policies concerning comptroller services
for the theater army. He exercises technical
control and staff supervision over the theater
army comptroller network. Comptrollers in the
mission commands are not concerned with
finance services, except for the ACS/Comp-
troller, PERSCOM, who exercises operational
control over the finance general support agency
in accordance with TASCOM policies. Comp-
trollers at ASCOM, FASCOM and the Army
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and Corps Support Brigades advise and pro-
vide the commander and his staff with comp-
troller services concerning each functional area
stated in paragraph 2. The comptroller or-
ganization in the Corps Support Brigade will
serve as a nucleus for the comptroller organi-
zation in a COSCOM.

4. Finance Services, Theater Army

o. Finance General Support. The Finance
General Support Agency (FGSA) located with-
in the Personnel Command (PERSCOM),
TASCOM, is organized with an agency head-
quarters and the Central Finance and Accounts
Office (CFAO). The CFAO provides finance
general support throughout the theater army
and acts as the general operating agency main-
taining fiscal accounting records for the theater
army. The FGSA is under the staff supervision
and operational control of the ACS/Comp-
troller, PERSCOM.

b. Finance Direct Support.

(1) Finance Direct Support Companies
(FDSCs) provide direct support to all
nondivisional personnel in the theater
army, They are capable of supporting
15,000 personnel on an area/popula-
tion basis.

(2) Finance Direct Support Companies,
ASCOM, are assigned to the Area
Support Groups. The number of
FDSCs is dependent on the number of
personnel supported by each group.
Staff supervision and technical con-
trol ig exercised by the Finance Serv-
ices Division, ACS/Comptroller, ASC-
OM.

(3) Finance Direct Support Companies,
FASCOM, are assigned to the Army





and Corps Support Brigades. The
FDSCs are further attached to the
personnel and administration battal-
ion, support brigades, on the bagis of
four FDSCs per battalion. Staff re-
sponsibility and technical control over
FDSCs are exercised by the Finance

Services Division, ACS/Comptroller,
Army and Corps Support Brigades.

(4) Finance direct support to personnel
assigned to a division is provided by
the division finance section which is
part of the administration company

(FM 14-1).
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CHAPTER 2
THEATER ARMY COMPTROLLER SERVICES (TASTA-70)

5. Scope

Theater Army comptrolier services include
all the functions associated with management
engineering, management of data processing,
program and budgeting, internal review, fi-
nance service, fiscal accounting, and progress
and statistical reporting. The broadest objec-
tive of comptrollership is to indoctrinate other
staff elements in the principles and techniques
of good management. General aspects of comp-
trollership include—

a. General Management. The comptroiler is
part of the organization management group.
His primary concerns are—

(1) That the information input used for
planning, controlling, and evaluating
the mission of the organization is
timely, reliable, and pertinent. That
input must be analyzed and interpret-
ed and proposals for improvement
must be formulated. The information
gystem is a part of the total manage-
ment team (the commander and his
staff).

(2) That the commander and his staff are
provided with needed informaticn
and are assisted in interpreting this
information.

(3) That adequate information flows from
all relevant sources in time to be use-
ful and that intelligent analyses are
made as a basis for appraising the
operations of the command.

b. Service., The comptroller is responsible
for supervising the provision for a number of
gervices that contribute to effective manage-
ment. The comptroller is responsible for im-
proving design and insuring effective utiliza-
tion of management tools. The comptroiler acts
as a special agent for the commander in the
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programming and allpcation of command re-
sources. He works with staff officials to achieve
maximum output with the minimum expendi-
ture of resources.

6. Organization

a. Comptroller Office. The internal organi-
zation of the comptroiler office tends to follow
functional lines. The organizational structure
at TASCOM, FASCOM, ASCOM, and the
Army and Corps Support Brigades is depicted
in figure 1. Deviations from that structure re-
flect the absence of a function instead of a re-
grouping or reorganization of functions (figs
2 and 3). There will be no change in organiza-
tional structure during the transition from
limited to general war. However, such a tran-
gition would necessitate a decrease in personnel
staffing as functions are curtailed or elimi-
nated.

b. ACS/Comptroller, TASCOM. The ACS/
Comptroller, TASCOM, is organized as a part
of TOE 54-302, HHC and Special Troops,
TASCOM. He is regponsible for broad plans,
policies, and guidance throughout theater
army.

e. ACS/Comptroller, Mission Commands.
The ACS/Comptroller, Personnel Command,
Medical Command, Engineer Command, Sup-
ply and Maintenance Command, and Transpor-
tation Command are organized as a part of
TOE 29-111, HHC Personnel Command; TOE
8-111, HHC Medical Command; TOE 5-201,
HHC Engineer Command; TOE 54-312, HHC
and Special Troops, Supply and Maintenance
Command; and TOE 55-2, HHC Transporta-
tion Command, respectively. These comptroller
organizations have no Finance Serivce Divi-
sion in their internal organization.
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d. ACS/Comptroller, ASCOM, FASCOM,
and Support Brigades. These staff sections are
organized under TOE 54-402, HHC and Special
Troops, ASCOM; TOE 54-12, Headquarters
Special Troops, FASCOM; and TOE 54-22,
HHC, Support Brigade, respectively. Internal
organization is the same as TASCOM.

e. Other Comptroller Elements. Certain
other comptroller staffs may be required in
support groups, depots, terminal units, and
other special organizations. When this occurs,
a prototype comptroller organization can be
added to the appropriate TOE.

7. Operational Concepts

The concept of operations of the comptrotler
offices for TASTA-T0 is similar to that cur-
rently experienced in CONUS,

a. For example, the TASCOM Comptroller
is the theater counterpart of the Comptroller
of the Army (COA) and he receives technical
guidance from the COA. The scope of this
guidance includes but is not limited to General
Accounting Office (GAO) and Army Audit
Agency (AAA) information, budget guidance,
funding authorizations, and management infor-
mation pertaining to the comptroller area of
interest, The ACS/Comptroller, TASCOM,
serves, through the Chief of Staff, as a princi-
pal staff officer to the TASCOM Commander
with regpect to comptroller functions listed in
AR 10-82, He coordinates such functions, in-
cluding the offering of advice and guidance, as
appropriate, with the other Assistant Chiefs of
Staff, TASCOM, and furnishes technical advice
to comptrollers assigned to each mission com-
mand, ASCOM, and FASCOM. He may also
furnish technical guidance and advice to comp-
trollers of corps that are attached to the
TASCOM for administrative support. The
ACS/Comptroller, TASCOM, like all other
comptrollers, has direct communication with
the computer complex servicing the FGSA.
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b. Variations from the above cited concept
of operations are dependent upon the level of
command and the type of assigned functions.
Thus, the ACS/Comptroller, FASCOM, in ad-
dition to developing plans and policy, and fur-
nishing technical advice to comptrollers as-
signed to each support brigade, is also actively
involved in operations. Whereas the ACS/
Comptroller of the various mission commands
are primarily involved in operations pertain-
ing to management engineering, programming
and budgeting, management of data processing
facilities, and internal control activities, the
ACS/Comptroller, Personnel Command, exer-
cises operational control over the FGSA; the
ACS/Comptroller, ASCOM, exercises technical
control over the Finance Direct Support Com-
panies (FDSCs) assigned to each Area Sup-
port Group; and the ACS/Comptroller, TAS-
COM, provides the technical control link to the
FDSCs in the Army and Corps Support
Brigades and division finance sections. Chap-
ters 3 through 6 list the functions performed
by comptrollers assigned to each level of com-
mand.

e. It is possible that early stages of limited
war will be conducted under peacetime condi-
tions with no deviations from normal admin-
igtrative regulations and directives and it is
also possible that the degree of restrictions and
detailed reporting will increase during peace-
time operations to the extent that comptrollers
will be required in the headquarters of depots,
terminal units, area support groups and other
elements of similar size or complexity., The
establishment of comptrollers at that level of
command should be held to a minimum and
should require the approval of a commander at
a level of command no lower than that of a
mission command, ASCOM or FASCOM. In
addition, comptrollers at the depot and area
support group level of command should not
need to exercise staff responsibility for data
processing units.





CHAPTER 3
MANAGEMENT ENGINEERING AND DATA SERVICES

8. Definition and Scope

Management engineering is defined as a staff
function developed to help a commander find
and install better, faster, and cheaper methods
of accomplishing assigned or programmed mis-
sions. This function can be best performed by
having persons (skilled in recognizing prob-
lems, developing solutions, and communicating
with personnel) perform one or all of the fol-
lowing techniques:

¢. Procedure Survey., An analysis of the
method of performing a function_or accom-
plishing a mission to determine what is essen-
tial and how it can be performed more
efficiently.

b. Organization and Function Survey. An
evaluation of the organizational structure and
the distribution of functional responsibility to
improve command channels, clarify responsi-
bilities, and provide homogeneous relation-
ships.

¢. Reports Control. An analysis of statistical
and narrative information exchanged laterally
and vertically between organizational elements
to assure that only need-to-know data is being
reported and that reported data is in a format
that requires little or no recomposing by the
requesting element.

d. Work Simplification. Instructions pre-
sented to supervisors so that they can recog-
nize why they are experiencing difficulties and
can improve their procedures so that they can
complete their tasks in an efficient and eco-
nomical manner.

e. Work Measurement. The use of past per-
formance and/or engineered standards, or the
measurement of time required to perform a
task, so as to determine a relationship between
the amount of work that should be performed
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with the amount that is being performed with-
in a given period of time.

f. Management Improvement or Cost Reduc-
tion. The identification, verification, and re-
porting of installed improvements that either
avoid incurring additional costs or reduce the
current cost of operations.

9. Operational Concepts

a. Comptrollers at all levels of command are
obligated to advise their commander as to the
effectiveness of the command and to recom-
mend solutions to management problems. That
obligation does not decrease as the intensity of
warfare increases; however, the approach to-
wards developing recommendations will change
because of the need for more timely solutions,
the rapid turnover in personnel, and an in-
creagsed concern for the accomplishment of a
mission as opposed to recording individual
workload factors or comparing cost to perform-
ance.

b. Those management techniques associated
with measuring past activities will be discon-
tinued during periods of general war; instead
the efforts of the management analyst are
directed towards anticipating, recognizing and
solving problems. The need for developing,
recording, analyzing, and reporting perform-
ance factors or engineered standards; the re-
porting of improvements under the cost re-
duction program; and other similar programs
established for the purpose of providing dollar
savings and reporting of examples of adopted
improvements are examples of measuring past
activities. A proposal has been made that pro-
vides for the elimination of cost (activity ac-
count} codes upon receipt of a general allot-
ment. This provision is in agreement with the
above cited concept.
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e. Although the work simplification program
does not relate to past activity, it is slanted
toward individuals who normally are in a
position to sclve only those problems having
limited scope and affecting line of supervision
relationships within an immediate work area.
That factor combined with the rapid turnover
of personnel to be expected during general war
makes it impractical to continue the program
at any level of command within an army thea-
ter during general war,

d. The requirement during general war for
timely solutions to problems that cannot be
anticipated and the unstable conditions which
exist reduce the effectiveness of regularly
scheduled surveys. Surveys will be made on
an ““as required” basis during a general war.
The TASCOM ACS/Comptroller is not staffed
to conduct management surveys; however,
gurveys will be required which involve more
than one mission command. To accomplish
such surveys, Ad Hoc Committees will be or-
ganized from qualified personnel at lower levels
of the command and will be controlled or
monitored by representatives from the office
of the TASCOM ACS/Comptroller.

e. Automation has a tendency to increase
reporting requirements, primarily because the

10. Functions

a. Provides professional management advice

and assistance.

b. Reviews, analyzes, evaluates, and super- | X XX
vises management surveys and the reports con-
trol program on a management by exception

basis.

data is more readily available and can be easily
printed in a variety of formats. The problem
of controlling reporting requirements is made

-easier under the TASTA concept which pro-

vides that data will flow through the computer
centers within the TASCOM organization and
that activities will be automated to the greatest
extent possible. The natural desire to request
previously received data in a different format,
instead of analyzing information already re-
ceived, makes it mandatory that the reports
control program remain in effect during peri-
ods of general war, a period when lines of
communications wil]l be overtaxed and computer
complexes will be overworked.

f. Establishment of integrated computer
centers to provide vertical and horizontal auto-
mated channels of communication emphasizes
the requirements for reviewing and evaluating
data processing systems and utilization within
individual commands and assuring balance
with the theater. The fact that computer cen-
ters could be widely dispersed within a theater
and that all essential support services are
dependent upon computers makeg it imperative
that procedures for identifying location, condi-
tion, and percentage of utilization be continued
during general war.

Support Brigades

ASCOM and Mission Comds
General War

Other Elements (as required)

TASCOM
FASCOM
Limited War

>
o
>
o
o
>
>

¢. Evaluates new missions and recommends | X [X [X (X | X X |X

the most efficient and expeditious methods of

accomplishment.
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d. Schedules, monitors, reviews and evaluates
ADPE systems and specifications and recom-
mends appropriate changes to the Chief of Staff.

¢. Digseminates information concerning ADP
developments.

f. Maintains ADPE inventory and operating
status reports.

¢. Centralizes planning and recommends dis-
tribution of ADPE.,

k. Conducts management surveys and special
project studies.

1. Administers the reports control program
of the command.

j. Develops policy for reduction of automated
operations under emergency conditions and the
establishment of alternative systems.

k. Performs systems analysis to determine the
feasibility of revising existing or adopting new
ADP techniques,

I. Coordinates the development of requests for
new or additional ADPE.,

m. Develops plans, policies, and guidance for
the work simplification, cost reduction and work
measurement programs, and evaluates the effec-
tiveness of those programs.

n. Plans, schedules, and conducts the com-
mand’s work simplification program.

0. Develops and monitors the work measure-
ment program for TD elements.

p. Administers that portion of the Army cost
reduction program that pertaing to the comptrol-
ler area of responsibility.

g. Conducts organizational studies and de-
velops required organization and functions
manual,

r. Coordinates the development and mainte-
nance of contingency plans when computer sys-
tems must be curtailed.
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CHAPTER 4
PROGRAMMING AND BUDGETING

11. Definition and Scope

Programming and budgeting includes the
planning, executing, and appraising of admin-
istrative actions involving the establishment of
goals and the utilization of funds in the achieve-
ment of those goals. It i3 an integrated system
which relates actua! performance and fund
utilization with programmed performance and
fund utilization and then reviews and analyzes
the results of that program. The review and
analysis is defined for purposes of this study as
an administrative technique used for the crit-
ical examination and clarification of factors
affecting an action or a deviation from pro-
grammed activity during a specific period of
time and the reporting of corrective actions
taken or contemplated.

12. Operational Concepts

a. Current regulations, pamphlets, and man-
uals assign to the comptroller the responsibility
for preparing and issuing program and budget
directives, distributing funds, developing ob-
jectives, preparing or consolidating required
reports, and analyzing and presenting statis-
tical data involving performance, progress, and
utilization, These responsibilities are per-
formed in varying degrees by comptrollers at
all levels of command and during all intensities
of warfare,

b. The flow of information and the adminis-
trative actions taken to develop the three basic
budgetary reports (Command Budget Esti-
mate (CBE), Command Operating Budget
(COB), and Budget Execution Review (BER))
are esgentially identical. The Department of the
Army sends guidance to Theater Army which
will forward that guidance to TASCOM. There
the ACS/Comptroller briefs the Chief of Staff
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and members of the Program Budget Advisory
Committee (PBAC) and receives the policy
and desires of the Theater Commanding Gen-
eral and the TASCOM Commanding General.
The ACS/Comptroller then prepares his im-
plementing instructions (could include but
would not be limited to doilar limitations, time
phasing, and handling of unfinanced items)
and requests that they be issued through com-
mand channels to each mission command,
ASCOM, FASCOM and other Assistant Chiefs
of Staff, TASCOM. The ACS/Comptroller in
FASCOM and each major subelement of TAS-
COM performs the same staffing and coordinat-
ing actions that were performed by the ACS/
Comptroller, TASCOM, It is doubtful if feeder
information will be required from the various
support brigades and the support groups for
preparation of the CBE. Feeder information
that is received for preparation of other budg-
etary reports need not include all data or he
recorded in the format prescribed by AR 37-15.
The computer complex servicing the FGSA
prints a copy of the budget report, from infor-
mation forwarded to it by the ACS/Comptrol-
ler in ASCOM, FASCOM and each mission
command for review by the TASCOM comp-
troller and the other assistant chiefs of staff.
Upon approval by the PBAC and the com-
mander, the ACS/Comptroller takes action to
have the computer complex forward the re-
port(s) to DA.

¢. Allocations received from the COA are
analyzed and staffed by the ACS/Comptroller,
TASCOM, and distributed to FASCOM and
major subelements of TASCOM by the issuance
of allotments. During peacetime and limited
war operations, the Comptrollers at FASCOM,
ASCOM, and each mission command may in
turn make a further distribution of funds by

i3





use of a suballotment or an obligation authority
(AR 37-2). During a general war it is doubtful,
if appropriated funds will be redistributed be-
low the mission command level. Copies of docu-
ments uged for distributing funds are for-
warded to the Central Finance and Accounts
Office (CFAQ). Staff responsibility for adher-
ence to the financial management plan at each
level of command rests with the comptroller
and requires close coordination with the ACS/
Comptroller at Personnel Command and at
TASCOM.

d. The issuance of a general allotment re-
duces the amount of detail reporting required
by current regulations. However, COA needs
to know the amount of funds required, a gen-
eral estimate of how they will be used, and how
they were used. The use of a general allotment
and recommended changes in reporting re-
duces restrictions for using funds and the
identification of funds by program and activity
account codes.
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13. Functions
a. Coordinates budgetary requirements and | X XX
reports with the Finance General Support
Agency and the ACS/Comptroller Personnel
Command.*
b. Administers the distribution of funds, XX XX

¢. Analyzes funding programs and budget | X | X[X[X X
guidance and recommends courses of action.

d. Performs periodic analysis of fund utili-

zation.

e, Develops program objectives and the TAS-| X

COM management structure.

f. Coordinates the development of a command | X [ XXX X
position on budgetary matters and prepares

budgetary reports.

e. The use of review and analysis has certain
disadvantages during periods of general war-
fare. Basic to that function is the assumption
that it is possible to develop valid programs by
relating to past experiences. A second serious
disadvantage of the review and analysis func-
tion is the large number of man-hours con-
sumed in preparation for formal presentations.
Charting has developed into a science and oral
presentations are retained for posterity by pre-
paring volumes in multiple copies. A third dis-
advantage is that under certain conditions a
formal review can become more of an attempt
to justify the past than to anticipate or prevent
future problems. Reviews and analyses that
are conducted during periods of general war
will reflect the degree to which services were
furnished to the tactical elements and how
those services can be improved. To be really
effective, reviews and analyses should be con-
ducted at the highest level of command and
should reflect the degree of balance between the
various assigned missions of that command,.
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* The ACS/Comptroller Personnet Command has stafl responsibility and operationul eunirol of the FGSA.
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g. Performs a continual analysis of fund utili-
zation.

h. Compiles statistical reports and coordinates
presentation of formal reviews and analysis.

i. Develops operating programs and recom-
mends changes to the Army management
structure.
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CHAPTER 5
INTERNAL REVIEW

14. Definition and Scope

Internal review is defined as an independent
examination of command operations and in-
ternal controls to provide the commander with
an objective evaluation of the effectiveness and
efficiency with which his financial and related
functions are being performed. The term inter-
nal control, as used above, includes the orga-
nization and operating procedures adopted to
safeguard assets, assure the accuracy and re-
liability of records, promote efficiency, and
assure adherence to prescribed regulations and
directives. Associated with the internal review
function are the duties of auditing of nonap-
propriated funds; providing liaison with repre-
sentatives of the GAQ, AAA, and the Inspector
General and interpreting financial management
directives and proposing supplemental account-
ing 'systems. Internal review is a function of
command and the internal audit mission of
AAA is a supplement to and not a substitute
for that function. The scope of internal review
will vary widely between commands. For ex-
ample, the Personnel Command is responsible
for the operations of the only finance and
accounting/operating agency within the the-
ater; whereas, the Supply and Maintenance

Command has responsibilities, not only for -

specific depot operations, but also for opera-
tions of procurement centers that may bhe
located in allied and friendly nations.

15. Operational Concepts

a. TASTA-T0 is characterized by three
major factors which will have a significant im-
pact on audit operational concepts. These
factors are—

(1) Functional alignment of responsibili-
ties in the mission commands of TAS-
COM and other control centers.
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(2) Utilization of the principle of man-
agement by exception.

(3) The adoption of ADP equipment and
technique.

b. Since each comptroller has an internal re-
view division there is an opportunity for the
reviews to specialize in a functional area. Re-
view principles have universal application but
system familiarity makes it possible to concen-
trate efforts, perform reviews in depth, and
improve self-analysis of problem areas.

¢. Reliance on the principle of management
by exception requires clear delineation of re-
sponsibility and authority. Effective procedures
are necessary to insure maximum efficiency of
this approach to management. Internal review
teams must be prepared to determine what the
procedures are and observe their application
before judgments can be made.

d. Normally the ADP applications for
TASTA-70 do not represent the automation of
manual systems. Instead the systems were de-
signed on an integrated basis with ADP capa-
bilities in mind and review efforts cannot be
compartmentalized into subsystems. Therefore,
review techniques require greater computer
and system familiarity in order to trace audit
trails that exist in computer complexes.

e. Internal reviews involving an accounting
of appropriated and nonappropriated funds as
opposed to an examination of administrative
controls will be conducted in accordance with
AR 36-5 and other regulations governing the
pertinent fund. Disposition of resulting reports
of findings will also be in accordance with
those regulations. Emphasis will be placed on
the development of worksheets supporting each
finding. Although copies of reports of findings
on administrative controls and accounting rec-
ords will not normally be forwarded to TAS-
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COM, the ACS/Comptroller of that command is
respengible for assuring, on a4 management by
exception basis, that internal reviews are of

sufficient depth and scope to warrant their con-
tinuation without a change in procedures or
direction.
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16. Functions
a. Provides plans, policies, and guidance for X XX
the theater army internal review program and
evaluates the overall effectiveness of the pro-
gram.
b. Conducts internal reviews involving proce- XIXIX|X[X X

dures for achieving goals.

¢. Audits nonappropriated funds

d. Reviews reports of surveys and boards of X XIX|X[X

officers.

e. Interprets regulations and directives gov- XXX XX
erning nonappropriated funds and indoctrinates

responsible personnel.

f. Responsible for internal review of appropri- XX XX
ated fund activities as required to assure accu-
racy of records and proper safeguarding of

assets.

g. Forwards internal reviews to FASCOM X XX
Comptroiler,

h. Coordinates GAQ and AAA activities and X X

prepares the TASCOM position on audit reports.

{. Conducts internal reviews involving all or- XXX X
ganizational and operating procedures adopted
to safeguard assets, assuring the accuracy and
reliability of records, promotes efficiency and
assures adherence to prescribed regulations and

directives.

j. Represents the command in contact with X X X
GAO and AAA.

k. Disseminates information identifying areas XiX|(X X

of command emphasis.
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CHAPTER 6

FINANCE SERVICES

17. Definition and Scope

Finance services encompass that area of
comptrollership which concerns itself with pay-
ment of theater army personnel, currency con-
trol in the theater of operations, disbursement
of appropriated funds and accountability of dis-
bursing officers. Finance service is extended to
all theater army personnel and Department of
the Army civilians. When so specified, finance
service is provided to members of other serv-
ices, third state nationals and indigenous per-
sonnel. Finance service includes staff represen-
tation in appropriate headquarters.

18. Operational Concepts

a. Divisional Troops. Finance service in the
division is provided by .a division finance sec-
tion. This support is described in FM 14-1.

b. Nondivistonal Forces. Finance service is
provided to nondivisional forces by FDSCs.
Unit assignments are based on the concept of
direct support on an area/population basis. The
mission, operating concepts and organization
of FDSCs are covered in chapter 7.

¢. Finance General Support. Finance peneral
support is provided by the CFAQ. That office
is the operating element of the FGSA, Person-
nel Command. General support includes theater
army-wide funding service, integrated account-
ing, accounting service for direct support
finance units, and disbursement of appropri-
ated funds for certain contracts and commer-
cial accounts. The mission, operating concepts,
and organization of the FGSA are covered in
chapter 8.

d. Finance Services Support.

(1) Technical control channels for finance
operations must be preserved to in-

18

(2)

(3)

sure compliance with laws and regu-
lations governing the administration
and expenditure of appropriated
funds. Finance officers disbursing
government funds are accountable for
such funds and are held liable for
overpayments. Even in a computerized
environment, audit trails must be
maintained as an integral part of
finance operations in order to satisfy
requirements of the GAO.

Currency control becomes particularly
important when combat operations
are conducted within the confines of
host nations. This condition brings
with it the problems of curbing infla-
tion in the host country due to mili-
tary spending and maintaining a
favorable balance of trade position for
the United States. These two problems
create the necessity for establishment
of policies, directives, and regulations
for—exchange rates; purchase of lo-
cal currency; exchange facilities;
transmission of personal funds to the
United States; black market opera-
tions; counterfeiting; savings pro-
grams; and Military Payment Certifi-
cate administration.

FDSCs are assigned support missions
on an area/population basis. The
finance division of the appropriate
ACS/Comptroller must provide con-
tinuous monitorship of troop move-
ments, troop densities and available
support to insure that all nondivisional
troops receive finance support. Within
the concept of support on an area/
population basis, FDSCs will be told
to support specific organizations. The
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concept requires maximum freedom of
staff coordination with higher, lower,
and adjacent commands.

{4) Each ACS/Comptroller also serves as

the finance service staff officer for his
commander, Operational procedures
required to accomplish the finance
mission are assigned to the Finance

Service Division, a subelement of the
comptroller’s office, Figure 4 reflects
the normal organizational relation-
ships throughout the finance service
area, In compliance with the principle
of management by exception, the rou-
tine actions are not routed through
command channels to the CFAOQ.

Support Brigades

TASCOM
ASCOM
FASCOM

Diviston

19. Functions of the Finance Service Division

o

a. Serves as the focal point in the theater for_______|
finance services and provides interface with
CONUS concerning finance services.

b, Coordinates theater finance functions with_______ X
US, Allied, and friendly elements within the
theater and with elements located in CONUS.

¢. Exercises technical control over all theater _______ X
army finance important matters, policies and
broad plans,

d. Resolves and/or recommends action per-_______ X
taining to technical matters for theater army-
wide finance functions.

e. Insures that adequate procedures and facili- _._____ X
ties are available so that the theater funding re-
quirement can be met.

f. Procures and controls currency and pro-_______ X
vides overall management of the currency ex-
change program.

g. Recomgnends overall policies and guidance_______ X X
with regard to banking facilities.

k. Controls reporting of bonded positions __________ X X

i. Performs research on host country inflation-_______ X X
ary trends, international balance of payments,
and related problems.

7. Resolves and/or makes recommendations_ ... __. X XXX X
pertaining to technical matters and recommends
theater army policies, governing travel, pay,
disbursement, collections, and fund accounting
as pertains to this command.

k. Furnishes financial data and advice and_...._. X| X
assists in preparing estimates, recommendations,
plans, and reports relating to finance matters
to the TASCOM finance office.
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I. Performs technical inspections of finance
units to insure compliance with guidance and
uniform services throughout the command.

m. Recommends action to be taken on requests
to keep or increase cash on hand, or to appoint
deputies to finance officers, and establishment of
imprest funds.

n. Develops and reviews contingency, evacu-
ation, and destruction plana.

o. Develops and reviews Military Payment
Certificate convergion plans,

p. Monitors savings programs _____________

q. Evaluates and performs liaison with bank-
ing facilities.

r. Administers the quality assurance program
for finance service, analyzes error data, and
recommends measures to improve accuracy.

8. Monitors and recommends procedures and
practices for Military Payment Certificate con-
trol and administration, foreign currency pur-
chases, transmission of personal funds to
CONUS, blackmarket and counterfeiting opera-
tions.

t. Advises the commander on utilization and
employment of the FDSCs within the command.

TASCOM
ASCOM

FASCOM

Support Brigades

Division

»d

- -

>

P
e

>
>

M M M
MMM MM
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CHAPTER 7
FINANCE DIRECT SUPPORT

20. General

Finance direct support is provided to non-
divisional personnel in the theater army by
FDSCs (TOE 14-17G). These companies pro-
vide service on an area/population basis, each
company being capable of providing finance
service to approximately 15,000 nondivisional
personnel. The TOE shows the strength and
equipment levels of this company. FDSCs are
assigned to the Area Support Groups under
ASCOM and attached to the Personnel and Ad-
ministration Battalion of the Army and Corps
Support Brigades in FASCOM.

a. Mission and Functions. The FDSC pro-
vides direct finance service on an area basis to
all nondivisional elements and other personnel
within an assigned area, Irrespective of their
physical location, whether within TASCOM,
FASCOM, or COSCOM, the concept of opera-
tions of these companies remains essentially
the same, The finance service includes—

{1) Preparing prescribed reports.

{2) Paying personnel,

(3) Maintaining Financial Data Records
Folders (FDRFs) for military per-
sonnel,

(4) Receiving input for the Centralized
Automated Military Pay System from
individuals, units, personnel service
companies, and the servicing computer
center; insuring the validity of input;
preparing machineable input as re-
quired; and submitting this input to
the Finance Center, U.S. Army
(FCUSA).

{(5) Computing and disburging pay and
allowances for US and local civilian
and prisoner of war personnel.

(6) Processing and paying travel allow-

22

ances to US personnel and foreign
nationals as authorized by regulations.

(7) Processing and paying commercial ac-
counts when authorized.

(8) Establishing, controlling, and funding
of Forward Service Teams and Class
B Agent Officers when necessary,

(9) Providing foreign currency to author-
ized personnel in exchange for US
dollars and/or Military Payment Cer-
tificates when required.

(10) Funding imprest fund cashiers.

(11) Providing financial support to de-
pendents under emergency conditions
as prescribed by regulation.

{(12) Providing technical assistance to serv-
iced units. The finance services pro-
vided by the FDSC generally are lim-
ited to the disbursement and receipt
of public funds, and maintenance of
local accounts. In order to keep work
performed by these companies to a
minimum, the related fiscal accounting
is largely performed by the CFAQ in
the Personnel Command of TASCOM.

b. Organization. FDSCs are organized for
finance service to identify the functional re-
sponsibilities of each segment of the organiza-
tion, provide a system of internal control and
maintain separation of the basic functions. The
organization chart (fig. 5) provides for the
separation of the basic functions of voucher
preparation, entitlement determination, pay-
ment and collection, and accounting. Should the
volume of transactions within a given FDSC be
insufficient to warrant separate sections within
the branches, minor deviations may be made
which do not affect the major organizational
structure.
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e. Command Relationships.
(1) With higher headquarters.

{a) ASCOM. The FDSCs are under the
operaticnal control of the Area Sup-
port Groups. Staff supervision is
exercised through the comptroller
when one is authorized in the group.
If a comptroller is not authorized,
the Director of Personnel exercises
staff supervision. Technical control
is exercised by the ACS/Comptrol-
ler, Area Support Command.

(b) FASCOM. The FDSCs are under
the operational control of the Army
and Corps Support Brigades. They
are attached to the Personnel and
Administration Battalion which is
a carrier unit only. Technical con-
trol and staff supervision is exer-
cised by the ACS/Comptroller,
Army and Corps Support Brigades,

(2) With supported units. Normal staff
relations.

21. Operational Concepts

a. The company is employed to provide
finance service to nondivisional elements of a
field army, corps, special task force or com-
munications zone within a specific geographic
area or installation. Under certain conditions,
a gtrict delineation of an area will not be feas-
ible due to the nature of the terrain, existing
road networks, and local tactical conditions. A
continuous review and analysis must be made
by the appropriate Finance Division, ACS/
Comptroller, to determine the most appropri-
ately located company to meet a unit’s finance
requirements. . The allocation of a FDSC is
based primarily on the principle that the FDSC
is located in close proximity to the personnel
serviced and may be directed by the major
command (ASCOM or FASCOM) to which the
company is assigned to move with a special task
force. The command may also direct the FDSC
Commander to detach Forward Service Teams
to augment division finance sections when sup-
port troops are attached to divisions.

b. FASCOM FDSCs normally will be at-
tached to a Personnel and Administration Bat-

24

talion for administrative, transportation, and
logistical support. These supporting elements
will not be involved with the technical opera-
ticns of the FDSCs. In the event that a Per-
sonnel and Administration Battalion cannot
provide satisfactory support to a FDSC, Head-
quarters FASCOM can attach that FDSC to
another unit that can furnish the required sup-
port.

22. Functions by Elements

@. The Company Headquarters operates un-
der the control of the Company Commander/
Finance Officer, and provides command and
technical supervision of the company and in-
sures adequacy of necessary service and sup-
port. The Administrative Section, under the
control of the Finance Operations Chief, is re-
sponsible for furnishing both command and
technical administrative service to the com-
pany.

b. The Quality Assurance Section will oper-
ate ag a separate and independent entity under
the direct control of the Finance Officer and
will have the following main functional respon-
sibilities:

(1) Performing a comprehensive audit of
FDRFs on-site, to include all FDRFs
being processed in or out.

(2) Verifying the accuracy of military
leave records.

(3) Participating in and/or conducting
any specialized audit programs.

(4) Maintaining liaison with, and assist-
ing the operating divisions in resolv-
ing matters of a technical nature that
pertains to their scope of operation.

(5) Processing monthly personnel rosters
and reviewing FDRFSs in conjunction
with reenlistment bonus payments.
When applicable, preparing inquiries
to verify prior bonuses paid.

¢. The Pay Division operates under the con-
trol of an Assistant Finance Officer. This di-
vision processes pay change data for trans-
mission to the FCUSA. It i3 responsible for the
examination, computation and/or certification
and determination to insure that sufficient evi-
dence of entitlement upon which to approve pay-
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ment of all Military Pay Vouchers not pro-
grammed for automation by FCUSA. The di-
vision is required to prepare vouchers in those
instances in which preparing responsibility has
not been placed on other operating officials by
Department of the Army or other directives.

(1) Payroll Branches. These branches are
responsible for the receipt and proc-

essing of source documents, process-

ing of military pay change data to

FCUSA, preparation of other pay

items for military personnel, and com-

putaticn of pay due U.S. civilians,
local hire and prisoner of war per-
sonnel. The two Payroll Branches each
consist of three Pay Sections, which
maintain FDRFs and are responsible
for receipt and distribution of al] doc-
uments pertaining to the Pay Division.
(2) Services Branch.

(a) This branch is respongible for travel,
commercial accounts, and those ac-
tions which are not a part of normal
monthly payroll activities.

(b) Specific responsibilities are—

1. Computing and processing claims
for travel pay performed in accord-
ance with competent orders by such
persons as authorized by regula-
tions.

2. Preparing, auditing and processing
vouchers for payment of supplies
and nonpersonal services provided,
as required.

3. Reviewing substantiating docu-
ments to insure correctness of initial
payments. '

4. Performing all processing for in/
out/ separation functions. Process-
ing allotment transmittals and in-
quiries,

5. Preparing and maintaining proce-
dures on allotment transmittals.

6. Maintaining a central locator file
when required.

7. Maintaining and processing sus-
pense on pay and allowance in-
quiries, notices of levy, and pay
adjustment authorizations.

AGO B965A

8. Preparing, computing, and process-
ing easual payment vouchers.

9. Preparing and processing cash de-
posits and withdrawals of savings
deposits.

d. The Disbursing Division operates under
the control of a Deputy Finance Officer and is
responsible for making payments on properly
prepared and certified vouchers. It receives and
has custody over all cash and money decuments
for which the Finance Officer is accountable;
determines needs for cash, issues and accounts
for U.S. Treasury and other checks; maintains
the records of accounts and prepares necessary
reports. Specific responsibilities are—

(1) Making all cash payments on properly
certified vouchers received from Pay
Division and receiving and receipting
for all collections presented.

(2) Issuing and accounting for U.S. Treas-
ury and other checks.

e. Forward Service Teams (FST) may be
organized under a mobile team concept, de-
signed to provide on-site financial service to
organizational elements located at varying dis-
tances from the FDSC. These teams are formed
from assigned personnel, vary in number, and
tailored for specific missions as required.
FS8T's will function at a specific centralized site
or a8 a mobile team. The senior enlisted mem-
ber will act as NCOIC in the absence of an
officer. Among the services which may be pro-
vided are—

(1) Delivering payrolls and funds to Class
A Agents at a centralized area loca-
tion.

(2) Performing currency conversion.

(3) Receipting for Class A Agent payrolls.

(4) Preparing and paying the following
type vouchers:

(a) Regular monthly payments to indi-
viduals not under the Centralized
Automated Military Pay System.

(b) Partial payments.
(¢) Emergency repayment of savings
deposits.

(d) Payment of travel vouchers.

(5) Accepting cash savings deposits as
collectiona.
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(6) Delivering finance documents from  peointed to serve at a specific location to receive

centralized area or computer center. and disburse public funds as agents of the

f- Class B Agent Officers will be utilized Finance Officer. Operations and functions of

when communications and/or distance preclude Class B Apgent Officers are defined in AR
use of FST's. Class B Agent Officers will be ap-  37-103.
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CHAPTER 8
FINANCE GENERAL SUPPORT

23. General

Each TASCOM is authorized one FGSA
(TOE 14-4G) to perform the combined duties
of an operating agency and an installation ac-
counting element for the Army in the theater.

a. Mission and Functions, The FGSA serves
as a carrier unit for the CFAQ and provides
normal unit-type support and administration
to the CFAO. The CFAOQ provides the finance
genera] support service for the theater army
and its supporting elements. In providing that
service, the CFAQ performs the following
functions:

(1) Designs, installs, and maintains ac-
counting records and procedures cov-
ering the—

(a) Control of obligations, costs, and
revenues.

(D) Use and status of appropriations
and funds.

{(¢) Disbursement, collection, and de-
posit of government funds.

{(d) Civilian pay.

{e) Accounts receivable and other as-
sets.

(f) Accounts payable and other liabili-
ties.

(2) Disburses, collects, and deposit funds.

(3) Examines source data and prepares
bills, financial reports, and statements
pertaining to the use of cash and the
status of funds.

(4) Furnishes reliable financial data re-
quired for Army management and
budget administration.

(5) Advises the ACS/Comptroller, Per-
gonnel Command on financial matters
and, within that area, coordinates
such matters with other commands.
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b. Organization. The FGSA and its operat-
ing element, the CFAO, is organized along
functional lines to provide major subelements
for fiscal accounting and finance services. Each
subelement or division is in turn subdivided
along functional lines into branches (fig. 6).
These branches could be divided into separate
sections if the volume of activity warrants such
a breakout of duties.

24. Operational Concepts

The FGSA is an independent TOE element
assigned to the Personnel Command and oper-
ating under the staff supervision and opera-
tional control of the ACS/Comptroller, Per-
gsonnel Command. The CFAO is dependent on
the ADP unit of the Personnel Command for
computer support. Distribution of fund infor-
mation is received from the ACS/Comptroller,
TASCOM. Source data is received from the
various direct support finance elements in the’
theater army and the mission commands.
Maximum use will be made of computer to
computer links to transmit summary and
source data to the CFAO. The CFAQ furnishes
mission commands and finance elements with
advice, status statements, or copies of reports,
on an “as required” basis. Automated reports
reflecting statements of facts normally will be
forwarded directly to appropriate elements in
CONUS. Preparation of current data reflected
on the Army budget and administration of the
budget controls require close coordination with
ACS/Comptrollers at all levels of command
and such coordination normally will not follow
command channels.

25. Functions by Element

a. The agency headquarters operates under
the control of an agency commander. His mis-
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gion is to provide unit administration, mess,
and supply to the CFAOQ.

b. The CFAQ is supervised by the Finance
and Accounting Officer who directs and coordi-
nates the disbursing and fiscal accounting
functions assigned to that office.

¢. The Quality Assurance Section operates
as a separate and independent entity under the
direct control of the Finance and Accounting
Officer for the purpose of assuring, by using
the principles of random sampling, that the
quality of work received, processed and report-
ed meets prescribed standards and objectives.

d. The Accounts Division is assigned re-
gponsibility for analyzing, recording, reconcil-
ing, and reporting all fiscal accounting
transactions occurring within and for the
theater army. The scope of that function will
vary ag the increase in intensity of conflict
necessitates a lesgsening of reporting require-
ments and a conversion from general and spe-
cial allotments to a general allotment.

(1) The Control Branch is responsible for
establishing and maintaining control
of data received in the Accounts Di-
vision from the computer complex
(ADPU) of the Personnel Command,
of fiscal documents received from
other U.S. Government and nongov-
ernment elements, and of material
furnished, to the ADPU, that requires
a reply from that complex. When
necessary this branch will coordinate
actions of the Accounts Division with
the computer complex and will re-
solve discrepancies that may occur.
This branch will also maintain ad-
ministrative files for the Accounts
Division.

(2) The Allotment Branch is responsible
for analyzing and coding transactions
that are not recorded directly by the
ADPU to the general allotment or to
the peacetime various allotment and
subsidiary ledgers (includes correc-
tion of errors reported by the ADPU
and hard copy received from finance
elements and vendors). This branch
also receives and reviews disbursing
officer’'s accounts and recommends
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procedures to improve control over
these accounts.

(3) The Analysis and Reconciliation
Branch is responsible for analyzing
and reconciling reports and support-
ing documents. This branch is also
responsible for maintaining reference
files of transaction documents (hard
copy or machine listings) and other
funding papers.

(4) The Financial Inventory Accounting
Branch is responsible for analyzing
and coding stock fund accounting
transactions (includes correction of
errors reported by the ADPU and
hard copy forwarded by procurement
centers and vendors). Documents re-
flecting transactions resulting from
agreements with friendly nations nor-
mally are forwarded to CONUS.

{(5) The Data Conversion Branch is re-
sponsible for converting data from
source documents (error listings or
hard copy) to computer input.

¢. The Service Division is divided into two
branches which allow for the preparation and
payment of wvouchers for government-owed
debts and for the coilection and application of
funds to appropriate revenue accounts or ac-
counts receivable,

{1) The Examination Branch is responsi-
ble for the preparation and/or
examination of documents involving
payments to military personnel, civil-
ian employees, commercial firms, indi-
vidual contractors, and interservice
transactions. This branch also pre-
pares documents to effect collections
and stoppages when required.

(2) The Disbursing and Funding Branch
is responsible for making cash and
check payments and collections for
the CFAQ. The branch is also re-
gpongible for fulfilling funding re-
quirements for the theater army and
the officer in charge serves as the
theater cash control officer.

(3) The Funding Teams are flexible as to
their number and the composgition of
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their personnel staffing so as to per-
mit the most efficient utilization of
manpower, These teams are intended
to operate on a distribution-point
funding system, each serving several

FDSCs and/or division finance offi-
ces, i.e., a team goes to a central loca-
tion and is met by the various finance
officers to accomplish the funding
operations,
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AR 1-50
AR 1-65
AR 1-251
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DA Pam 1-50
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APPENDIX B

PHASED EVOLUTION OF ADP

1. Purpose and Scope

The purpose of this appendix is to describe
the transition from present day systems to the
ultimate introduction of Combat Service Sup-
port System (CS,) into the organizational
framework of TASTA-70. The transition will
be evolutionary in nature and will be discussed
in three phases; the present system, an inter-
mediate point of December 1968, and the ulti-
mate introduction of CS, into the framework
of TASTA-70. The scope of operations by
comptroller staffs is a direct function of the
organization it supports. In short, if one of the
mission commands, TASCOM, operates under
a manual system, then the patterns of the
TASCOM staff mugst adapt to that environment.
Finance direct and general support are charac-
terized as predominantly operational and the
proposed systems for TASTA-70 represent a
departure from present day practices.

2. Currently Available Methods

a. Accounting System.

(1) General. The appropriation account-
ing system of the army is a double
entry system that employs the general
ledger as control over the fiscal trans-
actions. It integrates programming,
budgeting, accounting, manpower,
and supply mangement into a fully
reconciled system of accounts and re-
ports. The costs of resources con-
gumed are recorded in accounts of an
integrated account structure which
identifies operating programs, activi-
ties, subactivities, and organizational
responsibilities. This structure is
reflected in AR 37-100 and AR 37-
100-series.
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(2) Organization eand equipment. The ac-

counting system organization in over-
sea theaters is oriented to post, camp,
and station operations.

(a) Special operating agencies Iissue

programs and suballocations to
general operating agencies and
major subordinate commands. They
are not involved in detailed account-
ing and are bypassed in the report-
ing chain, relying on information
copies of reports for financial man-
agement purposes.

- (b) General operating agencies issue

allotments to installations and re-
concile and consolidate installation
reports. Punched card machine
(PCM) equipment 1is generally
utilized in this operation.

(¢) Installations support tactical forces

with accounting services. Increased
utilization is made of PCM and
small scale computer processes.

(8) Means of processing data.
(a) Installations. ADP procedures pre-

gcribed by DA include billing and
collection for sales of stock fund
materiel (AR 37-12); processing
transactions for and by others (AR
37-108 and 37-151) ; and preparing
budget reports (AR 87-15) which
must be adapted to the machine
procedures of each installation.

1. Input. Consists of necessary hard
copy documents to provide the ac-
counting data. The hard copy
documents are processed to the
PCM facility.

- 2. Internal Operations. Processing of

input involves blocking for control,
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(b)

journalizing, matching to files, ad-
justments, posting to detailed ac-
counts and ledgers and general
ledgers.

. Output. Consists of the reports re-

quired by appropriate regulations.
Operating Agencies. Normally em-
ploy PCM. Volumes are not suffi-
cient to justify computers for this
purpose alone.

.Input. Consists of funding type

hard copy documents and required
financial reports from installations.

. Internal Operations. The bulk of

activity consists of reconciling in-
stallation submissions, consolidat-
ing data into required reports and
reconciling current and cummula-
tive fiscal year data to assure ac-
curacy and completeness.

. Output. Consists of punched cards

and reports listings of required
financial reports,

b. Military Pay System.

(1) Organization and equipment.

(a)

(b)

(c)
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Post, camps, and stations. Military
pay service is provided by a garri-
son/installation finance and ac-
counting office, These are TD
organizations which utilize a mix
of manual, PCM, and small scale
computer methods for preparation,
computation and payment of mili-
tary pay vouchers,

Divisions. Military pay service is
provided to divisional troops by the
divigion finance section which is a
part of the administration com-
pany of the division. It is a non-
integrated office (no accounting
function) and utilizes PCM proc-
esses to provide military pay sup-
port.

Nondivisional organization. Num-
bered TOE finance disbursing sec-
tions provide military pay service
to nondivisional troops. It is a
nonintegrated office and generally
utilizes manual procedures for mili-
tary pay support.

(d) Servicing Army Accounts Office.

The Army Accounts Office is a TD
organization which provides ac-
counting support for nonintegrated
finance offices and which may or
may not be a part of the general
operating agency. PCM processes
are utilized in this function.

(¢) Finance Center, US. Army. Serves

as the final repository for military
pay jackets. Military pay accounts
are audited, FICA and federal tax
information is reported to appro-
priate government agencies, certain
appropriation data is consodidated
and allotments program is admin-
istered.

(2) Means of processing deta.
(a) Divisions.
1. Input. Documents and actions affect-

ing military pay include special
orders, information from the mem-
ber, morning reports, advice from
the Finance Center, statements of
duty, rosters, and court martial
orders.

. Internal Operations. The master

military pay punched card file which
makes up the individuals pay vouch-
er is updated to reflect pay change
data on a periodic basis.

8. Qutput.

(a) Stock control listings are com-
pared against block transmit-
tals and registers to maintain
payroll dollar control.

(b) Pay code summary listings are
prepared for use in the prep-
aration of payroll summary
and certification sheets,

(¢) Military Pay Voucher (DA
Form 2349) is machine pre-
pared from the master military
pay punched card file and
copies are distributed to Fi-
nance Center, U.S. Army, the
member, and the financial data
records folder.

(d) A currency listing.
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(b)

(e) W-2 Forms,

(f) Punched card of FICA infor-
mation each month to the Fi-
nance Center, U.S. Army.

Nondivisional, nonintegrated fi-

nance offices. Procedures are similar

to (a) above, except that most pro-
cedures are manual.

(¢) Serving Army Accounts Offices.

1.

2.

. Outpul.

Input. Consists of payroll summary
and certification and other money
account papers from nonintegrated
finance offices within their jurisdic-
tion.

Internal Operations. With PCM,
converts and summarizes pay code
data and expedites accounting in-
formation.

Consists of consolidated
expenditures accounting reports
and punched cards and is trans-
mitted to the Finance and Accounts
Office, U.S. Army.

(d) Finance Center, U.S. Army.

1.

Input.

(a) Payroll summary and certifi-
cation sheets representing all
military pay vouchers (both
manual and mechanized with
punched cards).

(b) Approximately 25,000 military
pay records during each B6-
month period.

. Internal operations,

(a) Convert allotment and FICA
information to punched cards

from all manually prepared
payrolls.
(b) Update the military pay

master file (magnetic tape)
with punched card input from
mechanized and manual pay-
rolls.

(¢) Prepare certain budget and
statistical summary reports.

. Output.

(a) FICA information to the social
security administration.

(b) Budget and statistical reports
in support of the military pay
accounts appropriations.

3. Improved Methods Planned for
Implementation by December 1968

a. Accounting System.

(1)

(2)

General. The Army accounting system
will continue as a total integrated sys-
tem based on appropriation and fund
accounting and proposed changes will
take place within the existent account-
ing framework. However, increased
emphasis will be placed on identifica-
tion of total cost to an operating
functional entity. This will be ac-
complished by intensifying the cost
accounting effort, increased use of
working capital concepts for whole-
sale service activities, purifying
appropriations so that all pertinent
expenses are identified to the operat-
ing appropriations, and revision of the
army managenient structure (AR 37-
100-series) to make information avail-
able to operating managers and pro-
gramming and budgeting. Imple-
mentation will not be dependent on
changes in organization and equip-
ment.

Organization and equipment. The ac-
counting system organization will
remain oriented to garrison support
type operations. The evolutionary
extension and intensification of the
accounting system will require in-
creased emphasis on accounting sup-
port to tactical forces. Installations
will continually change their PCM
and ADP configurations and applica-
tions in response to equipment avail-
ability. Configurations and systems
will continue to be diverse, ranging
from manual procedures to small
scaie computer support. Some stand-
ardization will occur as a result of
CONARC Class 1 Installation Auto-
mated Systems (COCOAS) and the
installation of the UNIVAC 1005

AGO 6969A





card processers at selected instal-
lations.

(8) Means of processing data. The instal-

lation level will experience certain
changes in methods of processing
data. Other organizational levels may
find it necessary to react to changes
at the installation level but the im-
pact will be minimal.

{a) Input. Extensive use of small com-

puters for processing military pay,
personnel accounting and logisitical
operations will also create input
for the accounting function. This
change is not defined in any one sys-
tem and is dependent upon the
degree to which ADP procedures
are used in other existing systems.

{b) Internal operations. Processing of

input will become increasingly
standardized as a result of projects
such as COCOAS but will remain
dependent on the equipment con-
figurations in each installation. Re-
quirements for manual posting to
general ledger accounts and pre-
paration of trial balances will cease
to exist when fiscal accounting is
automated.

{¢) Output. Requirements will continue

to be defined by DA guidance.
Reports will be submitted in
machine format within equipment
limitations.

b. Military Pay System.

(1)

AGO 6969A

General. The military pay system will
undergo significant changes by Decem-
ber 1968. The direct support finance
organization will be changed to reflect
the Modified Military Pay Voucher
System (MMPVS). TOE 14-17G will
be developed to furnish finance serv-
ice to nondivisional troops. Central-
ized Automated Military Pay System
{CAMPS) will be expanding to army-
wide status. Source data automation
projects such as the Personnel
Machine Accounting-Card Processer
System (PERMACAPS) and CS,, are

designed to produce much of the input
necessary to operate CAMPS.

(2) Organization and equipment.
(a) The Finance Direct Support Com-

pany (TOE 14-17G) is designed to
include the personnel for the
MMPVS. It is staffed and equipped
to operate under CS,/CAMPS pro-
cedures, The unit is designed to
support 15,000 perzsonnel on an
area/population basis.

{b) Division finance sections and

Finance Direct Support Companies
will either be supported by card or
tape oriented computers. The
Finance Direct Support Companies
will be equipped with automatic
typewriters which have the cap-
ability of simultaneous generation
of hard copy and paper tape input.

(8) Means of processing datd.
(a) Dwision and nondivisional support.

1. Input. Most units will be provided
with some type of computer sup-
port. PERMACAPS features the
capture of source data machine
format from the orders cutting
process, The CS; test at Fort Hood,
Tex. will be operational. This
envisions conversion of the military
personnel record into magnetic tape
for maintenance. and use. Source
data for the pay system can be
generated from the update process,
Inputs which cannot be generated
from the various source data auto-
mation projects will be received as
hard copy and then converted.

2, Internal operations. Consists of
consolidating change data, creat-
ing certain additional change data
based on hard copy input, verifying
accuracy of input and preparing
transmittal.

8. Output. Pay change data is sent to

the Finance Center for update of
master pay records and computa-
tion of vouchers. Norm pay money
lists are prepared and paid. Money
account papers are sent to the Cen-
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tral Finance and Accounts Office
(CFAQ) for accounting.

(b) Finance Center, U.S. Army.

1. Input. Individual pay change data
will be received from all local
finance offices. Copies of all original
vouchers will be received as in the
current system.

2. Internal operations. Pay change
data will update the master pay
record. Vouchers are computed and
net pay checks prepared from the
master record. Accounting and
gtatistical budgetary reports are
processed.

3. Ouput. Military pay vouchers and
net pay checks are distributed to
service members., Budgetary and
accounting information is provided
to DA.

¢. Alternate Means for Insuring Continuity

of Operations. Continuity of operations is a

equipment for the preparation of
some input and certain payrolls. If
ADP services are interrupted,
alternate ADP facilities may be
utilized. Manual processing and
preparation is possible but un-
desirable.

(b) Accounting system. By December

1968, it will be difficult if not im-
possible to process accounting data
entirely by manual methods. Once
an application is automated, it is
impractical to retain the manual
backup necessary to revert back to
manual procedures. As long as
input is prepared on a daily basis,
the priorities of actual processing
are such that either alternate equip-
ment should be used or else actual
processing should be postponed
until the processing time is avail-
able,

matter of judgment and decisions based on con- 4, Evolution to Ultimate TASTA-70 System
ditions and priorities. No hard and fast rules

can be established in this study as to the cor-
rect course of action. There are certain alterna-

a. Accounting System.

(1) Organization gnd equipment. The or-
ganization for accounting up to

tives from which the operators can determine
the best course of actiom.
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(1) Input. It is difficult to envision com-

plete disruption of input preparation
devices under any condition. When
temporary breakdown occurs, every
effort should be made to prepare
input on alternate equipment. Pre-
paration of input should continue on
a daily basis. When alternate equip-
ment is not available manual hard
copy input can be utilized. Input data
will be transmitted electrically, mailed
or carried by messenger, in that order
of preference,

(2) Internal operations.
{a) Military pay. Within the pay sys-

tem, input can be processed, con-
trolled, and handled manually.
Manuoal processing will not be
eliminated at the local level since
input must be verified. At the local
level, the finance office will be de-
pendent upon data processing

December 1968 is oriented to garrison
type operations. All Finance and Ac-
counting Offices are TD elements or
contain cells of TOE 14-500E. These
offices are generally in support of an
installation. TASTA-70 prescribes
that all accounting support for the
theater army will be accomplished by
one organization, the CFAQ, It is the
operating element of the Finance Gen-
eral Support Agency (TOE 14-4(G).
The Finance General Support Agency
is dependent on the Personnel Com-
mand for computer support.

(2) Methodology  for  conversion to

TASTA-70.

(a) Phase I. As TASCOM is being or-

ganized, the CFAQ will assume the
role of a TD element which func-
tions as the sole operating agency
for the theater army. The role is
one of consolidation, reconciliation,
recording data, and forwarding

AGO 698pA





(b)

reports from feeder financial re-
ports prepared at the installation
level. Initially the CFAQ can func-
tion without computer support and
without the Personnel Command.

Phase II. The mission commands

and the corresponding computer -

network must become operational
at this point. The accounting pro-
grams and computers must be re-
ceived from CONUS.

{¢) Phase III. It would be desirable to
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start the automated accounting sys-
tem at the beginning of a fiscal
yvear. Some of the requirements for
transfer of accounting functions
from installations to one central
location are—

. Conversion to a budget and man-
agement structure oriented to the -

theater army organizational struc-
ture.

. Complete the accounting cycle at

installation level accounting offices

to include—

{a) Balance ledgers and accounts.

(b} Close out all accounts,

{c) Convert obligation cost expense
and revenue balances to the
new management structure,

(d) Prepare status reports and
supporting documents and
reports.

(e) Close out disbursing accounts
at installation type finance and
accounting offices.

. Insert acccounting data on Person-

nel Command computer and issue
initial balance,

. Route source data for the account-

ing system to the CFAQO from all
theater army elements as in the
accounting study.

. Eliminate duplicate report and

function requirements resulting
from centralization of the account-
ing system at the operating agency
level,

{(5) Alternate means of processing data,

(a) Input. Complete disruption of all
input preparation devices is virtu-
ally impossible. When localized
breakdown occurs, every effort
should be made to process input
data on alternate equipment on a
daily basis.

(b) Internal operations. As long as
input is prepared on a daily basis,
the priorities of actual processing
are such that either alternate equip-
ment should be utilized or proc-
essing should be postponed until the
processing time is available. The
CFAO is not organized or staffed
to process fiscal documents without
the use of a computer.

b. Military Pay.

(1) General. The CAMPS will be an army-
wide system. It will encompass all the
guidelines established by DOD in the
Joint Uniform Military Pay System
(JUMPS). The CS; will have pro-
gressed to its ultimate design.

(2) Organization and equipment. The
division finance sections will have
similar equipment to that authorized
for the Finance Direct Support Com-
panies (TOE 14-17G).

(3) Means of processing data.
(a) Division and nondivisional support.

1. Input. The personnel records keep-
ing system will generate all
CAMPS input which originates as
a result of the personnel and ad-
ministrative update cycle of CS..
Other source data will be prepared
on automatic typewriters with
paper tape output for utilization by
the local finance office.

2. Internal operations. Consists of con-
solidating change data, converting
paper tape output for utilization by
input, verifying accuracy of input
as required and transmitting pay
change data to the Finance Center.

3. Output. Unchanged from paragraph
3b(8) (a)8 this appendix.
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(b} Finance Center, U.S. Army. All op-
erations will be accomplished as
prescribed by JUMPS and CAMPS.

By Order of the Secretary of the Army:

Official :

KENNETH G. WICKHAM,
Muajor General, United Stutes Army,
The Adjutant General,

Distribution:

(4) Alternate means of processing dota.
Those guidelines described in a(5)
above apply.

HAROLD K. JOHNSON,
General, United States Army,
Chief of Staff.

To be distributed in accordance with DA Form 12-11 requirements for Finance Service in The Field Army.
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SECTION |
INTRODUCTION

|. Purpose and Scope

a. This manual provides guidance to officers
designated by commanders to make specific pay-
ments for, and in the name of, finance officers. The
manual is based on policies and procedures de-
scribed in regulations referred to in appendix I.
Adherence to the doetrine herein will assist class A
agent officers in the performance of their duties
and will provide a measure of assurance that funds
entrusted to agents are adequately protected and
that agents’ duties are performed in an efficient
manner.

b. Users of this manual are encouraged to sub-
mit recommended changes or comments to im-
prove the manual. Comments should be keyed to
the specific page, paragraph, and line of the text in
which the change is recommended. Reasons
should be provided for each comment to insure
understanding and complete evaluation. Com-
ments should be forwarded direct to President,
Finance Corps Board, U.S. Army, Washington,
D.C. 20315.
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2. Definitions

a. Class A Agent Officers. Class A agent
officers are commissioned officers or warrant
officers who are appointed to act as agents for ac-
countable disbursing officers (finance officers) for
the purpose of making such payments as are speci-
fied in the appointment orders. As a matter of
internal control, personnel officers will not be ap-
pointed class A agent officers except under unusual
circumstances such as maneuvers or under combat
conditions.

b. Payroll Signature. A payroll signature is
normally the payee’s name written by himself, as
shown on the payment voucher. It includes first
name, middle initial, last name, and any suffix.
(Exceptions are described in par. 6b(1).)

¢. Finance Officer. As used in this manual, the
term ‘““finance officers” includes finance and ac-
counting officers, accountable disbursing officers,
and class B agent officers.





SECTION i
GENERAL PROCEDURES

3. Utilization of Class A Agents

Ordinarily, class A agents are used to make pay-
ments to troops, to exchange foreign currency for
military payment certificates or U.S. currency, to
make payments for purchases and rentals for units
away from their home installations, and to pay
court witness fees. Commanders will insure that
other duties assigned the class A agent officer do
not complicate or delay performance of the agent’s
functions.

4. Appointment Orders

Orders appointing class A agents will be issued
by local commanders or higher authority and will
specify the payments to be made (app. II). If
desired, class A agent officers may be appointed
for an indefinite period of time and continue on
such duty until relieved by the appointing
authority. The agent should have a copy of the
appointment orders in his possession when report-
ing to the finance officer for entrustment of funds.

5. Safeguarding of Funds

a. The safeguarding of entrusted cash and paid
vouchers is a personal responsibility of the class A
agent and will be adequately provided for at all
times. On request of the class A agent, the unit
commander will provide adequate armed guards.
The number of armed guards required must be
based upon the amount to be protected, the dis-
tance and terrain to be covered, location of pay-
ment point, and the type of transportation to be
used. Funds retained overnight should be secured
in an adequate safe. File cabinets equipped with
three-way dial combination locks and steel lock
bars and field safes are not considered adequate
protection. In the event funds are secured in a
field safe or file cabinet, an armed guard must be
posted until the funds are removed. Field safes
offer poor protection, particularly if not securely
attached to an immovable object such as a radiator
waterpipe of large diameter or eyebolt specifically
provided to secure the field safe. An armed guard
posted to safeguard funds should be thoroughly
instructed concerning his responsibilities. Further,
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provisions should be made for frequent checks of
the secured area.  In the event these precautions
cannot be taken, unexpended funds and paid
vouchers will be sealed in a suitably marked
envelope or container and returned to the finance

officer for safekeeping. A hand receipt for the

envelope or container will be furnished to the agent
by the finance officer (app. III). The hand receipt
will be surrendered by the agent upon recovery of
the envelope or container.

b. Class A agent officers are directly responsible
by regulation to the finance officer from whom the
funds were obtaired. The United States may
legally and at its option look to either the finance
officer or the class A agent officer for recovery of
any improperly disbursed public funds.

(1) Class A agent officers—

(@) May not insure entrusted funds.

(b) May not use entrusted funds for any
purpose other than specifically stated
in the appointing orders.

(¢) Will not gamble while responsible for
entrusted funds. A commanding
officer discovering a class A agent
officer engaged in any game of hazard
while responsible for funds will, when
deemed appropriate, suspend immedi-
ately the functions of the class A agent
officer, require him to return all funds
in his keeping, report the matter to the
officer exercising general court-martial
jurisdiction over the command and to
the Commanding General, Finance
Center, U.S. Army, ATTN: Chief,
Field Service Division, Fort Benjamin
Harrison, Ind., and cause the matter
to be investigated at once with a view
toward appropriate disciplinary action,
including trial by court-martial, against
the class A agent officer.

(d) Will not loan, use, convert to their own
use, deposit in any bank, or exchange
for other funds (except as specifically
instructed by the finance officer) any
portion of the entrusted funds.
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(¢) Will not, under any circumstances,
commingle entrusted funds with per-
sonal funds or attempt to balance their
cash by adding or by withdrawing
amounts from their entrustment.

() Who embezzle, steal, or knowingly
convert to their own use or the use of
another or who improperly dispose of
any voucher or money are subject to
criminal prosecution.

(9) Who pay a sum less than stated and
require the payee to receipt for an
amount greater than paid may be sub-
jected to a charge of embezzlement.

(h) Who receive monies which they are
not authorized to retain as pay or
other emolument and who fail to
render their accounts as provided by
law may be guilty of embezzlement.

(2) Officers and warrant officers found guilty
of violation of punitive provisions may be
fined not more than $10,000 or a sum
equal to the amount embezzled, or im-
prisoned for not more than 10 years, or
both. Lesser violations will subject in-
dividual to trial by a competent court.

(83) Class A agent officers may not entrust
funds or paid vouchers to any other
person for any purpose and must person-
ally make the return of funds or paid
vouchers to the finance officer unless
otherwise instructed by this officer (for
example, return to a class B agent finance
officer, to a courier, or by registered mail
may be directed).

6. |dentification and Signatures of Payees or
Vendors

a. Identification. Class A agent officers are
responsible for establishing positive identification
of each payee prior to making payment. In the

event the payee is not personally known by the

class A agent officer, DD Form 2A (Armed Forces
of the United States Identification Cards), will be
utilized for establishing identification. The ap-
pearance and signature of the payee must corre-
spond to the photograph and signature on the
identification card.

b. Signatures. Class A agent officers are re-
sponsible for obtaining the proper payroll signa-
tures of military payees. On cash payment to a
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vendor, signature of the vendor is obtained as
indicated in (2) below.

(1) Vouchers paid by agents are prepared
from official personnel or finance records.
The name imprinted on the voucher
should correspond exactly to the indi-
vidual’s name as shown on his Armed
Forces of the United States identification
card. Agents will not change vouchers to
agree with the identification card but
will notify the finance officer of any
difference to permit correction of the
voucher and other official records prior to
payment. Signatures must be obtained
in the presence of the agent and written
by the payee, in black or blue-black
permanent ink. In the event the payee’s
signature is not the same as the name
shown on the voucher, the incorrect
signature will be lined out and the payee
will be required to affix his signature to
agree with the name shown on the
voucher prior to payment. If the payee
is unable to sign his name because of a
physical disability and authorizes his
name to be signed by another individual
in his presence, the signature will be re-
garded as a signing by the payee. The
signing of the payee’s name by his repre-
sentative, however, must be certified to
by two witnesses. The certificate will be
attached (app. IV). Individuals unable
to write will indicate receipt of payment
by signing with a mark (X). The in-
dividual’s mark (X) must be witnessed
by a disinterested party, preferably by a
commissioned officer. The signature and
address of the witnessing officer will be
placed adjacent to the individual’s mark
(X).

(2) Receipt for payment to commercial
vendors will be signed by a duly author-
ized officer or agent of the company. The
receipt will be signed with the company
name, followed by the autograph signa-
ture of the officer or agent with his title.
In addition to insuring positive identifica-
tion of the company representative, the
agent officer must assure himself that the
representative is authorized by the com-
pany to receive payment. Detailed in-
formation on this subject is provided in
paragraph 6-41¢, AR 37-103.





7. Returns

a. Every effort will be made by class A agent
officers to return funds and paid vouchers within
24 hours after completion of the specified pay-
ment. If at all possible, payment should be
completed and paid vouchers and funds returned
to the finance officer on the same day that the
funds are received. The local finance officer usually
specifies the maximum time a payroll may be
retained by a class A agent.

b. Agent officers will make every effort to return
the payroll personally to the finance officer from
whom they received the payroll and cash for pay-
ment. However, if military necessity precludes
return to the finance officer making the entrust-
ment, the agent will, if at all possible, contact him
for instructions on the proper disposition of the

payroll and cash. If it is impossible to return the
payroll and cash or to obtain disposition instrue-
tions, the agent will turn in the payroll and any
remaining cash to the nearest or most conveniently
located Army finance officer at the earliest prac-

ticable date. Concurrently, the agent officer will
use electrical means to advise the finance officer
from whom the advance was received of the
date, amount, disbursing station symbol num-
ber, and name and grade of the officer to whom
the turn-in was made.

8. Other Instructions

Finance officers will, in accordance with para-
graph 15-54, AR 37-103, issue detailed written
instructions to each class A agent. Topics covered
in this instructional letter will include the specific
local requirements which must be met in all cases.
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SECTION 1l
PAY PROCEDURES

9. Preliminary Payday Procedures

@. Arrangement will be made with the unit to be
paid to furnish an adequate armed guard to ac-
company the class A agent officer to the finance
office for entrustment of funds, to be posted during
payment, and to accompany the agent when
making the return to the finance office. When it
is anticipated that payment cannot be completed
in one day and cash and paid vouchers cannot be
adequately secured in a safe or conveniently re-
turned to the finance officer for safekeeping,
arrangements should include provisions for the
posting of armed guards. Agent officers will insure
that live ammunition is provided for the guards
and that appropriate safety measures are stressed
regarding the handling of weapons.

b. Where distance requires the use of transporta-
tion to pick up the funds and payroll, it should be
arranged for in advance. The use of privately
owned vehicles should be avoided. Prior to de-
parture to the finance office or such other place
designated, an inspection of the vehicle for operat-
ing conditions should be made to reduce the
probability of breakdown and delay. Different
routing and time scheduling should be followed on
each trip to and from the finance office.

~¢. A suitable place of payment should be ar-
ranged. If at all possible, a sheltered or inclosed
area should be used. Dayrooms, dining rooms, and
orderly rooms are suitable places for payment. If
possible, pay points where personnel not involved
in payment will be performing other duties or
congregating should be avoided.

d. A schedule for payments should be es-
tablished in order that individuals may be paid
in an orderly manner with a minimum loss of time.
Hospitalized personnel and others who are unable
to be paid with the unit should be paid by the
agent immediately after personnel present for
duty are paid.

e. When collections are to be made or authorized
donations solicited on payday, separate facilities
away from the pay point should be provided in
order to prevent confusion of the pay operation.
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‘star.

Class A agents will under no circumstances engage
in the receipt of collections or donations or the
exchange of foreign currency concurrent with the
payment of payrolls or vouchers,

f. If the envelope system of payment is to be
employed, arrangements should be made for the
unit to be paid to furnish the required number of
envelopes.

10. Receiving Funds for Payment

a. Prior to payday, class A agent officers will be
notified through the daily bulletin or other media
as to the time and place funds will be entrusted.
The agent should report promptly at the des-
ignated place.

b. Upon proper identification as a class A agent
officer the finance officer, deputy, or cashier will
provide funds for payment and the payroll or
voucher(s) to be paid. Prior to departing from the
finance office, the agent must verify (count) the
money entrusted to him. This count is a protective
measure which precludes questions arising at a
later time as to the exact amount of funds en-
trusted. A change list (number and denomination
of bills to make up the total cash) will normally be
shown on the payroll or voucher(s). Verification
of the money received must include a comparison
of the count with the change list.

¢. Currency used by most finance officers is
packed in bundles of 100 pieces. If the currency
has been in use, it is recommended that the bills in
each bundle be counted. If the curreney has not
been in use and still has a Treasury band, a
verification of the serial numbers (001 to 100) is
recommended. Replacement bills in new currency
may appear out of order; however, examination
should disclose the serial number preceded by a
Money bands on currency should not be
destroyed before verification has been made since
they show the activity and the name of the in-
dividual preparing the bundle. The ink bond
between new currency can be brpﬁ'e'ff by grasping a
corner of the bundle and rollinﬁl?a'{{é) bundle for-
ward and backward. {8y
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d. An official receipt must be signed by the
agent prior to his departure from the finance office
(app. V). Upon departure the agent should pro-
ceed directly to the unit or activity to be paid.

I 1. Preparations for Payment

Unless the class A agent is an experienced
cashier or possesses extensive experience in han-
dling cash, it is strongly recommended that the
payroll cash be segregated into individual pay-
ments prior to beginning payment. The finance
officer will have furnished the class A agent the
exact denomination of bills with which to make
payment. In making payment or preparing en-
velopes, the largest denomination possible should
be used to make the amount to be paid (i.e., if the
amount to be paid is $118: use five $20 bills, one
$10 bill, one $5 bill, and three $1 bills). The
breakdown will be made from original vouchers.
Preparing individual payments serves to assure
accurate payment of each individual and, at the
same time, reverifies the count made at the finance

office. The amount due each payee may be placed -

in an individual envelope or paperclipped to the
payee’s copy of the voucher.

12. Payment Procedures

a. Three individuals provide an adequate pay
team (app. VL.)

(1) The class A agent officer to pass the
money physically to the individual being
paid.

Note. Notwithstanding the duties of the
other team members, the class A agent is person-
ally responsible for payment of the correct
amount to the proper payee and for obtaining
the proper payee signature.

(2) The first sergeant, or other responsible
NCO, to assist the agent in obtaining
signatures on the vouchers.

(3) The unit pay clerk, or other individual,
to pass to each payee the payee copy of
the military pay voucher after payment
has been made.

b. Where the unit commander is not serving as
class A agent officer he will normally be present to
supervise the payment of personnel of his unit.

¢. A typiecal arrangement of individuals in a pay
team is shown in appendix VI.

d. After’¢ le%ﬁng that all arrangements are
satisfactory, payment should proceed according to
a routine similar to the following:
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(1) The first sergeant calls the name of the
individual for payment.

(2) Individual moves to pay table, salutes,
and signs the receipt for payment. First
sergeant checks signature with identi-
fication ecard and against the name
printed on the military pay voucher; if
the signature is proper, he calls the name
of the payee and passes the original pay
voucher and the payee’s identification
card to the class A agent for verification
of signature and ascertaining the amount
to be paid. If the amount entered in
block titled “amount paid” has been
corrected (lined out and a new amount
entered), the payee will be required to
initial opposite the corrected amount at
the time he signs his name.

(8) The class A agent officer extracts the
envelope or the folded copy of the payee’s
voucher for the individual and either re-
moves the cash for payment or precounts
the cash from stacked bills. He then
counts out the payment to the payee and
requests him to verify the amount paid
prior to leaving the pay point.

(4) When the name of the individual was
called, the unit clerk should have with-
drawn the payee copy of the military pay
voucher, and checked the amount called
by the first sergeant. After the class A
agent officer has completed payment, the
unit clerk will hand the payee copy of the
military pay voucher to the individual.

e. The procedure is repeated until ail individuals
present are paid.

f. Soldiers who were not present in the regular
pay formation may be paid at such time as is
convenient. Hospitalized personnel of the unit for
whom money is included in the payroll should also
be paid provided the agent can reasonably travel
to the place of hospitalization. Under no condi-
tions will agents or any other persons sign vouchers
for personnel not present for pay and hold amounts
due for subsequent payment upon return of these
individuals to the unit.

g. Normally, individuals in an AWOL status, in
the hands of civil authorities, or in confinement by
military authority will not appear on the payroll.
However, if vouchers for these individuals are in-
advertently included in the payroll, the agent will
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not make payment but will return the vouchers
and funds when returning funds and paid vouchers
upon comipletion of specified payment.

13. Unpaid Account Reconciliation

a. Two significant items may be used to de-
termine individuals not paid by class A agent
officer.

(1) Original vouchers which have not been
signed by payee.

(2) Information copies of military pay
vouchers which have not been delivered
to payees.

b. Independent totals should be drawn from
each source and a comparison made to determine
the actual amount not paid.

¢. After determination of amount not paid, as
outlined above, the cash remaining after payment
should be counted to determine that the cash is in
agreement with the vouchers.

d. Finance officers entrusting funds to class A
agent officers for payment may require the sub-
mission of a list of individuals not paid, indicating
the reason for nonpayment or other detailed in-
formation, to assist in handling the agent’s return
at the finance office. Agents should comply with
these instructions.

e. After reconciliation, cash for unpaid vouchers
should be assembled by denomination for easier
handling.

4. Return of Vouchers and Cash to the Fi-
nance Officer

Class A agent officers must make fund returns
in person unless otherwise instructed by the
finance officer from whom they received the funds.

The same precautions observed for safeguarding
funds en route from the finance office to the

point of payment should be observed in making
returns of paid vouchers and cash. The regula-
tions permit a period of 24 hours after payment
for the return of paid vouchers and cash; how-
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ever, it is recommended that class A agent
officers make returns as soon as possible after
completion of payment. Early return will re-
lieve the class A agent officer of the pecuniary
liability for the funds.

a. Upon reporting to the finance office to make a
return of vouchers and cash, the class A agent
officer will be directed to a finance clerk who will
verify the voucher for proper signatures and
determine the amount of cash, if any, the agent
should have remaining for vouchers not paid. The
finance clerk will prepare the receipt for return of
funds and paid vouchers (app. VII). Since cash
returns must be made to the cashier, deputy or
finance officer, the finance clerk will then direct the
agent to one of these individuals and the return
will be made to him.

b. The receipt provided the agent will show the
amount of the paid voucher and the amount of
cash returned. Agents will compare the amount of
cash returned to insure that it agrees with the
amount previously determined in the reconcilia-
tion of the paid vouchers as provided in paragraph
13.

¢. The agent will deliver the vouchers and the
receipt to the cashier and turn in all cash not paid
to individuals. After verification of the cash
return, the receipt will be signed by the finance
officer and the class A agent has then been properly
relieved of responsibility for the funds originally
entrusted for payment. It is suggested that agents
retain these receipts for at least one year in their
personal papers in case a question should arise
after relief of pecuniary liability for payment.

I5. Overages and Shortages in Class A
Agent Officer's Cash

When a discrepancy which cannot be rectified is
discovered in an agent’s cash account, the agent
should immediately suspend further payment and
report the incident to the finance officer. The
finance officer will, in the event a diserepancy does
in fact exist, report the incident to the installation
commander for appropriate investigation.





APPENDIX |

REFERENCES
AR 37-103 Finanece and Accounting for Installations—Disbursing Operations.
AR 37-104 Finance and Accounting for Installations—Pay and Allowances for Military
Personnel.
AR 37-106 Finance and Accounting for Installations—Travel and Transportation
Allowances.

U.S. Treasury Pamphlet = Know Your Money.
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APPENDIX I
SAMPLE SPECIAL ORDERS

HEADQUARTERS
lst Battalion, 99th Infantry
Fort Knight, Maryland

SPECTAL ORDERS

3. TC 350. Fol indiv this org APPOINTED
BARNES, RICHARD H, 088139 1lst Lt Inf Co C lst Bn 99th Inf
Apt to: Class A Agent to F&AQ Fort Knight, Maryland
Eff Date: 26 Dec 63
Pd: Indef
and attached to Co C lst Bn 99th Inf
Auth: Par 15-3, AR 37-103
of FM 14-8,.

FOR THE COMMANDER:

OFFICIAL: g% N.[/JACKSON
Captain, AGC

J. H. KELLY Adjutant

CWO W-4, USA

Asst Adj

(SAMPLE)

NUMBER 239 EXTRACT 26 December 1963

Purpose: To make regular monthly payments to Off and EM assigned

Sp instr: Funds will not be entrusted to others for any purpose,
Class A agent will familiarize himself with contents
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APPENDIX 1lI
SAMPLE HAND RECEIPT

FINANCE AND ACCOUNTING OFFICE
FORT KNIGHT, MARYLAND

HAND RECEIPT FOR CASH AND PAID VOUCHERS

(date)

Received from s

Class A Agent to the Finance and Accounting Officer, Fort Knight,
Maryland, _____ envelope(s) and ______ container(s), contents of
which have not been verified, for safekeeping until hours

on . The Agent agrees that the safekeeping of this container
in no way relieves him of his responsibilities to settle his ac-~
count in the normal manner, It is further agreed that the Finance
and Accounting Officer assumes no pecuniary accountability for the
contents of the container. Signature of the Agent appearing across
the sealed edges of the envelope(s) and/or container(s), if un-
disturbed, is evidence that the envelope(s) and/or container(s)

have not been opened during this safekeeping.

Finance and Accounting Officer

(SAMPLE)
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APPENDIX IV
SAMPLE WITNESSING OFFICERS' CERTIFICATE

CERTIFICATE

o e e ame e - mn o

I hereby certify that on I witnessed the signing of

this voucher by

(name, grade, service number, organization)

on behalf of who was present for pay
(name, grade, ASN of payee)

and that such payee personally accepted the pay due him in the

amount of $ from

(name, grade, ASN, org of Class A agent)

(Signature) (Signature)
Typed name, grade, Typed name, grade,
service number, organization service number, organization
(SAMPLE)

AGO 5455A
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APPENDIX V
SAMPLE DD FORM 1081, ADVANCE OF FUNDS

STATEMENT OF AGENT OFFICER'S ACCOUNT

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

U. B, Wright, Lt Col, FC
Fort Knight, Maryland
A6350

AGENT OFFICER'S NAME, ADDRESS, AND CLASS

Richard H. Barnes, lst Lt, Inf
Co C, lst Bn, 99th Inf

Fort Knight, Maryland

Class A Agent (Qfficer

TRANSACTIONS

AFFECTING AGENT OFFICER'S ACCOUNT

TRANSACTIONS

. BALANCE FORWARD

CASH

INCREASE
(Received by Agent)

DECREASE
{Turned in by Agent)

BALANCE
{in Agent’s Account}

XX

$10,000.00

. COLLECTIONS

. DEPOSITS

wlanfwlwf=—

. NEGOTIABLE INSTRUMENTS:

A. TREASURY CHECKS

B. MILITARY PAYMENT ORDERS
C. OTHER (Specily}
. PAID YOUCHERS

. INCORRECT YOUCHERS RETURNED

12. TOTAL FUNDS IN HANDS OF AGENT OFFICER

ANALYSIS OF BALANCE ON LINE 12

10,000. 00

TYPE OF CURRENCY

AMOUNT TOTAL

13. U.S. DOLLARS

$10,000.00

14. FOREIGN CURRENCY

15. MILITARY PAYMENT CERTIFICATES

16. TOTAL FUNDS IN HANDS OF AGENT OFFICER

$10,000,00

STATEMENTS

DISBURSING OFFICER

AGENT OFFICER

@ ON ADVARNCE: | HAVE INTRUSTED FUNDS AND/OR OTHER
ITEMS AS INDICATED IN THIS STATEMENT TO THE ABOVE NAMED
AS MY AGENT OFFICER.

[0 ON RETURN: | HAVE RECEIVED FUNDS AND/OR OTHER
ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE
NAMED AGENT OFFICER.

[0 ON ADVANCE: |, AS AGENT OFFICER, HAVE RECEIVED
FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE. |
HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR. |
WItL NOTIFY THE DISBURSING OFFICER IMMEDIATELY UPON
DISCOVERY OF ANY LOSS OR SHORTAGE, AND | HAVE RECEIVED
AND UNDERSTAND WRITTEN INSTRUCTIONS CONCERNING MY
DUTIES AND RESPONSIBILITIES AS AN AGENT OFFICER.

[J ON RETURN: THE ABOVE STATEMENT OF ACCOUNT IS
CORRECT.

DATE J

1 Dec 63

SIGNATURI OW
7.8 '

DATE

31 Dec 63

TR Gy

DD , FORM 7081 REPLACES DA FORMS 14-47 AND 14-48, 7 OCT 43:
1 DEC 57. 14-49 AND 14-50, 1 DEC 44, WHICH ARE OBSOLETE.

FORM APPROVED BY
COMPTROLLER GENERAL, U.S.
4 DECEMBER 1957

* GPQ : 1960 OF ~538476
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APPENDIX VI
SCHEMATIC: PAY POINT

/-\
o
N -

- -

LEGEND

OE P> SWN M

]

Payee

First sergeant

Class A agent officer

Unit clerk

Unit commander

Armed guard

Original vouchers

Individual envelopes containing pay
Payee's copy of voucher





APPENDIX VII
SAMPLE DD FORM 1081, RETURN OF FUNDS

STATEMENT OF AGENT OFFICER'S ACCOUNT

DISBURSING OFFICER'S NAME, ADDRESS, DISBURSING STATION SYMBOL NO.

U. B, Wright, Lt Col, FC
Fort Knight, Maryland
A6350

AGENT OFFICER'S NAME, ADDRESS AND CLASS

Richard H. Barnes, lst Lt, Inf
Co C, lst Bn, 99th Inf
Fort Knight, Maryland
Class A Agent Officer

TRANSACTIONS AFFECTING

AGENT OFFICER'S ACCOUNTY

TRANSACTIONS

. BALANCE FORWARD

BALANCE
(in Agent's Account)

DECREASE -
(Turnad in by Agent)

INCREASE .
(Received by Agent}

1
2. CASH
3. COLLECTIONS
4. DEFOSITS
5. NEGOTIABLE INSTRUMENTS:
A. TREASURY CHECKS P 5,0‘\
B. MILITARY PAYMENT ORDERS g& PN )
o k¥ y

C. OTHER (Specify)

. PAID YOUCHERS

$9,500,00

é
7. INCORRECT YOUCHERS RETURNED
8
9

12. TOTAL FUNDS IN HANDS OF AGENT OFFICER

ANALYSIS OF BALANCE ON LINE 12

TYPE OF CURRENCY

TOTAL

AMOUNT

13. U.S. DOWARS

14. FOREIGN CURRENCY

15. MILITARY PAYMENT CERTIFICATES

16. TOTAL FUNDS IN HANDS OF AGENT OFFICER

STATEMENTS

DISBURSING OFFICER

AGENT OFFICER

] ON ADVANCE: | HAVE INTRUSTED FUNDS AND/OR OTHER
ITEMS AS INDICATED IN THIS STATEMENT TO THE ABOVE NAMED
AS MY AGENT OFFICER.

(X ON RETURN: | HAVE RECEIVED FUNDS AND/OR OTHER
ITEMS AS INDICATED ON THIS STATEMENT FROM THE ABOVE
NAMED AGENT OFFICER.

[[] ON ADVANCE: |, AS AGENT OFFICER, HAVE RECEIVED
FUNDS AND/OR OTHER ITEMS AS INDICATED ABOVE. !
HAVE ASSUMED PECUNIARY RESPONSIBILITY THEREFOR. |
WILL NOTIFY THE DISBURSING OFFICER IMMEDIATELY UPON
DISCOVERY OF ANY LOSS OR SHORTAGE, AND | HAVE RECEIVED
AND UNDERSTAND WRITTEN INSTRUCTIONS CONCERNING MY
DUTIES AND RESPONSIBILITIES AS AN AGENT OFFICER,

{7 ON RETURN: THE ABOVE STATEMENT OF ACCOUNT IS
CORRECT.

DATE

1 Jan 64

WTURE OF W
, é

DATE

1 Jan 64

FETH Do

DD FORM 1081 REPLACES DA FORMS 14-47 AND 14-48, 7 OCT 43:
1 DEC 57 14-49 AND 14-50, 1 DEC 44, WHICH ARE OBSOLETE.

FORM APPROVED BY
COMPTROLLER GENERAL, U.5.
4 DECEMBER 1957
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By Order of the Secretary of the Army:

EARLE G. WHEELER,
General, United States Army,
Official: Chief of Staff.” **
J. C. LAMBERT,
Magor General, United States Army,
The Adjutant General.

Distribution:
Active Army, NG and USAR:

To be distributed in accordance with DA Form 12-9 requirements for DA Regulations,
Financial Administration—A.
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