BUREAU OF INDIAN AFFAIRS MANUAL

FINANCIAL MANAGEMENT
Table of Contents

2.

Principles and Standards

.1 Organizational Functions Sl

.2 Authority and Legal Requirements

.3 Objectives

.4 Responsibility for Fipancial Programming, Budgeting, Accounting,
Reporting, and Intermal Auditing

.5 Accounting Principles and Standards

.6  Concepts of Financial Planning, Fund and Cost Control

.7  Fipnancial Controls

.8 Intermal Controls

.9 Fipancial Reporting System

.10 Relationship of Accounts and Reports to Budget Formulation and
Execution

.11 Coordination of Accounting with Management Information System

.12 Funded and Unfunded Costs

.13 Coding Principles

.14 Donations

ESPeQQ%’EE?fﬁII:P licies=and=Presadnres
éjﬁfggﬁv¢~o¢;;r tadﬁﬁav-/<#”/‘92(T35¢£A4/t~ﬂ4/
Supplements to 42 BIAM

. Title

(Reserved for future use.)

Accounts Handbook

.0 Table of Contents

.1 General

.2 Funds, Symbolization and Allotments

.3 Organization, Location, Project and Tribal Codes

.4 General Ledgers

.5 Income Accounts

.6 Cost Accounts (General, Special, and Revolving Fund Activities
specific cost codes to be issued later. Use specific cost
codes in training manual and 42 BIAM Supp. 2.15.2 until super-
seded.)_

.7 Clearing Accounts

.8 Work Orders

.9 Object Class Codes

.10 Transaction Codes

.11 Coding Sheets and Illustratiomns (Illustrations of Tramsactions to
be issued later. Use 42 BIAM, Supp. 11.4.1 until superseded.)

Release 42-37, 1/7/81

42 BIAM 0O



BUREAU OF INDIAN AFFAIRS MANUAL 42 BIAM O
FINANCIAL MANAGEMENT
Table of Contents

3. Accounting Procedures Handbook

.1 General
(Use 42 IAM 6.1 until superseded.)
.2 Obligations and Accounts Payable
.3 Vouchers and Disbursements
A. Cash Mapagement of Disbursements
.4 U.S. Treasury Checks
.5 Intra-Bureau adjustments, SF 1097's, etc.
(Use 42 IAM 6.3.4 until superseded.)
.6 Stores, Movable Property, Fixed Property, Transfer Without
Exchange of Funds (TWOF)
(Use 42 IAM 6.10 until superseded.)
.7 Capitalization
(Use 42 IAM 5.4 and 42 BIAM, Supp. 2.15.4 until superseded.)
.8 Billing
(Use 42 IAM 6.8 until superseded.)
.9 Cash Collections
(Use 42 IAM 6.3.2 until superseded.)
.10 Indian Service Special Disbursing Agents (ISSDA)
.11 Investments
.12 Employee Surety Bonds
.13 Designated Agents
.14 Electronic Fund Transfer Deposits
.15 (Reserved for future use.)
.16 Control and Flow of Documents
(Use 42 BIAM, Supp. 11, until superseded.)
.17 Fund Control
.18 Year-End Closing
.19 Internmal Controls and Reconciliatioms
(Use 42 IAM 9 until superseded.)
.20 Reports
(Use 42 IAM 7 until superseded.)

4. Travel Regulations Handbook

5. Timekeepers Handbook

7 .
6. Voucher Examination Handbook [ No 1S55ues _)

- -

o . . .
?o W’:,-/f/i/m.é/m/ Lo zW ,Zj/ é)/ﬁdﬂ -

Release 42-37, 1/7/81



BUREAU OF INDIAN AFFAIRS MANUAL 42 BIMM 1.1
FINANCIAL MANAGEMENT

1.1 Organizational Functions. Organizational functions for the Bureau and
its Financlal Management activities are as described below:

1.1.1 Bureau Management. See 5 BIAM 2.1 for the overall Bureau organi-
zation and functional statements. Each Bureau manager, at every level, must
consider financial management as an integral part of his managerial respon-
sibilities. He must measure and evaluate where a program has been, where

it is going, what it has accomplished, what is yet to be accomplished, and
what are the resources used and available at each of these successive stages
in relation to what was planned and what has actually happened.

1.1.2 Financial Management. The Central Office Division of Financial
Management is a staff organization reporting to the Director of Management
Services. The Division is located in Albuquerque, New Mexico, except for
a Financial Liaison Officer located in Washington, D. C., for liaison
purposes -at the national level. An organization chart is attached as
Illustration 1. Functional statements for the major segments of the
organization are as follows:

1.1.3 Functions. Financial Management is that part of the total Bureau
management which is concerned primarily with the financial affairs of the
Bureau and the translation of actions both past and proposed, into meaning-
ful and relevent financial terms, information, and reports for use by
Bureau and other management officials. It includes such functions as
accounting, reporting, cash management, financial control of resources,
systems development, analysis, investing, research, claims, disbursing,
payrolling, and the furnishing of information to other Bureau officials
for use in programming, budgeting, cost reduction, internal auditing, and
. management analysis. A portion of the centralized financial management
functions, namely disbursement voucher preparation and certification, and
payroll voucher preparation and certification, made under Accounting
Station No. 14-20-0699 (operating account), are within the Indian Affairs
Data Center, a staff organization reporting to the Director of Operating
Services. Disbursement voucher preparation and certification made under
Accounting Station No. 14-20-0650 (holding account), are within the
Division of Financial Management.

A. Financial Liaison Officer. The Financial Liaison Officer repre-
sents the Director of Management Services and the Chief, Division of
Financial Management, at the national level in coordinating financial
management activities with other Bureau and Departmental officials, the
Department of the Treasury, the General Accounting Office, the Office of
Management and Budget, and with other Federal agencies. He directs the
operations of the servicing finance office which serves the Central Office
and those agencies under the Central Office not served by an Area Financc
Office.
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BUREAU OF INDIAN AFFAIRS MANUAL 42 BIAM 1.1.3B
FINANCIAL MANAGEMENT

B. Branch of Accounting Systems and Reports Analysis. Coordinates the
development, formulation, and manualization of new or revised financial
management, accounting, and reporting systems and procedures within the
framework of Federal financial management and accounting requirements.
Analyzes financial management reports and computer schedules on a Bureau-
wide basis, performs internal administrative audits of financial management
information generated from the centralized computer system, researches
accounting information, initiates adjustments where necessary, and prepares
various special and periodic reports on a Bureau-wide basis.

C. Branch of Control and Trust Accounts. Maintains control accounts
at the Bureau level for appropriations, appropriation warrants, apportion-
ments, allotments, adjustments, and related transactions. Consolidates reports
from the Bureau's various accounting stations and prepares various Bureau-
wide financial management reports for submission to the Department, Treasury,
and the Office of Management and Budget. Provides research and advisory
service for tribal trust funds and prepares special reports and statements
on financial matters for Indian tribes.

D. Branch of Investments and ISSDA. Coordinates the investment program
on a Bureau-wide basis for tribal trust funds and individual Indian trust
funds, negotiating with Federal Reserve Banks, commercial banks, the Depart-
ment of the Treasury, Area Directors and tribal officials. Serves as the
Bureau's Special Disbursing Agent for Indian Service Special Disbursing
Agent's accounts, and coordinates the receipt, disbursement, accounting, and
reporting for the 39 separate Deputy Disbursing Agents located throughout the
Bureau.

‘E. Branch of Irrigation and Power Accounts. Coordinates the development,
establishment, and maintenance of irrigation and power accounts and accounting
methods and procedures for Bureau-wide irrigation and power activities. Pre-
pares irrigation and power accounting and financial reports required for Bureau-
wide use. Develops methods and procedures for improvements to the irrigation
and power accounting systems and drafts manuals and directives pertaining to
irrigation and power accounting. Performs special assignments at the project
and Area level to assist in updating irrigation and power accounts and for
the purpose of preparing special reports to the Congress.

F. Branch of Research and Claims. Coordinates reports concerning finan-
cial irregularities and claims against sureties. Consolidates for submission
to Treasury Department monthly Statements of Accountability and Transactions
of . tribal funds deposited in commercial banks. Preparation and certification
of disbursement vouchers made under Accounting Station No. [4-20-0650 which
include, but not limited to, cost of Indian tribal fund investments, and
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General Accounting Office Certificates of Settlement issued in favor of
tribal attorneys on Order of Indian Claims Commission. Processes to
conclusion exceptions taken by the General Accounting Office and obtains.
advance decisions from the Comptroller General. Processes claims against
the United States, and the return of unclaimed funds of individuals, and
questionable claims referred by the field for Central Office action.
Administers Government Bonding Act for the Bureau. Researches and pre-
pares interpretation of various laws and regulations.

G. Branch of Disbursements. The Branch of Disbursements, under IADC,
on a centralized basis, performs the administrative audit, examination,
certification and scheduling 6f disbursement vouchers to the Treasury
Department Regional Disbursing Office and enters the transactions into the
Bureau's computerized financial management system.

H. Branch of Employee Data and Compensation. The Branch of Employee
Data and Compensation, under IADC, on a centralized basis, performs the
administrative audit, examination, certification and scheduling of payroll
vouchers to the Treasury Department Regional Disbursing Office and enters
the transactions into the Bureau's computerized financial management system.
Administers employee retirement accounts, Federal and state tax withholding
programs, employee insurance, payroll savings, and leave accounting programs.

1.1.4 Operating Finance Offices. The Area Finance Officer, under the
general direction of the Assistant Area Director, Administration, serves as
the financial management authority for the installations served. He fur-
nishes authoritative financial advice to his superiors and to program
management officials. He prepares special financial reports and interprets
periodic financial management reports; advises on the legality of proposed
expenditures; suggests financial management methods to be used for emergency
procurement; advises on the investment, retention or disbursement of tribal
and individual trust funds; and advises tribal organizations on financial
and accounting operations. More specifically, the representative duties of
an Area Finance Officer include:

A. Counseling the Area Director and his staff on financial management
matters.

B. Directing financial operations for controlling the receipt, deposit,

apportionment, obligation, accrual, disbursement, and application of Federal
. and trust funds.

C. Directs the implementation and maintenance of prescribed financial
management systems for the purpose of furnishing sound and reliable financial
management information to Bureau program managers, and directs the entry
of accounting data into the computerized financial management system.

Release L2-31, 11/27/70
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D. Maintains liaison with operating officials and provides direction
to agency staff on financial management matters. Furnishes instructionms,
procedures, and training within the framework of the Bureau's financial
management. system. )

E. Makes continuing studies of obligational controls and fiscal opera-
tions, and develops necessary improvements in internal controls and finan-
cial management practices. Recommends changes and improvements to the
Central Office to meet local needs.

F. In an advisory capacity develops and recommends accounting and
reporting procedures for Indian enterprises and associations, and upon
request provides technical assistance in the installation of accounting
systems.

G. Administratively examines financial management practices conducted
at area and agency offices to assure their conformity with legal require-
ments, established policy, and prescribed standards and procedures.

H. Directs the review, analysis, and interpretation of financial
management reports and directs the reconciliation of general ledger accounts
and reports such as undelivered orders, accounts payable, and accounts
receivable with subsidiary records or documents. Assures the prompt
liquidation of obligations and the prompt removal of obligations not
supported with valid obligation documents.

I. Directs the functions of the various Deputy Disbursing Agents as
thgy pertain to the collection, deposit, disbursing, accounting, and re-
porting of individual Indian money received from trust resources.

J. Orients and trains new financial management employees within the
area, assists in developing instructional material for on-thejob training,
informs employees of work requirements and evaluates performance against
such requirements, approves leave, holds staff and training conferences,
and arranges for training sessions at area and agency offices for the
purpose of training administrative and program management officials in the

cciing of documents and interpretation and use of various financial manage-
ment Teports.

K. In those areas where independent accounting stations exist (San
Carlos Irrigation Project, Flathead Irrigation Project, and Red Lake Agency),
it is expected that the applicable Area Finance Officer will furnish such
technicai guidance and assistance as may be necessary for proper operation

Release k2-31, 11/27/70
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of the accounting and reporting systems of such accounting stations, with
overall technical advice and guidelines being furnished by the Central
Office Division of Financial Management.

1.1.5 Other Finance Offices. The servicing Finance Office for the Central
Office furnishes finance services to that portion of the Central Office
located in Washington, D. C., and to the independent agencies reporting
directly to the Central Office. The servicing Finance Office within the
Indian Affairs Data Center furnishes finance services to IADC and to
certain Central Office Divisions and other segments of the Central Office
located in the field.

1.1.6 Accounting Station Responsibilities. The Chief, Division of

Financial Management, is responsible for the overall activities of Account-
ing Stations 14-20-0650 and 14-20-0699 and their relationships with the
several Treasury Department Regional Disbursing Offices. This includes over-
all technical responsibility for coordinating the processing of accounting
documents and related transactions involving all RDO's with which the

Central Office, IADC, and Area Offices do business as a part of the functions
of the Accounting Station. The technical and coordinating responsibilities
of the Accounting Station should be distinquished from the organizational,
administrative, and operating responsibilities of the various offices
(Central Office, IADC, Area Offices) who perform financial management
operating functions relating to Accounting Station 14-20-0699. Organi-
zational, administrative, and operating responsibility rests with the officer
in charge of the particular organization concerned. In other words, the
processing of accounting documents at the various offices must be recognized
from a technical and financial management standpoint as being a part of the
accounting station operations, but as being decentralized under the organi-
zational, administrative, and operational direction of the officers in

charge of the various organizations.

1.1.7 Agency and Local Facility Functions. The Administrative Manager or
Administrative Officer, under the general direction of the Superintendent,
is responsible for financial management matters and related training of
local staff as may be delegated or assigned at this level of the Bureau
organization.

- -
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1.2

1.2.1

1.2.2

. Authority and legal Recguirements.

The Budget and Accounting Procedures Act of 1950, (64 stat. 832)
ac amended provides that the head of each executive agency shall
be responsible for establishing and maintaining cystems of
accounting and internal control which conform toc the principles,
standards and reiated requirements prescribed by the Comptroller
General of the United States. The act recuires that executive
agency accounting systems be approved by the Comptroller General
vhen deemed by him to be adegquate and in conformity with the
vrinciples, standards, and related requirements prescribed by him.

Antideficiency Act and Amendments (16 Stat. 230, 251; 33 Stat.
121k, 1257; 6h4 Stat. 595, 765; 70 Stat. 782;). The purpozes of
this legislation are to prevent overcbligationz of funds, to
provide for more orderly rate of obligation throughout the year,
to fix responcibility for exceeding apportionmenis, and to
provide a more orderly cystem of funé control.

Budget and Accounting Act of 1921. (L2 stat, 20). Requires
performance-type or cost-based budgets.

Federal Property and Administrative Services Act of 1cha (63 Stat.
337). Requires monetary accounting for property. ‘

Act of August 26, 105k (68 Stat. 800). Strengthens control over
the recording and reporting of obligations, prohibits the
recording of an obligation unless it is supported by valid
documentary evidence, reguires reguests for proposed appropri-
ations to be supported by the head of each Federal agency with &
statement that the obligations reported are valid.

Act of Avgust 1, 1956 (70 Stat. 782). Requires development of
Tund requests from a cosi-based budget, requires development of
accounting systems on an accrual basis in order to facilitate
development of cost~based budgets, and requires "(1) consistency
in accounfing and budget classifications, (2) synchronization
between accounting and budgoet classifications, and organizational
structure, and (2) support of the budget justifications by infor-
ration ol performance and program costs by organizational units."”

Eyvenditure of Amnropriations by Bureat of Indian _Affairs, Act

of Hovember 2, 1021 (L2 Ctat. 20%, 25 U.5.C. 13y. Thiz acs

Release L2-1 1273’68
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1.2.8

1.2.6

1.2.10

provides that the Bureau of Indian Affairs, under the supervision
of the-Secretary of the Interior, shall direct, supervise, and
expend such moneys as Congress may from time to time avpropriate,
for the benefit, care, and assistance of the Indians throughout
the United States, for certain other purposes, and for general
and incidental expenses in connection with the administration of
Indian Affairs. ’ '

Accountz between United States and Tribes under Reimbursable
Approvriations. Acts of April 4, 1910 (36 Stat. 270), June 10,

1021 (k2 Stat, 2h), {25 U.S.C. 145). These actc require state-

ments of annual accounts between the United States and each tribe
of Indians arising under appropriations made, which by law are
required to be reimbursed to the United States, crediting in

said accounts the sums so reimbursed; and the payment out of any
trust funds belonging to such tribes a1l balances due the United
Stetes.

Disnosal of Miscellaneous Revenues from Indian Reservationz, etc.,

Actz of March 2, 155 (22 Itat. 590); March 2, 1257 (24 Stat. 45632);

May 17, 192c (44 Stat. 5C0): kay 2C, 162G (45 Stat. 991): (25
U.S.C. 155). These acts provide that all miscellaneous revenues
derived Irom Indian reservations, agencies, and schools, witn some
exceptions, which are not reguired by existing law to be otherwise
aisposec of, chall be covered into the United Giates under the
caption "Indian Moneys, Proceeds of labor,"” and are made available
for expenditure, in the discretion of the Secretary, for the
benefit of the tribes, agencies, and schools on whose behalf they
are collected.

Deposit in Treasury of Trust Funds, Act of ipril 1, 1880 (21 Stat.
70, 25 U.5.C. 161). This act authorizes the Gecretary to deposit

- in the Treasury of the United States, any and all sums held by him

on the cate of the act, or whicn may be receivedé as trustez, on
account of the rederption of United States bonds, or other stocks
and securities belonging to the Indian trust funé, and all cums
received on account of sales of Indian trust lands. It provides
that the United Sgates shall pay interest zemi-annually, from the
date ol deposit, at the rate per annum ctipulated by treaties or
by law.

Iribdal Trust Funds, Rate of Interect, Acts of Februarvy 12, 1929
(5 stat. 116h), June 13, 193C (L6 Stat. 584). (25 U.5.C. 1Gla).
Theze acts provide that tribal {rast funds, with account balances

Release 42-1 12/3/68
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1.2.12

1.2.1k

-

exceeding $500, carried in principal accounts in the Treasury
Department, shall bear simple interest at the rate of & per centum
per annum. -

Tribal Trust Funds, Separate Accounts, Act of June 13, 1930 (L6

Stat. 58%, 25 U.S.C. 161b). This act requirec that all tribal

trust funds mentioned in paragreph & above shall be carried on
the books of the Treasury in separate accounts for the respective
tribes.

Trust Funds, Investments, Act of June 24, 1938 (52 Stat. 1037,

25 U.S.C. 162a). This act authorizes the 3Secretary to deposit

tribal and individual trust funds in banks at higher rates of
interest than can be obtained from the Treasury, to invest such
funds in public-debt obligations of the United States, and to
invest such funds in bonds, notes, or other obligations which are
unconditionally guaranteed as to both interest and principal by

the United States.

Revolving Fund for Loans, Act of May 7, 1048 (62 Stat. 211,

25 U.S.C. 482). This act authorizes the Secretary to mske loans

from the revolving fund to tribes, bands, groups, and individual
Indians.

Release Lho-1 12/37/68
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1.3

1.3.1

1.3.h

1.3.5

Objectives. The overall objective is the integration and coordi-
nation of functions mentioned in 1.1.3 above into & comprehensive
financial management system that serves the identified needs of
Bureau management and external requirements, and that will achieve
maximm efficiency and economy in all Bureau operations. More
specific objectives include:

Organization and Staff. Strengthening of Bureau financiai manage-

ment organization and staff facilities to provide for the most
effective conduct of Bureau financial management operations.

Accounting Systems. Establishment and continual up-~-dating of a

responsibility-oriented Bureau accounting system, on an accrual
basis, that will serve fund and cost control needs, including
monetary property accounting as an integral part of the system.

Budget Formulation and Review., Integretion of the accounts with

planning, programming, and budgeting practices to provide adequate
support for budget formulation and review of annual cost-based
requests for appropriations.

Cost~based Onera ing Budgets and Financial Revorts. Development

and use of responsibility-centered cost-based operating budgets
and financial reports that will provide goal setting and cost
incentives for Bureau managers in terms of the cost of all
resources going into the job.

Accounting Structure. Simplification of the Bureau's appropri-

ation and allotment structures, and development of the most
effective methods of control of appropriations, funds, obligations,
expenditures, and costs, . »

Accounting Classifications. Use of consistent classifications to

facilitate effective coordination of Bureau programming, budgeting,
accounting, and reporting practices.

Internalvgontrols. Establishment of suitable internal control

practices.

Integration of Accounting and Reporting. Integration of the

Bureau'’s accounting and reporting systems with its management
information and control sysiems in a manner that will satisfy

| FEBR
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the requirements of the budget process, internal mansgement néeds,
and the central accounting and reporting of the Treasury Department.

1.3.9 Reports. Development of accurate and useful reports on fiscal
status, financial results of operations, and cost of performance of
assigned functions.

1.3.10 Staff Development. Development of staff in the effective meinte-.
nance and maximum utilization of fma.ncla.l management tools to
effect economy in Bureau operations.

BIAM REISSUE
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1.4 Responsibility for Pinancial Programming, Budgeting Accounting,
Reporting, and Internal Auditing., The organizational arrangements
and related assignments of responsibility for financial programming,
budgeting, accounting, reporting, and internal auditing are as
follows: o

1.4,1 Financial Programming. Basic financial programming at the operat-
ing level is the responsibility of Superintendents, Area Directors,
and other line officials in charge of Bureau operational programs.
Overall Bureau financial programming is the responsibility of the
Commissioner, the Deputy Commissioner, and appropriate Assistant
Commissioners, :

1.4,2 Budgeting. Responsibility for budgeting within the Bureau lies
with the same officlals mentioned in 1.4.1 above with staff coor-
dination responsibilities assigned to the Assistant Commissioner
for Administration, See 41 BIAM for detailed budgeting require-
ments and responsibilities,.

1.4.3 Accounting, Overall responsibility for accounting within the.
Bureau is with the Assistant Commissioner for Administration,
Staff responsibility at the Bureau level is assigned to the Chief,
Division of Financial Management, At Area, Agency, and local
facility levels, it is the staff responsibility of appropriate
financial management and administrative staff as assigned by Area
Directors and Superintendents, ’

1.4.4 Financial Reporting., TFinancial reporting within the Bureau is
primarily based on financial transactions entered into the
accounting system by the Central and Area Offices, by the Indian
Affairs Data Center,-and by the independent accounting offices.
Actual production of the reports from computer records and from
other records of uccount is the responsibility of the Executive
Officer, Indiar-A_Ziirc Data Center, -and the several officers in
charge of independent accounting offices., Responsibility for
financial reporting systems and procedures, review and analysis,
control, and consolidation, is with the Chief, Division of
Financial Management.

1.4.5 Internal Auditing. Overall responsibility for internal auditing
is with the Departmental Office of Survey and Review, See 24
BIAM 1 for auditing responsibilities of the Bureau's Accounting
Services Staff,

BIAM REISSUE
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1.5 Accounting [System]Standards. The standards prescfiﬁéd in 2 GAO 8
must be recognized in the development of or revisions to the
Bureau's accounting system. These include:

1.5.1 Statutorv Requirements. Adherence to all applicable laws and a
system which assures that the resources of each appropriation or
fund are applied only to the purposes as authorized by law.

1.5.2 Management and Congressional Needs.

A, PPB. Cost and other information for planning, programming,
budgeting, control, and reporting of Bureau operatiomns.

B. Control and Reperts. A basis for control over funds, prop-
- erty, and other assets and a basis for develicping and
reporting costs of performance in accordance with major
organizational segments, budget activities, and the program
structure adopted under the PPB systom.

C. Other. Requirements of other organizations including the
Bureau of the Budget, Treasury Department, and the Congress.

1.5.3 GAO Recuirements. Conformance with requirements prescribed by
the Comptroller General.

1.5.4 Usefulness of Financial Data. The financial data produced by the
accounting system must be useful to the officials requiring it
in the proper discharge of their management responsibilities.

1.5.5 Accounting for Responsibilities. The system should furnish a
framework which can be fitted to assigmments of activity for
specific programc, it zhould provide a method of reporting as a
basis for judging performance, and it should provide information
to demonstrate whether pazt performance haz been consistent with
rlanned programs and within establiched financial limits,

1.5.6 Consistency of PPB and Accounting Classifications. To the extent
possible PPB and accounting classifications should be consistent
with each other and should be synchronized with the Bureau's
organization stiruciure in order tnat data produceu will te of
maximum use in support of the planning-programming-budgeting
system and in support ol cost-based operating buvdgets and budget
requests presented to the Congress for appropriations.

BIAM REISSUE
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1.5.7 Technical Requirements. The accounting system should provide
complete and reliable records of the resources and operationms,
including all funds, property and other assets, receipts and
revenues, expenditures, and costs. Records on quantitative data
should alsc be maintained as appropriate for producing useful
data and unit costs for planning, con*rol, and other management

" purposes. Transactions should be surported in Bureau files with
pertinent documents available for audit and should oe so recorded
that they can be readily traced from the original documents to
summary records and thence to financial reports issued,

1.5.8 Qualified Persomnel. Bureau officials who rely on financial
information produced by the accounting system in carrying out
their duties are entitled to and should demand a high degree of
technical competence., Accordingly, care should be exercised in
the selection and retention of top accounting personnel.

£1.5.9 Truthfulness and Bonesty. The highest standards of truthfulness
and honesty must be appliied in accounting for the receipt, dis-
bursement, and application of Bureauv funds, Transactions chould
not be recorded in a manner that will produce waterially inaccurate,
false, or misleading informationm,

£.5.10 Accrual Basis of Accounting. The accrual basis of sccounting is

required in order to achieve the objectives set forth in the Budget
- and Accounting Procedures Act of 1950, The Act of August 1, 1956

(31 U.S.C. 66a(c)) provided more specifically that accouats be
maintained on an accrual basis., This means that records of account
must reflect financial transactions such as changes in assets,
liabilities, and sources of funds caused by the incurrence of obli-
gations, expenditures, costs and expenses, the earning of revenues,
the receipt and disbursement of cash and other financial trans-
actions as they occur. a

.5.10A Accrued Expenditures. Expenditures accrue regardless of when
cash payments are made, regardless of whether invoicer have
been rendered, or, in some cases, whether goods or tangible
property have been physically received. Constructive receipt
of goods or other tangible property, rather than physical
receipt or the passing of legal title, is the measure of
accrual in certezin cases, When a contractor manufactures,
fabricates, or constructs goods, equipment, buildings. or other

BIAM REISSUE

rse 42-1 12/3/68 FEBRUARY 1984

(3



BUREAU OF INDIAN AFFAIRS MANUAL ' 412 BIAM 1.5.10A (Cont.)

FINANCTAIL, MANAGEMENT

-

items to the Bureau's specifications, such as a special machine,
a computer, & school building, a bridge or a road, constructive
receipt occurs in each accounting period when the contractor
earns a portion of the contract price, and the accrual takes
place as the work is performed based on progress or other
reports. Formal acceptance of the work by the Bureau is not

a test.
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1.6

1.6.1

Concepts of;g;nd and Cost Contro .7 The principle purposes -of .
Section 3679 of the Revised Statutes (The Anti-deficiency Act) are
to prevent the incurring of obligations or the making of expendi-
tures (disbursements) which would create deficiencies in appropria-
tions and funds, to fix responsibility for excess obligations and
expenditures (disbursements), and to assist in bringing about the
most effective and economical use of appropriations and funds,.

Fund Control. The term "fund control’ refers to management
control over the use of fund authorizations to assure that funds
are used only for authorized purposes, they are economically and
efficiently used, and obligations and expenditures (disburse-
ments) do not exceed the amounts authorized,

1.6.2 Cost Control. The term ''cost control” refers to the management

1.6.3

Relea

of carefully devised financial plans based on estimated cost for
the accomplishment of a specified or essential objective,
project or activity., It should be distinguished from obligation
or allotment control where reliance on detailed allotment
controls results in primary emphasis on the spending of available
funds and operating so as to avoid overspending the amounts
allotted for various purposes rather than on the management
objective of operating efficiently and economically, judged in
terms of cost,

Levels of Planning and Control. Financial planning is carried
out at all management levels within the Bureau, Although fund
control is also a responsibility of management officials at all
levels, it is primarily the responsibility of the allottee to
whom funds have been allotted by the Central Office. Cost control
is primarily the responsibility of those management officials who
have been assigned accountability for the accomplishment of
specific programs, objectives, projects, or activities. Appor-
tioments and allotments for budgetary control purposes should be
established at the highest practical level and should be limited
in pumber to those levels essential for effective and efficient
administration (2 GAO 10.6).

BIAM REISSUE
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1.7 Finanecial Controls;far AsseEE] Procedures for adequate control over
assets are to providté assurance that they are used properly and only
for authorized purposes; that they do not leave the possession of
the Bureau except under proper authorization; that adequate measures
are taken for their care and preservation; and that no assets are
written off, reduced in value, or otherwise disposed of without
proper autheorization.

1.7.1 Cash. Cash resources include fund balances with the U. S.
Treasury representing available expenditure authorizatiors granted
by the Congress. There must be a complete, honest, and accurate
accounting for all cash receipts, disbursements, and balances on
hand or otherwise available for use.

A. Receipts. All receipts shall be deposited promptly. The
recording of cash receipts by collection officers should not
be deferred until they are transmitted to a depository by
an authorized collector.

B. Disbursements. Disbursements shall be recorded promptly.

C. Records. Bureau accounting records for cash transactions
shall be closed at the end of accounting periods so that
all transactions consummated during those periocds, and only
such transactions, are included in the accounting reports.

1.7.2 Receivables. Prompt accounting for regeivables is an important
form of control over Bureau resources and results in a system-
atic record of amounts due that must be accounted for. Bills for
Collection should be promptly issued and recorded for performance
of services, sales of materials, lodns or advances made, in order
that they will be accounted for as assets from the time the acts
giving rise to such claims occur until they are collected.

1.7.3 _%z§§g£§x. Section 2 of the Act of August 1, 1956 (31 U.S.C. 6ba
¢)), requires that the accounting system include adeguate

monetary property accounting records. 3See 2 GAC 12.5 for mone-
tary accounting principals, standards, and methods pertaining

to acquisition costs, capitalization of fixed assets, constructed
property, real property acquired under lease-purchase contracts,
interagency transfers of property, trade-ins, property acquired

Release 42-2 1/2/69% BIAM REISSUE
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by foreclosure processes, purchase discounts, and physical
inventories. See 43 BIAM for detailed procedures pertaining to

property management.

1.7.4 Advances and Prepayments. Advances and prepayments for travel,
- construction contracts, "Buy Indian Act" contracts, grants,
and other purposes shall be recorded as assets. When performance
occurs, the accrued expenditure shall be recorded and the asset
account reduced accordingly (2 GAO 12.6).
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1.8

1.8.1

1.8.2

1.8.2

1.8.4

1.8.5

Internal Controls. The general objective of the Bureau's internail

control system ic to facilitate accomplishment of Bureau objectives
and program:s as effectively, efficiently, and economically as
possible and at the came time assuring compliance with all appli-
cable laws and regulations. More zpecific objectives include:

Adherence to Congressional Authorizations. Avoiding the obli-
gation of funds in excess of Congressional appropriations,
authorizations, or other restrictions.

Safeguarding of Assets. The cafeguarding of funds or other
assets against waste, locs, improper or unwarranted use, or
misappropriation.

Accountinz for Revenue. Assuring that all Bureau and trust fund )
revenues are collected and properly accounteda for.

Integrity of Reportz. Assuring the accuracy of all financial
reports.

Segregation of Duties. To minimize unauthorized, fraudulent, or
irregular acts oy segregating such assigned duties as authori-
zations, performance, financial record keeping, collecting,
disbursing, and- custody of funds, so as to provide intermal
checks on performance.

BIAM REISSUE
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1.9 Financial Reporting System. Financial reports should be prepared
to clearly disclose significant financial facts about Bureau and
trust fund operations and activities. They should be prepared and
issued as often as necessary to be of maximum use to Bureau manage-
ment officials and to meet prescribed external requirements. See
2 GAO 17.2 and 42 BIAM Supplement 2.17 for details concerning type
and content of Fipancial Reports.

BIAM REISSUE
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1.10 Relationship of Accounts and Reports to Budget Formulation and
Execution. The following is an explanation of the relationship of
accounts and reports to budget formulation and execution:

1.10.1 Budget Formulation. Annual budget estimates for Bureau appropri-
ations are submitted to the Congress by the President. These
estimates are separated by appropriations or other major fund
categories and within each appropriation information is furnished
in further detail by activity, sub-activity, in some cases by
project and cost feature, and by object class. Information is
also furnished as to amounts of costs, obligations, expenditures,
and other types of transactions. The Bureau's accounting system

" must be designed and constantly updated in such & mamner as to
reflect these types and categories of financial transactions in
order that financial reports will be available to support budget
formulation processes and the Bureau's portion of the President's
budget. '

1.10.2 Budget Execution. The operating or cost-based budget is based
on approved operating or financial programs which must be closely
adhered to in the execution of such budgets. Financial reports
must reflect current costs by the various fund breakdowns in
order to permit management officials to determine progress being
made and to permit prompt revisions of programs to meet changed
conditions.

B1AM REISSUE
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1.11 Coordination of Accounting with Management Information System.
Bureau financial management practices, particularly the. operating
budget, accounting, reporting, and control systems need to keep
pace with the demands of the output-oriented PFB structure of
the Bureau and with the strengthened planning, programming, and
budgeting practices being developed. Accounting systems and
functions must be designed in such a mammer as to facilitate
responsibility-centered reporting under a unified management
information and control system.

BIAM REISSUE
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1.12 Funded and Unfunded Costs. The Bureau's accounting system provides
for both funded and unfunded costs. The two categories of-cost
are not intermingled and they do not lose their identity. In
reporting, however, the unfunded costs may be added to the related
funded costs at any desired classification level, such as appro-
priation, program activity, sub-activity, or cost feature.

* 1.12.1 Funded Costs. Funded costs represent the application of

* appropriation or other fund balances, or the use of other current
working assets, such as prepayments, advances, and inventories
for the accomplishment of Bureau programs.

1.122.2 Unfunded Costs. Unfunded costs represent charges not payable
from existing appropriatioms, such as charges for accrued leave
and for depreciation, losses on the exchange or disposal of
property, and the acquisition of certain property without cost
to the Bureau. Many unfunded costs are "nop-responsibility”
costs. Reporting them in detail would not serve a useful purpose
and would divert attention from costs for which menagement is
held responsible.

A. Depreciation. Depreciation on general fixed assets of the
Bureau will be computed, on a selected basis, when necessary
for unit-cost purposes or for the billing of certain
reimburseable costs. Except for certain construction equip-
ment and facilities, and power projects, depreciation
charges for general fixed assets are used for memorandum
purposes only, and are not reflected in the accounts.
Depreciation is used for selected enterprise operations when
the charge is used in the rate base or when recovered in
billings. Depreciation is not used for irrigation projects
where the capital cost is recovered in repayment contracts
and the replacement of equipment are recovered on the basis
of annual assessments. When depreciation is included as a
factor in reimbursements to an anmual appropriation, the
amount of depreciation involved is not credited to the
appropriation but is deposited in the General Fund of the
Treasury.

B. Accrued Leave. 2 GAO 16.8(a) states, "As a minimm require-
ment, Federal agencies shall accrue in their accounts and
disclose in the financial reports the cost and related

BIAM REISSUE
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liability for accrued anmual leave as of the close of each
fiscal year regardless of whether funds have been made
available to pay for such leave. Net increases or decreases
in such cost should be classified as an operating cost for
the year in agency financial reports.” The Bureau's
accounting system provides a method for inventorying and
entering a liability for accrued annual leave in the general
ledger accounts and for adjusting the liability at the end
of the leave year and at the end of the fiscal year.

Release Lo-2 1/2/69 BIAM REISSUE
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1.13 Coding Principles. One of the major advantages of the use of the
computer is that one entry or "input”" of data, properly coded,
will provide many different types of information, related data,
or "outputs." An objective is to capture as much information at
the source and at the time the transaction originates as is
possible. In some instances the computer is programmed to store
certain financial data in a manner which will permit processing
of subsequent and related transactions without further coding.
Other entries are automatically generated on the basis of document
cross references or on the basis of transaction codes. It is
absolutely essential, therefore, that those respomsible for coding
original documents are properly trained and that financial docu-
ments are reviewed for proper coding before entry into the
accounting system. See Supplement 42 BIAM 12 for detailed listings
of the various financial management and related fiscal codes.

BIAM REISSUE
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1.14 Donations.

1.14.1 Acceptance of Donations.

A. Policy. Under the Act of June 8, 1968, (82 Stat. 171), the
Bureau of Indian Affairs may accept donations of cash or
property to be used for the benefit of Indian people.

Upon receipt of an offer of a donation, our sincere interest
in the proposal should be indicated to the prospective donor.
The donor should not be confronted with delay, frustration,
or confusion. Heads of operating offices at all Bureau
locations will be responsible for seeing that this policy

is carried out.

B. Procedures for Negotiable Instruments, Bonds, and Cash.
(1) The point of first contact will accept custody of the
- donation on an immediate basis. Only those donations
which are of a particular use to the Bureau will be
accepted. Those donations which must be declined will
be handled as follows:

(a) Exercise caution at all Bureau levels in corre-
spondence declining offers of donations. Tact-
fully explain that we have no need for the
donation or we are not able to handle the offer
or both. In any event, express our appreciation
for their interest in Indian welfare.

(b) Furnish the prospective donor with a sufficient
number of referrals to tribal, other Indian,
sectarian, or other service organizations so
that the donor has a full and free choice of
alternatives for his own decision.

(2) Negotiable instruments, bonds, and cash will be immedi-
ately referred to the installation's Finance or
Administrative officer.

(3) Negotiable instruments, bonds, and cash will be deposited
and accounted for under appropriation symbol 14X8563,
Funds Contributed for the Advancement of the Indian
Race, BIA, in accordance with established account]ng
procedures.

(4) Offers of cash or other negotiable instruments of less
than $50 shall generally be declined. Cash in these
amounts arr1v1ng without advance notice will be deposited
and processed in accordance with the procedures of this
section.

BIAM REISSUE
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(5) Negotiable instruments payable to a third party, such
as a tribal organization, are to be referred directly
to the payee with notice to the donor of the action
taken. Instruments payable to the Bureau the proceeds
of which must be conveyed to an Indian individual or
organization are to be deposited. A Treasury check
payable to the third party will then be drawn and
transmitted.

1.14.2 Disposition of Donations.

A. Responsibility and Jurisdiction.

{1) The Central Office shall be responsible for management
of donations designated for the benefit of Indian
people and activities in general.

(a)

(c)

The Commissioner shall determine the manner in
which all donations shall be used by the Bureau
toward achievement of maximum and most beneficial
use.

The Assistant Commissioner for Administration
will execute necessary accounting supervision and
report requirements for the Central Office.

The Assistant Commissioners for Education, Com-
munity Services, and Economic Development shall
each exercise management of donations designated
for use within their respective program
Jjurisdictions.

(2) Area Directors shall exercise management of all dona-
tions designated for use within their respective
geographical jurisdictions. The Assistant Area
Directors for Administration, or those otherwise
exercising Area Office financial and property manage-
ment responsibilities, will execute necessary account-
ing supervision and report requirements for their
respective Area Offices.

(3) The management of donations specifically designated
for the use of specific installations such as irriga-
tion projects and boarding schools will be exercised
by the officer in charge.

BIAM REISSUE
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B. Procedure for Disposition of Designated Donations.
Determination of jurisdictional responsibility shall-be
made immediately on the basis of who the beneficiaries are
to be. Negotiable instruments, bonds, and cash should then
be transferred to the appropriate jurisdiction immediately.

C. Procedure for Disposition of Undesignated Donations.
Donations of all kinds which have not been designated for
specific purposes by donors shall be set aside for such use
as the Commissioner may prescribe. Designation shall be
accomplished as follows:

(1) A special committee is hereby formed for the purpose
of programming use of undesignated donations of all
kinds. The committee membership is composed of the
six Assistant Commissioners and is chaired by the
Deputy Commissioner.

(2) The Assistant Commissioner for Administration shall
be responsible for convening the special committee as
necessary.

(3) The special committee shall meet, determine the dis-
position that should be made of donations, and make
recommendations to the Commissioner for his approval.

BIAM REISSUE
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L2 BIAM 2

2. Accounting Systems and Procedures. In accordance with-2 GAO 28(2),
this and subseguent BIAM Supplements are intended to-describe the
Bureau's financial management and accounting system in detail,
display the forms used, sthie the procedural steps, and illustrate
the reports issued. See the basic manual, 42 BIAM 1 through 1.13
for overall principles and standards.

2.1 -¥initicas. The followihg definitions are intended to clarify
ceouniing and other financial management terms used in the
oun

unting systems and procedures manual:

Jrot

~
~
fols
s -

l‘J »

2.1.1 Account. A financial record of transactions relating to an
appropriation, activity, sub-activity, individual, item of pro-
perty or other type of asset, liability, capital investment,
.element of revenue, or expenditures for a given fiscal period.

2.1.2 Accountabilities. Those items for which a person, or organiza-
tion must render an account, although he or it may not be
personally liable for them. For example, an official is
responsible for the cash and other assets under his control and
must account for them. Moreover, even if a person has disbursed
21l funds confided to his care and has relieved himself of
liability, he is still obliged to account for them, and the
items are, therefore, accountabilities.

2.1.3 Accounting. This term has two general.meanings:

A. The recording, verification, reporting, analysis, and inter-
prevation of transactions, and the designing, installation,
testing, and operation of classifications and systems of
accounts, methods of budgeting, and internal controls. In
their more general uses, accounting and accountancy are
synonymous. Accountancy, however, always has reference to
the entire field of activity, while accounting is often
restricted to particular practices, a related group of
accounts, or the work of accountants.

B. A report of transactions by one charged with responsibility
for assets; the spending of a cash advance, or the carrying
out_of any task. Examples: an accounting for cash disbursed
from an imprest cash fund; a report by an agent to his

principal, often accompanled by a cash settlement for an
amount owing.

BIAM REISSUE

Release 42- 3 2/4/69 FEBRUARY 1984



[_.

RN
F R
i

BUREAU OF INDIAN AFFATIRS MANUAL -SHPPERMENT k2 BIAM 2.1.4

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES

2.1.h

2.1.5

2.1.6

2.1.7

2.1.8

2.1.9

2.1.10

2.1.11

2.1.12

Release L2-3 2/4169

Accounting Entity. A fund, or any subdivision of -the Bd}eau, for

which a complete system of accounts is maintained, and for which
separate financial reports are prepared. Whether or not a
separate accounting system should be instituted depends upon the
legal requirements, or, as a rule, on such factors as the
distance from the general office and the degree of operating
authority and responsibility attached to the management of the
subdivision or office.

Accounting Manual. A handbook of accounting policies, standards,

and practices governing the accounts of the Bureau; it includes
the classification of accounts.

Accounting Period. A period, such as a month or year, at the

end of which and for which financial statements are prepared.
See also FISCAL YEAR.

Accounting Procedure. Methods used in processing accounting

information so that it will be reflected in the accounting records
in an orderly manner.

Accounting Report. A formal statement, with or without narrative,

showing the financial condition of an appropriation, fund, budget,
allotment, or allocation account at a given time, or the results
of transactions or operations for a given period.

Accounting System. A plan including methods, procedures, and

forms for recording, classifying, and summarizing financial and
economic data for a given period of time or a particular
undertaking.

Accounts Payable. The accrued and unpaid amounts due employees

at the end of the accounting pericd, as determined from time
reports, and amounts due contractors or vendors for services,
mzterials, supplies, equipment, rights of way, etc., when
evidence of completion or delivery, and acceptance has been
received by the Bureau.

Accounts Receivable. Amounts owed to the Bureau on open accounts.

Accrual Accounting System. A system in which expenses incurred

and income earned for a given period are reflected and recorded
regardless of whether such expenses are actually paid or whether
such income has actually been collected.

BIAM REISSUE
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2.1.13

2.1.15

2.1.16

Release L2-3 2/4/69

Accrual Basis (of accounting). The method of accounting whereby
revenues and expenses are identified with the specific period
of time such as a month or year, and are recorded as incurred,
along with acguired assets and expenses applicable to the
vperiod, without regard to the date of payment. This is
¢-ctinguiched from the Cash Basis

Lcerued Expenditures. A basis of recording goods and materials
received, and services performed, regardless of vhen ordered or
paid for. The accrued expenditure basis of accounting also
provides for the accumulation of the total outgo of all budge-
tary transactions, which ic required in the budget presentation.
It is based on the accrual basis of accounting. It is the
starting point for direct cost accounting, and responsibility
accounting:. All accrued expenditures are charged to responsible
cost centers. Accrued expenditures represent two types of cost,
(1) used, or expired, and (2) unapplied, prepaid or deferred.
Accrued expenditure accounting as used in the BIA automatically
produces tne following, which is necessary for the cost-type
budget:

(1) Cost-funded

(2) % Change in Selected Resources on Hand (Current
Working Assets)

(3) = Accrued Expenditures

Accrued Income. Income which has been earned up to, or is due
at, a given date, but has not been collected.

Activity. The first major budgetary segment of an appropriation
item. As an example, under the appropriation "Education and
Welfare Services,” there are four activities as follows:

Educational assistance, facilities and services
VWelfare and guidance services

Relocation and adult vocational training
Maintaining law and order

Activities do not necessarily'follow the Bureau's organizational
pattern although they are synchronized with the Bureau s
organization structure. See 42 BIAM 1.5.6.
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2.1.17

2.1.18

2.1.19

2.1.20

Activity Accounting. The classification and accumulati&h of

accounting information by designated activities with the object
of aiding management in the control and evaluation.of activity
operations and in the comparison of performance with activity
planning. ' .

Administration. That organizational segment of management

embracing the supervision and operation of any organization.

Advances for Construction. A liability for money received to

- finance extension of facilities.

Advances Outstanding. Amount of money advanced pursuant to a

statutory authorization in contemplation of the receipt of
goods, travel or other services, or other assets, for which an
equivalent amount of goods and services has not been received.

2.1.21 Agency. This word has two meanings:

2.1.22

2.1.23

A. When used in connection with transactions outside the
Bureau: Any executive department, independent establishment,
or corporation in which the United States has a proprietary
interest, direct or indirect, except a Federal Savings and
Loan Association, or any corporation in which the proprietary
interest of the United.States is evidenced only by preferred
stock or capital notes acquired through the Reconstruction
Finance Corporation or production credit corporations.

B. When used with reference to the Bureau: Any Indian Reserva~
tion or Indian Agency. See Agency and Local Facility.

Agency and Local Facility. For purposes of management and

control, the Area Office jurisdictions have been divided among
geographical, tribal, or administrative districts known as
Agencies, Area Field Offices, non-reservation schools, and
Irrigation projects. Each Agency is under the direction of a
Superintendent, who is responsible for the operation of its
activities and reports to the Area Director., Those units not
designated as Agencies are referred to as Local Facilities.

Allocation. This word has two meanings:

A. Any amount set aside by an agency in a separate appropriation
or fund account for the use of another agency in carrying

Release L2-3 2/4/69 BIAM REISSUE

FEBRUARY 1984



. .rgf/
ERep Yo

BUREAU OF TNDIAN AFFAI.L.S MANUAL SURRLEME™ L2 BIAM 2.1.24

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES

2.1.26

2.1.27

2.1.28

2.1.29

2.1.31

2.1.32°

Release

out the purposes of an eppropriation under its auspices.

B. 4 distribution of an appropriation or fund within a.pre-
seribed amount to a primary organizational component or a
brogram manager for the purpose of making allotments.

~ilcitee. The person responsible for an allotment.

Allotment. An authorization by the head of an organization

the & liocatee) made to another individuval to incur obligations
within a specified amount during & period of time pursuant to
an appropriation or other statutory provision.

Allotment Advice. Document ‘evidencing action taken by an official
of an operating agency making funds available to another office
for ohligation. ' )

Allotment Ledger. A subsidiary ledger which contains an account
for each allotment, showing the amount allotted, expenditures,
obligations, the net balance, and other related information.

Allotment Number. A series of numbers assigned to an allotment
advice, consisting of the identity of the program and the serial

number of the allotment for use in budgetary accounting and
control.

Amortization. The gradual extinguishment of an amount in an
account by prorating such amount over a fixed period, over the
1life of the period during which it is anticipated the benefit
will be realized. The gradual reduction, redemption, or 7
liquidation of the balance of an account according to a specified
schedule of times and amounts.

Annual Appropriation. An appropriation that is available for
incurring obligations only during the one fiscal year specified in
the appropriation act. However, it is available for payments of
such. obligations for two years thereafter.

Applied Tosts. The cost of services, goods, and materials used.

Apportiomment. A determination by the Director of the Bureau of
the Budget as to the amount of obligations that may be incurred
during a specific period (a calendar quarter or the year as a

BIAM REISSUE

b2- 3 2/4/69 FEBRUARY 1984



A
>

[y

BUREAU OF INDIAN AFFAIRS MANUAL SBPRLEMENE 42 BIAM 2.1.33

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES

whole, if the funds in question are available without time
limit or for a non-recurring purpose) under an appropriation,
contract authorization, other statutory authorizations, or

a combination thereof. The amounts so apportioned 1limit the
obligations to be incurred, or when specified, the expendi-
tures to be accrued.

2.1.32 Appropriated Receipts. Collections which, pursuant to law, are
deposited with the Treasury for credit to a specified receipt
account, and for which appropriation by Congress is required to
make the money available for expenditure.

2.1.3k

Appropriation. An appropriation is an authorization by an Act

of Congress to incur obligations for specified purposes and to
make payments therefor out of the Treasury.

A.

Annual Appropriation. An appropriation which is available

for incurring obligations only during one fiscal year
specified in the appropriation act is called an annual
appropriation.

Continuing Appropriation. An appropriation which is avail-

able for incurring obligations until exhausted or until the
purpose for which made is accomplished, without restriction
as to a fixed period is called & continuing appropriation
or a no-year appropriation.

Current Appropriation. An appropriation which is available

for incurring obligations during the current fiscal year is
called a current appropriation or an unexpired appropriation.

Expired Appropriation. An appropriation which is no longer

available for obligation but is still available for disburse-
ment to liquidate existing obligations is an expired
appropriation.

Definite Apvropriation. An appropriation the amount of which

is stated in the appropriation act as a specified sum of
money is a definite appropriation.

-

Indefinite Appropriation. An appropriation, the amoﬁnt of

which is not stated specifically in the appropriation act,

BIAM REISSUE
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but which is determinable at some future date from sources
specified in the act is called an indefinite appropriation.
An example of this type is an appropriation of tribal funds
advanced to an Indian tribe for such purposes as may be
Gesignated by the governing body and approved by the
Secretary or his designee.

G. Iapsed Appropriation. An appropriation, the undisbursed
balance of which, by law, is no longer available for disburse-
ment by the BIA is called a lapsed appropriation.

H. Multiple Year Avpropriation. An appropriation which is
available for incurring obligations for a definite period in
excess of one fiscal year is a multiple year appropriation.

2.1.35 Apgroggiationa Permanent. Continues indefinitely without further

action by Congress. Such appropriations may be in either definite
or indefinite amounts. : :

2.1.36 Appropriation, Unexpired. Is available for obligation.

2.1.37. Appropriation Accounts. An appropriation account is established
to make amounts available for obligation and expenditure from
the Treasury. Appropriation acecounts include not only accounts

to which money is directly appropriated but also revolving funds,
working funds, and trust funds.

A. Oven Appropriation Account. An appropriation account, the
balance of which has not been carried to the successor
account or to surplus, is an open appropriation account.

The appropriation recorded in the account may be unexpired
or expired.

B. Closed Appropriation Account. An appropriation account, the
balance of which has been transferred to the successor
account or to surplus, is a closed appropriation account.
The appropriation recorded in the account is lapsed.

C. - Successor Account. A sSuccessor account is an account estab-

' lished for the payment of obligations applicable to
appropriations\for the same general purposes which have
lapsed or have been discontinued. Such an account is avail-
able indefinitely for the payment of obligations chargeable
to any of its predecessor accounts.

BIAM REISSUE
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2.1.38

2.1.39

2.1.ho

2.1

-

Appropriation Acts and Types. An appropriation act is a law by

which appropriations are made out of any money in the Treasury
not otherwise appropriated. The types of Acts are:

A, Regular Appropriation Act. A regular appropriation act is
the first appropriation act passed for a particular fiscal
year. : :

B. Supplemental Appropriation Act. A supplemental appropriation
act is an appropriation act which changes the monetary
limjtation, the purposes, or both, of an appropriation which
is still availweble for obligation and for payment of existing
obligations, or which establishes an appropriation not in-
cluded in the regular appropriation act.

C. Deficiency Appropriation Act. A deficiency appropriation act
is an appropriation act which changes the monetary limita-
tion of appropriations in order to permit the liquidation of
known or anticipated obligations when the sums appropriated
in previous acts are not sufficient to meet such obligations.

Appropriation Expenditures. The amount of approved vouchers,

claims, or other documents which have been entered in the allot-
ment accounts of an agency as final charges against an
appropriation. Such amount shall be net of refunds received.

Appropriation Receipts. Collections which pursuant to law are

deposited in the Treasury as receipts and appropriated for
specific purposes. Such receipts pertain only to special and
trust fund accounts. :

Appropriation Refunds. Appropriation refunds are derived from

recoveries of advances and recoveries of amounts disbursed in
error which are for credit to an appropriation account. Re-

"~ covery items, such as recovery of a salary overpayment, will

2.1.42

Release

not be included as reimbursements but will be treated as
reductions of payments.

Appropriation Reimbursements. Earnings or collections for

comnodities, work, or services furnished or to be furnished
between appropriations or to an individual, firm, or corpora-
tion, which are to be credited to an appropriation account,
constitute appropriation reimbursements. Appropriation refunds
are excluded from appropriation reimbursements. In the BIA,

BIAM REISSUE
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2.1.hy

2.1.hs

2.1.46

2.1.k7
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in addition to the foregoing provisions, reimbursements include
any advance payments received by a fund.

Appropriation Repayments. Collections which, by law, can be

credited directly to the appropriation accounts. . Appropriation
Repayments include both Reimbursements and Expenditure Refunds
as follows: - :

A. Reimbursements to Appropriations - which represent amounts
collected for commodities or services furnished, or to be
furnished, and which by law may be credited directly to
appropriation. '

B. Refunds to Appropriations - which represent amounts collected
for payments made in error, overpayments, or adjustments
for previous amounts disbursed, including returns of
authorized advances. '

Appropriation or Fund Symbol. A combination of numbers, or of
numbers and the letter "X" or other symbols established by the
Treasury Department to designate a particular appropriation
for accounting purposes. "

Appropriation (Or Fund) Title. An appropriation or fund title is

a descriptive name assigned for purposes of identification to an
appropriation account or accounts or to a fund. The title does
not include a designation of year; hence, there may be three or
more appropriation accounts with one appropriation or fund title
open at one time. Each of these accounts would cover &
different fiscal year.

Appropriation Transfer. An increase or decrease, by Standard
Form No. 1151, Appropriation Transfer Authorization, in funds
available for expenditure.

Average Fmployment. The number of man-years of work performed
within_gp organizational component or activity, expressed as a
single figure, and compared against the number of budgeted
positions available (which represents the ultimate number of
man-years available). - '

Area Office. For burposes of management and control, the

operations of the Bureau have been organized into administrative

BIAM REISSUE
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2.1.kg

2.1.50

2.1.51

2.1.52

2.1.53

2.1.5k

2.1.55

2.1.56
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jurisdictions known as Areas, the headguarters of which are
Area Offices. ZEach Area is under the direction of an Area
Director, who is responsible for the operation of all the
Bureau's programs in the Area and reports to the Commissioner
of Indian Affairs at the Central Office.

Assets. Any property which is of value tc and is owned by or
held in trust by the Bureau.

Avajlable Receipts. ©Special and trust fund receipts which under
law or trust agreement are immediately available in their
entirety to the collecting agency as appropriations for expendi-
ture without further action by the Congress. Excluded from this
category are funds in connection with which the computation of
interest charges or credits necessitates the maintenance of
accounts for unrequisitioned balances of appropriations on the
books of the Treasury.. i T

Balance Sheet. A statement showing the financial position of
a fund, project or other accounting entity at a specific date,
prepared from the books maintained by the Bureau.

Betterment. An addition made to, or change made in a fixed
asset which is expected to prolong its life or to increase its
efficiency, over and above that arising from maintenance, and
the cost of which is therefore added to the book value of the
asset. ’ - o

Books of Original Entry. Those books in which the various
transactions are formally recorded for the first time, such as:
the Journal Voucher, the Cash Receipts Register, the Cash
Disbursement Register, the Accrued Expenditures Register, the
Accounts Receivable Register, and the Allotment Ledger.

Book Value. The amount at which property is recorded in the
accounts before deduction of related reserves or other accounts.

Budget. A plan of financial operation embodying an estimate of
proposed obligations and expenditures for a given period or
purpose amd the proposed means of financing them,

Budget Year. The period beginning July 1 next through the
following June 30. It usually refers to the fiscal year for

BIAM REISSUE
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which estimates are subn;itted, or for the fiscal year for which
estimates are being considered by the BOB and Congress.

Budgetary Account. An account which reflects operations and
conditions relating to an appropriation, such as estimated
allotme"nts, estimated receipts, reimbursements, and outstanding
obligation, ’

Budge bontrol. The control or management of operations in
accordance with apportionments and approved budgets with a view
of keeping expenditures and obligations Within the authorized
amounts., .

Budgetary Reserve. Reserve of appropriated funds made by the
Bureau of the Budget, the officials within the Department, BIA,
or the allocatees reflecting savings Possible through changes
in requirements, greater efficiency of operations, or provision
for contingency purposes.

Capital Additions. Additionms to capital assets and their
financing. '

Capital Expenditure. An expenditure intended to benefit future
periods, in contrast to an operating expenditure, which benefits
& current period; a capital charge; the tem is generally
restricted to expenditures that add fixed-esset units or that
have the effect of increasing the capacity, efficiency, or span
of life of existing fixed assets > & capital addition. It may
represent a fixed or movable asset > & loan, or gn investment.

As used in this manual capital expenditures represent the capital
outlay for the annual budget cycle.

Capitalize. To record and carry forward into one or more future
Periods any expenditure the benefits or broceeds from which will
then be enjoyed; to debit or add to any asset account; see
capital expenditure, ‘

Larry-over. Amount of appropriated funds or unliquidated
obligations remaining on the last day of a fiscal year, which,
by law, are autamatically available for obligation or expendi-
ture in the Succeeding fiscal year. : .

Ceiling Position. A financeable position that is included under
the position ceilj established by the Bureau of the Budget.

BIAM REISSUE
FEBRUARY 1984



BUREAU

42 BIAM 2.1.65

2.1.65

2.1.66

2.1.67

2.1.68

2.1.69

2.1.70

2.1.71

ACCOUNTING SYSTEMS AND PROCEDURES

Certifying Officer. A person who attests to the existence of

facts legally required to support a payment from an appropriation
or fund (see Act of December 29, 1941, 55:Stat. 875).

Change in 3elected Resources. Entry in the BOB budget: schedules

and cost report representing the increase or decrease in those
resources which have not become’ cost, such as inventories,
advances, and outstanding orders. These amounts are used to
reconcile cost to obligations. 1In the system of accounts for
the BIA the selected resources are accounted for in two cate-
gories; namely, resources on hand (current working assets)
and resources on order (oupstanding orders).

Chart of Accounts. A list of accounts systematically arranged,

applicable to a specific activity or accounting entity, giving
account names and numbers, if any. A chart of accounts, accom-
panied by descriptions of their use and of the general operation
of the books of account, becomes a classification or manual of
accounts, i

Classification of Accounts. A list of accounts, systematically

grouped, suitable for a particular organization, with descrip-
tions setting forth the meaning, function, and content of

each account and the relation of one to another; frequently
accompanied by designs and descriptions of the records to be
kept, the forms to be used in recording transactions, instructions
covering their use and disposition, and the maintenance of con-
trols. See Accounting Manual.

Clearing Account. An account used to accumulate total charges

or credits for later distribution among the accounts to which
such charges or credits are properly allocable.

Codification. A number or distinctive symbol attached to an

account, entry, invoice, voucher, or other record or document,
serving as a device for distinguishing the members of a class

of items from each other and as an index. Examples: the
symbolization accompanying the classification of accounts; the
numbering of recurring monthly transactions so as to indicate
the month and nature of the entry; the mumbering of invoices or
vouchers so that the number reveals the date or period of entry.

Commitment of Funds. An amount administratively earmarked for

future obligations against available funds. These commitments

BIAM BEISSUE
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must be supported by documents showing an intent to obhga.te ‘
funds.

2.1.72 Common Cost Center. Cost center under which joint or common
costs, sometimes called "overhead" are accurmlated. A cost center
which does not produce an end service or product but which pro-
vides support to other cost centers.

'2.1.73 Consolidated Working Fund. An account established to receive
(and subsequently disburse) advance payments » pursuant to law,
from other agencies or bureaus.

2.1.74 Construction Work in Progress. The cost of construction work
accomplished up to a given date but not yet conmleted (see
also Work in Progress.)

2.1.75 Contingency Fund. A reserve éstablished to provide funds to
cover latent or unforeseeh conditions not included in the estimates.

2.1.76 Continuing Appropriation (No Year). An appropriation that is
available for incurring obligations until exhausted or until the
purpose for which it was made has been accomplished, without
restrictions as to a fixed period of time.

2.1.77 Contract Authorization. A statutory authorization under which
contracts or other obligations may be entered into prior to an
appropriation of funds for the payment of such obligations.

2.1.78 Contracting Officer. An official to whom authority has been
delegated to incur obligations on behalf of the Government. See
Procurement Officer.

2.1.79 Contributions in Aid of Construction. Cash or other assets
contributed or donated to a project or an agency for the purpose
of financing wholly or in part extensions of facilities.

2.1.80 Controlling Account. An account, usually kept in the General
. .ledger, which receives the a.ggregates of the debit and the
credit postings to a mumber of identical, similar, or related
accounts called "subsidiary accounts," so that the balance equals
Lthe aggregate of the balances in these accounts. This serves as
a check upon the mathematical accuracy of the detail ledger
postings and frees the control ledger of a mass of detail.

BIAM REISSUE
Release 42-3 2/4/69 FEBRUARY 1984



BUREAU OF INDIAN AFFAIRS MANUAL SURRREMENT L2 BIAM 2.1.81

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES

2.1.31 Cost. The use or application of goods and services, ‘regardless
of when ordered or received. When the term is used in
comnection with current operations it is referred to as Current
Operating Cost; when used in connection with fixed and movable
properties it is referred to as Capital Cost: Any unused goods,
or undistributed charges are referred to as unapplied costs.

2.1.82 Cost Accounting. The method of accounting which provides for
the assembling and recording of all the elements of cost incurred
(goods and services used) to accomplish a purposz, to carry on
an activity or operation, or to complete a unit of work or a
specific job. In the BIA cost accounting is done by cost
centers and the underlying classifications such as projects,
expenses, and objects.

2.1.83 Cost-based Budget. A budget for each appropriation titie, for
which each program is stated on the basis of the value of all
resources consumed or used. For operating programs the costs
represent the value of goods and services used, which are con-
sidered as expenses. For capital outlay programs the cost of
public works or construction will cover the value of work put in
place. For loan programs the amount of the loans made represent
capital outlays or Capital Costs. Under the cost-based budget
all expenditures are considered as costs -- either applied or
unapplied. Cost-based budgets are reconciled to "obligations
incurred” by the following equation.

. Costs (Consumed or Applied) 50
- Changes in Resources on Hand

(Current Working Assets - or

Unapplied Costs) +20
+ Expenditures for the Period 70

- Chi es in Resources on Order
an%Unfilled Orders and Contracts) +30

Total Charges to Appropriation
(Obligations Incurred) 100

2.1.84 Cost Center. A division or sub-division of anorganization. A
group of “people or machines or both, or a single facility and
its operating force. A cost center generally has a distinct
physical entity, but in many cases the group deals with

BIAM REISSUE
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2.1.85

2.1.86

2.1.87

2.1.88

2.1.89

2.1.90

2.1.91

non-physical resources, such as loans and investments, or
administrative activities. A cost center is identified with
organization responsibilities; its performance can be measured
and its performance responsibility assigned to specific
individuals. Generally, the next level in the organizational
siructure is a group of cost centers, which may be an activity
or sub-activity. In some cases an organizational unit may have
only one cost center. There are three types of cost centers,
Drimary service, common services, and distributive and clearing.

Cost Ledger. A subsidiary record in which each Jjob, production
center, process, operation, product, or service is given a
separate account to which all items entering into its costs are
posted in the required detail. Such accounts should be arranged
and maintained in & manner which will permit the results to be
reconciled with and verified by a control account or accounts in
the General Ledger.

Cost Records. A1l ledgers, supporting records, schedules, reports,
invoices, vouchers, and other records and documents reflecting

the cost of projects, Jjobs, production centers, processes,
operations, products, or services, or the cost of any of the
component parts thereof. '

Cost Unit. A term used in cost accounting to designate the unit
of product or service whose cost is computed. These units are
selected for the purpose of comparing the actual cost with a
standard cost or with actual costs of similar units produced
under different circumstances, or at different places and times.
See also Unit Cost and Work Unit.

Current Authorization. This is an authorization of funds enacted
by Congress in or immediately preceding the current fiscal yeer.

Current Budget. The budget in force during the current fiscal
year. :

Current Expenditure. An expenditure covering an operating cost
for the current period, or for acquiring a current working
asset, such as for stores, advances, or any prepaid expenses.

Current Working Assets. The amount of assets currently available,
other than Funds with Treasury, such as inventories, travel and
other advances, prepaid expenses, and deferred charges, which are
available for carrying on the activities of an appropriation.

BIAN REISSUE
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These are also referred to as "Selected Resources on Hend,"

and are a part of the selected resources items used in the budget
presentation. See BOB Circular A-11, Section 32.3 Application
of Cost Concepts.

Current Year. The period beginning July 1 last through June 30.
It refers to the fiscal year in which operations are actually
taking place.

Definite Authorization. A definite authorization is one the
amount of which is stated as a specific sum at the time the
authorization is made (whether in an approprmatlon act or other
law.)

Deferred Debits. Expenditures which are not chargeable to the
period in which made, but are carried on the asset side of the
balance sheet pending amortization or other disposition.

Deferred Credits. Credit balances or items which will be spread
over the following accounting periods as an addition to income.
Collections made in advance represent an example of the latter.

Deobligation. The cancellation of an obligation (e.g., a
purchase order for supplies), thereby releasing to an unobligated
balance funds previously reserved.

Deposit.

A. Money placed with a bank, the Treasury of the United States
or other institution, or with a person, either a&s a general
deposit subject to check or as a spec1al deposit made for
some specified purpose.

B. Securities lodged with a banking or other institution or
with a person for some particular purpose.

C. Sums deposited by customers for electric meter charges and
guarantees, water, etc., and by contractors and others to
acccmpany and guarantee their bids.

Deposit Fund A fund establlshed to account for recelpts that

are either held in suspense temporarily and later refunded or paid
into some other fund of the Govermnment (formerly referred to as

BIAM REISSUE
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2.1.101

2.1.102

2.1.103

2.1.104

2.1.105
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special deposits), or held by the Government as banker or agent
for others and paid out at the direction of the owner or
administrator (such as Individual Indian Monies). Such funds
are not available for paying salaries, expenses, or other

expenditures of the Govermment.

Deposit in Transit. The amount of cash transmitted to a
depocitary for which an accomplished Certificate of Deposit
has not teen received. .

Depositary. A financial institution with vhich funds are

deposited.

-Depreciation. The loss in servicde value of physical plant or

equipment not restored by current maintenance and incurred in
connection with the consumption or prospective retirement in
the course of service from causes which are known to be in
current operation. Among the causes to be given consideration
are wear and tear, decay, action of the elements, inadequacy,
obsolescence and changes in demand and requirement of public
authorities.

Designated Accounting Office. Any office officially designated

by the Bureau as an Accounting Office.

Direct Cost. The cost of any good or service that contributes
to and is readily ascribable to the output of a cost center,
and any other cost incurred by the cost center being regarded
as a fixed or period cost.

Direct Costing. The Process of assigning costs as they are
incurred to a cost center, either Primery service, common service,
or distributive and clearing. The direct costing is not a com
Plete costing plan-in itself, but provides the framework for

many types of cost findings and cost analysis.

Directﬁ%gbor. Labor directly expended or applied in productive
ocperations as distinguished from overhead or labor not directly
connected with a productive process.

Direct Materials ang Supplies. Materials and supplies which
can be identified with a particular product or service, the
costs of which are charged directly to it.

BIAM REISSUE
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2.1.108

2.1.109

2.1.110

Disbursements., The amount of expenditure checks issued and
cash payments made, net of refunds received. Disbursements
shall include all advances; including trave! advances. They
shall exclude amounts of non-expenditure documents which are
issued for the purpose of accomplishing transfers, as defined
herein. Net disbursements represent gross disbursements less
collections credited to the account and acknowledged by a dis-
bursing office or depositary baunk,

Disbursing Officer. An officer authorized to make cash pay-
ments or draw checks on' the Treasurer of the United States or

.other authorized depositary in payment of obligations of the

United States, and to collect and deposit public moneys to his
credit, such as a Regional Disbursing Officer of\the Treasury,
or an Indian Service Special Disbursing Agent.

Distributive Cost Center., A cost center under which current

working assets, such as inventories, travel advances and other
advances, and prepaid expenses, are accounted for until used
or expired. The charges to distributive cost centers are
transferred to the using cost centers and become a part of the
responsible cost of the benefiting centers. The difference
hetween the charges to these accounts and the credits (the
transfers to the primary and common cost centers) represent
the Changes in Resources on Hand and provide an automatic
reconciliation between cost (goods and services used) and the
accrued expenditures (goods and services acquired) .

Double Entrv. A system of bookkeeping which requires, for

every entry made to the debit side of an account or accounts,

an entry for the corresponding amount or amounts to the credit
side of another account or accounts. Double-entry accounting

involves the maintaining of accounts for (1) assets and other

resources, (2) liabilities, other credits and the net equity,

and (3) the revenues and expenditures.

BIAM REISSUE
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Employment Ceiling. A limitation reflecting the mmber of
employees "permitted on the rolls at a given time.

Entry. (1) The record of a financial transaction in its
appropriate book of ‘account s (2) The act of recording a trans-
action in the books of account;. ;

Ecuipment. Physical Property of a more or less Permanent nature,
ordinarily useful in carrying on operations, other than land,
buildings, or improvements to either of them. Examples are:
machinery, tools, trucks, cars, ships, furniture, and
Turnishings. :

-Estimated Cost. A calculated amount &s distinguished from an

actual outlay, based upon prior cost experience, rrevailing
wages and prices, and anticipated future conditions, for the
burpose of budgetary control or reimbursement.

Exception. This term has two meanings:

.

A. A qualification by an auditor in his report, in dictating
a limitation as to the scope of his audit or disagreement
with or doubt concerning an item of a financial statement
to which he certifies.

B. A written notification by the Comptroller General to a
spending agency expressing disagreement or doubt concerning
an item of expenditure he has examined; if the agency's
subsequent explanation is unsatisfactory, a disallowance
is declared, and the certifying or disbursing officer is
required to recover the amount from the payee, reimburse

the Treasury out of his own pocket, or seek relief from the
Congress.

brogram management system which deals with the development
of this plan.

-

BIAM REISSUE

Release 42-3 2/4/69 FEBRUARY 1984



BUREAU OF INDIAN.AFFATRS MANUAL SUERSERPNI_ 42 BIAM 2.1.117

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES

2.1.117

2.1.118

2.1.119

2.1.120

Exhibit: A balance sheet or other principal financial state-
ment. Any statement or other document that accompanies or is
part of a financial report. See also Schedules and Statements.

Expenditure. The incurring of a liability; or payment in cash,
for the purpose of (1) acquiring an asset or a service,

(2) making a contribution, or gift, for which the BIA may not
receive an asset or a service, or the settling of a claim or
loss. It also means the total definite outgo from an
appropriation, except transfers out and lapses. It includes
travel and other advances. It does not include encumbrances,
outstanding orders (obligations) or commitments. The term
expenditure as used in this manual represents accrued

expendi tures.

The BOB Circular A-11 defines expenditures as follows:
"Expenditures will be reported and estimated on a 'checks-
issued, net' basis. This means gross payment of obligations
(issuance of checks) less refunds (and reimbursements where
applicable) received and credited to the appropriation or

fund accounts. Expenditure figures for the past year must
agree with expenditures which will be reported in the Treasury
Department's Combined Statement." :

The above explanation includes all expenditﬁfes, including
travel and other advances. It is on the cash basis, and is
the same as disbursements defined therein.

Expenditure Refund. A recovery of previous expenditures erro-
neously made which is entered in the accounts as a reduction of
expenditures., This term does not include refunds identified
with lapsed appropriation, such refunds being credited to
miscellaneous receipts.

nse. An expired cost. Any item or class of cost or loss
from carrying on a cost center or activity; a present or past
expenditure defraying a current operating cost or loss; an item
of capital expenditure written down or off. It is used to

. measure the input-of a cost center in terms of work tasks. It

may be ‘& sub-division of the object classes, or a grouping of

‘different objects, or sub-objects. The purpose of this classi-

fication is to assist supervisors in planning, and in making
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2.1.121

2.1.122

2.1.123

2.1.124

2.1.125

estimates for input werk. This classification indicates the
purpose for which the cost was incurred, or the reason for the
changes. As contrasted with the object class, this indicates
why the cost was incurred, and not just the nature of what was
used, :

Explosion Report. A report for which data. as originally

gathered and recorded, according to the legal and accounting
reguirements, is re-arranged for special presentation or analytic
purpose, but the data iz traceable to original input and con-
irolled totals. Explosion reports may cut across organizational
lines, legal fund entities, and appropriations. The reports may
be presented under concepts different from those used in
Presenting accounting reports, such as economic concepts.

Finance Office. The organizational ﬁnit regponsible for main-

taining accounting records, including the Allotment Ledger,
General Ledger, and Work Order ledger and which transmits
Disbursement Vouchers and Schedules of Collections direct to
the Disbursing Office. Generally relates to the Area Offices.

Pinance Officer. The employee in charge of a Finance Office.

Financial Plan. A comprehensive plan which limits obligations,

expenditures or costs, within the object classifications,
activities, and programs to those set forth in an approved
apportionment in order to achieve a balance in fund requirements.

Fiscal Year. The period beginning July 1 and ending June 30

of the following calendar year. The fiscal year is designated
by the calendar year in which it ends. A twelve-month period
selected for accounting burposes. The fiscal year for the
Bureau of Indian Affairs begins on July 1 and ends on June 20
of the following calendar year, bearing the date of the latter
year. .

A. Prior Year (Abbreviated: IQPY). The fiscal year immediately
Pregceding the Current Year. .

B. Budget Year (Abbreviated: 10BY). The fiscal year for which
budget est;mates are submitted.

C. Current Year (Atbreviated: 19CY). The fiscal vear in prog-
ress, immediately preceding the Budget Year.

Release U2-3 2/4/69 BIAM REISSUE
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2.1.126 Five-Year Plan. A projection of programs and funding reaulrements
under existing and proposed legislation for the budget year and
the four years follOW1ng it.

2.1.127 Fixed Assets. Assets of a 1ong-tefm character which are intended
to continue to be held or used, such as land, buildings,
machinery, furniture, and other equipment.

2.1.128 Fixed Budget. A budget providing firm allowances for individual
activitids, or firm allowances that do not vary with the volume
of production or other overall measure of work done.

2.1.129 Fixtures. Attachmenis to buildings which are not intended to be
removed and which can not be removed without damage to the
buildings.

2.1.130 Flexible Budget. A budget containing alternative allowances to
organizational subdivisions buased on varying rates of production
or other measures of activity; a budget subject to change as
operations proceed.

2.1.131 Force Account. A term used to describe the method whereby the
Bureau carries on a construction or major improvement program
by using its own employees 1nstead of the services of private
contractors.

2.1.122 Forfeiture. The automatic loss of cash or other property as a
punishment for not complying with legal provisions and as
compensation for the resulting damages or losses.

2.1.133 Function. A group of services aimed at accomplishing a certain
purpose or end. For budget and accounting purposes, & major
element of an integrated program in terms of a clearly defined
type of operation. See Activity.

2.1.134 Functional Control. The power and duty to prescribe policies and
procedures, to require compliance therewith, and to review or
audit activities within the area of respon51b111ty.

2.1.135 Fund. Funds as used by the Bureau are dlvided into five cate-
gories, defined as follows:

Release 42-3 2/4/69 BIAM REISSUE
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A. The General Fund is the fund into which all receipts of the
United States Government are covered, except thosé from
specific sources required by law to be covered intoocther
designated funds, and from which appropriations are made by
Congress to carry on the general and ordinery operations of
the Govermment.

B. A Special Fund is a fund into which are deposited receipts
of the United States Govermment from specific sources
designated by law and which are restricted to use, or

expenditure, for the purposes designated by law in respect
to such fund. . :

.C. A Revolving Fund is a fund established by law either:

(1) To finance a continuing cycle of operations, with
receipts derived from such operations available in
their entirety for use by the fund without further
action by Congress; or

(2) To facilitate accounting for an operation which is
financed by two or more appropriations of an agency.

D. A Deposit Fund is a fund established to account for receipts
that are either:

(1) Held in suspense, temporarily, and later refunded
or paid into some other fund of the Govermment; or

(2) Held by the Goverrment as banker or agent for others.

E. A Trust Fund is a fund into which are deposited receipts
which are accepted and administered in a trust capacity,
and which can be expended, used, or invested only in

accordance with the conditions of the trust or trust
agreement.

2.1.136 Funded~Costs. The use of an appropriation and other current
working assets, (selected resources on hand) such as inventories,
advances and prepaid expenses. The other current assets include
those procured in prior years by the same appropriation (title)
as well as amounts received without reimbursement for direct

BIAM REISSUE
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<.1.32

2.1.138

2.1.1k0

2.1.1

2.1.1k2

~accompanying narrative. -

use by the activities of the appropriation. As used in this
manual the term "funded" has basically the same meaning as used
in commercial accounting for a Sources and Application of

Fund Statement. In general, funded costs are related to
appropriation expenditures as follows:

Funded Costs ' $100
z Changes in Current Working Assets +10
- Goods and Services Transferred

for Direct use by the Activities
of the Appropriation -20

Appropriation Expenditures $ .
Funding. Obtaining necessary funds for a program, and admin-
istering the funds to carry out the objectives of the program.

General Fund. The fund within the Treasury Department into
which are deposited all receipts of the United States Govern-
ment, except those from specific sources required by law to be
deposited into other designated funds.

General Ledger. A book or other device which contains the
accounts necessary to reflect in summary or in detail the
financial operations and the financial condition of a
governmental unit.

Goals. The specific end results a particular organizational
component of the BIA is expected to achieve, usually over a
period of years. They are set forth in the planning phase of
tne program management system and the multi-year program and
financial plans submitted to the Bureau of the Budget.

Grants. Amounts paid States, tribes, associations, or
individuals under approved grant programs.

Iilustration. A pro-forma financial or statistical statement
or schedule, & chart, a graph, or other device to explain or
describe jn detail the subject matter referred to in the

-

Impounded Funds. Funds availabie pursuant to provision of law
but administratively withheld for burposes of savings, reappor-
tionment, or deferred expenditures.

Release 42-3 2/4/69 - . BIAM REISSUE
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2.1.144 Imprest Funds. A cash fund from which payments are made at
the time purchase transactions occur or to provide reimburse-
ment for taxi fares or smell supply purchases incurred by an
aathorized individual.

2.1.1k5 Imprest System. A system for handling minor disbursements
whereby & fixed amount of money, designated as Petty Cash, is
set aside for this purpose. Disbursements are made from time
to time as needed. At certain intervals a report of the amount
disbursed is rendered and Petty Cash is replenished for the )
amount of the disbursements, ordinarily by check drawn on the
appropriations or funds from which the items are payable. The
total of cash on hand plus unreplenished disbursements must

~ always equal the fixed Petty Cash Account.

2.1.146 Improvements. Buildings, other structures, and other attach-
ments or amnnexations to land which are intended to remain so
attached or annexed, such as sidewalks, trees, drives, tunnels,
drains, and sewers.

2.1.147 Income Statement. A statement setting forth the incame earned,
the expenses incurred, and the excess or deficiency of income

compared with the expenses, in the operation of a project
or activity.

2.1.148 Indefinite Authorization. The amount is not stated as a specific
sum when the authorization is made, but is determinable only at
some future date, such &s an appropriation for all or part of
the recelpts from & certain source.

2.1.149 Indirect Labor. Labor which can not be directly identified
with the specific furtherance of any construction, operation,

or productive process, but which, nevertheless, does further
general operations.

2.1.150 Indirect Cost. An item of cost (or the aggregate thereof)
which is incurred for joint obJectxves and conseguently cannot
be specifically identified with a single final objective. In
the BIA all indirect costs are accounted for in the common

_serv1ce cost centers or in the distributive cost centers and
clearing accounts.

2.1.151 Imput. Tne cost of the resources (goods and services used in
the operations of an organizational unit. As used in computer

BIAM REISSUE
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operations, it is information data, or instructions*goiﬁg into
the computer system.

2.1.152 Internal Control. A plan or organization under which employees'
duties are so arranged and records and procedures so designed
as to make it possible to exercise effective accounting control
over assets, liabilities, revenues, and expenditures. Under
such a system the employees' work is subdivided so that no one
employee performs a complete cycle of operations. For instance,
an employee handling cash would not post the accounts receivable
records. The procedures to be followed are definitely pre-
scribed and require proper authorizations by designated offi-
cials for all action to be taken.

2.1.153 Intragovermmental Fund. A type of revolving fund which derives
its receipts primarily from other funds and appropriations.

2.1.154 Inventory. A detail list showing quantities, descriptions, and
values of property. It may also include units of measure and
unit prices. The term is often confined to consumable materials,
but may also cover movable property.

2.1.155 Investments. Securities, including those issued by a govern-
mental unit, or other property ‘in which money is invested either
temporarily or permanently.

2.1.156 Job Account. An account pertaining either to an operation
which occurs regularly {a "standing order"), or to a specific
piece of work (a"job order"), showing all charges for material
and labor used and other expenses incurred, together with any
allowances or other credits. '

2.1.157 Journal Voucher. A voucher provided for the recording of certain
transactions or information in place of or supplementary to
the journals or registers, The journal voucher usually con-
tains an entry or entries, explanations, references to
documentary evidence supporting the entry or entries, and the
signature or initials of one or more properly authorized
officials.

2.1.158 Justification. An explanation in support of the budget
' estimates.. They can consist of narrative statements, statis-
tical and geographical presentations, etc. which outline the

BIAM REISSUE
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2.1.159

2.1.160

2.1.161

2.1.162

2.1.162

2.1.164

2.1.165

2.1.166

2.1.167

objectives and plans for achieving the objectives of an”
operating program.

language Sheet. A temm employed in Federal Govermment Agencies

to designate the administrative draft of the narrative of an
appropriation bill accompanying the submission of an Agency's
budget to the Congress.

Lapse. As applied to appropriations, this term denotes the
automatic termination of an appropriation upon the expiration
of the term or fulfillment of the purposes. As applied to
Personal Services, the term denotes savings due to delry in
filling vacancies, lag in recruitment for new positions, part-
time employment, and absences without pay, offset by terminal
leave payments. '

Légger. Any medium for collectiﬁg financial information under
separate account titles.

Liabilities. The amounts owed for goods and services received,
other assets acquired, and performance accepted. This includes
amounts administratively approved for payment of pensions,
awards, and other indebtedness not involving the furnishing of
goods and services.

Limitation. A statutory restriction within an appropriation or
other authorization or fund which establishes the maximum
amount which may be used for specified purposes.

Iiguidation. The process through which an obligation is dis-
bursed or paid.

Look-Up Table. A listing or table which relates the uniform
accounting code numbers with the internal machine numbers,
together with a description of the accounting classifications
used. See definitions for the uniform accounting code and the
internal machine code.

Maintenance. The upkeep necessary for efficient operation of

. pPhysical properties.

Management Fund. A working fund authorized by law to facilitate
accounting for and administration of intragovermmental activities

BIAM REISSUE
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2.1.168

2.1.169

2.1.170

2.1.171

2.1.172

2.1.173

2.1.174

(other than a continuing cycle of operations) which are
financed by two or more appropriations.

-

Mandatory Items. Refers to those itéms which are instituéed or

controlled by established legislation or policy, or & modifi-
cation of the time cycle (nmumber of days in a fiscal year).
Changes, in terms of cost requirements, usually occur to one
or more of them in any particular fiscal year,.

Man-Year. The unit of work performed by one employee in one-

year in one position. It is used as a basis of wages and cost
funding, and computed at 2,080 hours per year.

Mission. That which is to be accomplished, as directed by
competent higher authority. It is the primary target or a basic
plan of action for an activity.

Multiple Year Appropriation. An appropriation which is avail-

able for incurring obligations for a definite period in excess
of one fiscal year. Moreover, it is available for the payment
of such obligations for two years thereafter.

Net Book Value. When applied to property, the book value, less

related depreciation and replacement reserves.,

Net Income. The excess of income over all expenses deductible

therefrom.

New Obligation Authority. The sum of new authorizations to

incur obligations. New obligational authority includes
appropriations other than appropriations to liquidate contract
authorizations, authorizations to expend from debit receipts,
and reappropriations or reauthorizations of unobligated
balances of these authorizations.

A. Definite Authorization. One the amount of which is stated
as a specific sum at the time the authorization is made
(whether in an appropriation act or other law)

B. Indeffnite Authorization. One the amount of which is not
stated as a specific sum when the authorization is made,
but is determlnable only at some future date,. such as an

BIAM REISSUE
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appropriation of all or part of the receipts from a
certain source.

C. _Permanent Authorization. One automatically becoming avail-
able by virtue of standing legislation, without current
action by Congress.

D. Current Authorization. One enacted by Congress in or
immediately preceding the fiscal year. i

2.1.175 Nonappropriation Transfer. The transfers of costs only from

2.1.176

one project, activity, or governmental agency to another, where
funds are not involved in the settlement of the transfer. Such

- transfers do not affect the status of unexpended appropriations

or allotments.

Object Classification. An analysis of funds or monies cate-

gorized according to the type or nature of services, articles,
or other items involved, e.g., personal services, supplies and
materials, and egquipment.

2.1.177 Objective. The specific statement of organized work to be under-

2.1.178

taken to accomplish planning goals during a fiscal year.

Obligated Balance. The portion of the unexpended balance of an

account reflecting an amount equal to outstanding obligations
applicable to that particular account.

2.1.179 Obligation. Obligations include orders placed, payrolls, travel

2.1.130

2.1.181

authorizations, etc., and all other transactions which legally
reserve the appropriation for expenditure.

Obligational Authority. Approval to incur obligations for speci-

fied purposes and to make expenditures within a specified amount.
(This includes enacted appropriations, trust fund limitations,
carry-over balances, etc.)

Obligations Incurred. Obligations that will require future

payment of money for orders placed, contracts awarded, and
services performed, supported by executed documents during a
given period. The net cumulative obligations for a period equals
the accrued expenditures plus outstanding orders at the end of

BIAM REISSUE
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the period minus the outstanding orders at the beginning of
the period.

Amounts of orders placed, contracts awarded, services received,
and similar transactions during a given period requiring
disbursement of money. Such amounts shall include disburse-
ments not preceded by the recording of obligations, and shall
reflect adjustments for differences between obligations and
actual disbursements.

2.1.182 Operating Budget. A budget, currently revised, which is the

2.1.183

basis of budget authorization, funding, and financial control
of obligations, costs, and expenditures, in the execution of
a program or programs. It is an internal budget and it is to
bé distinguished from the President's budget which is used to
Justify appropriation requests. A cost-based budget for a
responsible cost center.

Operating Expenses, 'Expenses necessary to the maintenance of

the Bureau activities, the rendering of services for which
operated, the production and disposition of products, and the
collection of the revenue.

2.1.184 Operating Program. The major organizational components of the

2.1.185

2.1.186

2.1.187

Release 42-3 2/4/69

Bureau of Indian Affairs, grouping related work areas and
functions, and concentrating responsibility for their accom-
plishment and execution.

Operating Statement. A statement summarizing the Tinancial

operations of an activity for an accounting period, as
contrasted with a balance sheet, which shows financial
condition at a given moment of time.

Operating Unit. One or a number of similar units of‘an

activity, such as a school or hospital, or a group of similar
units, to which planning, responsibility, and authority have
been delegated, and for which operating statements are
prepared,,

Organizational Unit: Any administrative subdivision of the

Bureau, especially one charged with carrying on one or more
functions or activities.

B1AM REISSUE
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Other Benefits. Costs to an appropriation relating to the

Govermment's share of emwployee benefits, e.g., retirement,
FICA, insurance, and health benefits.

2.1.189 Output. The cost of the goods or services produced in the

2.1.190

2.1.191

2.1.19

2.1.193

2.1.194

2.1.195

2.1.196

Release b42-3 2/4/69

operations of an organizational unit. As used in computer
operations, production of the computer or EAM routine or
system; a report, a tape, cards, etc.

Over-Obligation. The incurring of obligations in excess of

funds received through an allotment or other devices.

Overnead. All those elements of indirect cost necessary in the
- production of an article or the performance of a service,

which are of such nature that the amount applicable to each
unit of product or service cannot be determined readily or
accurately, and are usually, therefore, allocated on some
eguitable basis. Generally they relate to those objects of
expenditure which do not become an integral part of the
finished product or service, such as rent, light, supplies,
management, supervision, etc.

Part-Time Employee. One who works on a prearranged schedule

of hours or days or work which is less than the prescribed
hours or days for full time employees in the same group or
class. An employee in this category may be filling either
a permanent or a temporary position.

Past Year. The period from July 1 through June 30 (past).

It refers to the fiscal year immediately preceding the current
fiscal year.

Performance Budget. A budget based on program functions and

projects which would focus attention on the general character

and relative importance of the work to be done or the services
to be rendered, rather than on the things to be acqulred, such
as personal services, oupplles, ete.

Permanent Authorization. This type is one which autcmétlcally

becomes available by virtue of standing leglslatlon, without
current action by Congress.

Permanent Position. One establiShed without time limit or for

a limited period of more than a year, or which has been

BIAM REISSUE
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2.1.197

2.1.198

occupied for a year or more, regardless of the intent when it
was established.

Perpetual Inventory. A system whereby the inventory by units of

property at any date may be obtained directly from the records
without resorting to an actual physical count. An account is

provided for each item or group of items to be inventoried,

so devised as to show the balance on hand at any date, subse-

quent additions and withdrawals, and the resulting balance in

units and frequently also in value.

Personne) Costs. The net cost to an appropriation for salaries

of employees regardless of type of appointment during a given
period. .

2.1.199 Plaming. The prbcess of translating the broad legislative,

political, social, economic and administrative requirements of
the Bureau of Indian Affairs into broad courses of desired
action moving toward identifiable end results.

2.1.200 Position Management. A plan designed to achieve and maintain

position structures which provide an optimum balance among the
many complex and divergent considerations concerning effective-
ness. It includes the evaluation of the need for positions and
required skills and knowledge; and the organization, grouping
and assigmment of duties and responsibilities among all
positiong,

2.1.201 Posting. The act of transferring to an account in a ledger the

2.1.202

2.1.203

2.1.204

Release k2-3 2/4/69

data, either detailed or summarized, contained in & book or
document of original entry.

Prepaid Expenses. Expenditures that have been made but which

are entered on the records for future benefits or use, such
as prepaid rent, insurance, etc.

Procurement Officer. The official responsible for placing the

Purchase Orders and other types of purchase contracts.

Pro Forma. For form's sake; an indication of form; an example.

The term is used in conjunction with a noun to denote merely a
sample form, document, statement, certificate, or presentation,
the contents of which may be either in whole or in part
hypothetical, actual facts, estimates, or proposals.

BIAM REISSUE
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2.1.205 Program. A broad grouping of the maximum number of activities
Yo irogram ng
and organizationally-related work areas.

2.1.206 Program Document. The publication which sets forth the details,
i.e., objectives, time-placing, cost, and manpower levels for
the program.

2.1.207 Program Factors. Broad indicators of the level of program
activity; accomplishment, or progress. They serve as a basis
for appraisal of program accomplishment or progress in review
and analysis.

2.1.208 Programming. The organized expression of specific work to be
- ‘undertakeén or things to be done to achieve the desired end
results of planning within stated time sequences and resources
requirements.

2.1.209 Project. A rlan of work, job, assignmment, or task, for which
a cost center is responsible.

2.1.210 Proverty Accountability. The responsibility for observing and
reporting on the existence, location, use, and condition of
assets, particularly mobile fixed assets, and also small tools
and other items which for any of various reasons have not
been capitalized,

. 2.1.211 Property Retired. As applied to plant, any property which has
been removed, sold, abandoned, destroyed, or which for any
cause has been disposed of.

2.1.212 Proprietary Accounts. Those accounts which show actual financial
condition and results from operations such as assets, iiabilities,
reserves, surplus, revenues, and expenditures, as distinguished
from budgetary accounts.

2.1.212 Public Enterprise Fund. A type of revolving fund which derives
its reggipts Primarily from sources outside the Govermment.

2.1.21k Purchase Order. A document authorizing the vendor to deliver
to the issuer described merchandise or materials at a specified

price. Upon acceptance by a vendor, a purchase order becomes a
contract.

2.1.215 Reappropriation. A statutory authorization which continues
avallability of funds, either for the same or for & different

BIAM REISSUE
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2.1.216

2.1.217

2.1.218

2.1.219

2.1.220

purpose. All or part of the unobligated balance of authori-
zations which were made for current year operations, and which
would otherwise expire, are kept available for obligation

purposes.

! - - - - -
Receipts. The term indicates cash received, unless-otherwise

gualified.

Reciprocal Accounts.. Offset accounts between accounting

entities or levels of control which contain the same accounting
transactions, the balance representing a charge or debit on
one set of accounts, and a credit on the other.

Recoverable Expenditure. An expenditure made for or on behalf

of another govermmental unit, fund, or Agency, or for a private
individqual, firm, or corporation, which will subsequently be
recovered in cash or its equivalent.

Refund of Receipts. A disbursement which returns money pre-
viously collected. ‘

Refunds. Recoveries of advances and amounts disbursed in

error, which are for credit to an appropriation or fund account.
These items, such as recovery of a salary over-payment or

return of a travel advance, shall not be included as reimburse-
rent. Refunds shall also include credits to an appropriation or

‘fund account due to accounting adjustments related to obliga-

tions or expenditures, where such procedure is permitted by law
and regulation.

An amount returned to an account because of over-payment or an
over collection. These are treated as reductions of
disbursements.

2.1.221 Register. A record for the consecutive entry of a certain

2.1.222

class of events, documents, or transactions, with a proper
notation of all the required particulars.

Reimbursement. An expenditure made for or on behalf of another

agency, fund or appropriation, a private individual, or a
private firm or corporation, which subsequently will be
recovered in cash or its equivalent.’

BIAM REISSUE
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Amounts collected or to be collected for commodities, work, or
services furnished or to be furnished to another appropriation
or fund account. Amounts to be collected include accounts
receivable, reimbursements earried but not billed, and amounts
anticipated for the remainder of the fiscal year. They may
also include interagency orders accepted and on hand, for which
delivery has not been made, to the extent that the order is a
valid obligation of the ordering agency and the collection will
be credited to the appropriation being reported.

2.1.225 Related Funds. Funds of a similar character which are brought
together for administrative and reporting purposes; for example:
Indian Tribal Funds, and Deposits With Indian Service Special
.Disbursing igents.

2.1.22k Replacing or Replacement. When not otherwise indicated in the
context, the construction or installation of plant in place of
property retired, together with the removal of the property
retired.

2.1.225 Reports. Reviews, explanations, descriptions, and other narra-
tive presentations supplementing financial statements or
setting forth results of surveys or investigations of activities.

2.1.226 Reprogramming. A change in the authorized scope of an activity,
project, program, or object classification. It represents
change in operating levels between that reflected on the
apportionment and subsequent requests, allocations, allotments,
etc.

2.1.227 Requisition. A demand or request, from a unit of the organi-
zation to the Property and Supply officer for specified
articles or services.

2.1.228 Reserves. Portions of appropriations, contract authorizations
or other funds, set aside by the Bureau of the Budget or the
Bureau of Indian Affairs for contingencies or to reflect
savings- that are made possible by changes in requirements,
greater efficiency of operations, or other developments.

2.1.229 Resvonsibility Costing. A method of accounting in which costs
are identified with persons and organizations, rather than with

: BIAM REISSUE
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products, end services, or budget activities. The amount for
the budget activities and PPB categories are obtained by
pyramiding, regrouping, and in some cases, by allocating certain
costs. '

Restoration. Amount previously written off which is returned to
the account and made available for disbursement.

Revenue Expenditure. Expenditures for current expenses charged
against operations; a term used in contrast to Capital
Expenditure.

Revolving Fund. A fund authorized by specific provisions of
law to finance a continuing cycle of operations, with receipts
éerived Trom such operations available in their entirety for
use by the fund without further action by Congress. Includes
Management Funds, whereby receipts are primarily from sources
outside the Government, and Intragovermmental Funds, whereby
receipts are primarily from appropriation funds.

Salvage Value. The amount received for property retired, less
anyexpenses incurred in connection with the sale or in pre-
paring the property for sale; or, if retained, the amount at
which the material recoverable is chargeable to Stores, or other
appropriate account,

Savings. The unobligated amounts from fund resources thati are
returned to Ireasury at year end as the result of planned or
unplanned reduction in program costs.

Schedules. The explanatory or supplementary statements that
accompany the balance sheet or other principal statement
periodically prepared from the books; also, for summarizing
collections, disbursements, and other accountable transactions
generally to appropriation or receipt account level.

Selected Resources. Refers to those resources which enter into
obligations before they become costs. They include (1) current
working assets, such as supplies and materials not yet

consumed, advances, prepayments and other disbursements not

yet earned by the recipient, and (2) unpaid undelivered orders
(goods and services on order but neither received nor paid for).

BIAM REISSUE
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2.1.237 Selected Working Capital. The sum of those current assets,
othér than undisbursed bglances, less the sum of zurrent
liatilities, that are available as a source of financing accrued
expenditures. Such items will agree with the concepts used in
the budget submissions and will usually consist primarily of
accounts receivable and cash in transit, less accounts payable
and accrued liabilities.

2.1.238 Site Audit. An audit conducted on the premises of the organi-
: zation under examination.

2.1.239 Special Fund. A fund established to account for receipts of
the Government which are set aside by law for a specific
purpose, but are not generated from a cycle of operations for
which there is continuing authority to re-use such receipts.

2.1.240 Split Accounts. An account representing a sub-classification
of a real account; an accessory, or a decimally-indicated
account. It is used to show the cumulative transaction(s)
of the account, such as "Net payment" from Account 101
Appropriated Funds With Treasury for the preparation of SF 22k.

2.1.2k1 Staffing Pattern. An itemized listing of positions and people
for authorized budgeted activities covering the current year
appropriation structure.

2.1.242 Statements. In accounting, formal written presentations
setting forth financial information. The term includes exhibits,
schedules, and written reports. See Exhibit, Reports, and .
Schedules.

2.1.243 Subactivity. The second major budgetary segment of an
appropriation item. As an example, under the appropriation
"Education and Welfare Services," there are four activities,
one of which is "Educational assistance, facilities and services.”
Under this activity there are five subactivities as follows:

.-  Assistance to pupils in non-Federal schools
Federal facilities
Special services
Summer programs
Adult education

2.1.24 Subsidiary Account. One of a group of related accounts the
aggregate balances of which equal the balance in a related

BIAM REISSUE
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2.1.245

2.1.246

2.1.247

2.1.248

" 2.1.249

2.1.250

2.1.251

control account and which support in detail the accounting
transactions posted in summary to the control account.

Successor Account. An account established for the payment of
obligations applicable to appropriations for the same general
purposes which have lapsed or have been discontinued. Such
an appropriation is available indefinitely for the payment

of obligations chargeable to any of its predecessor accounts.

Supplemental Appropriation. An additional authorization by an
act of Congress to fund expanded current year operations

resulting from new or amended legislation or unforeseen
developments which are beyond the scope of the appropriation
Jevel.

Symbolization. The assigmment of letters, numbers, or other

marks or characters to the ordinary titles of the ledger
accounts. Each letter or number should have the same meaning
wherever used and should be selected with great care so that
it will indicate immediately and with certainty the title of
the account as well as its place in the classification. The
use of proper symbols saves much time and space in making the
book record and adds to its precision and accuracy.

Symbol Number. A number or group of numbers assigned to an
account title which identifies the account with a particular
classification.

Temporary Position. One established for a limited period of
less than a year.

Transfer, Comparative. Net amount of actual obligations
incurred in the past year and an estimate of net obligations
to be incurred in the current year under an appropriation
title, but included in the total obligations of another
appropriation title for comparability purposes between the

‘past, current, and budget years of that title when a transfer

in the estimates has been accomplished or proposed between
appropriation accounts. : :

Transfer in the Estimates. A proposal that an activity

currently appropriated for under one agency or appropriation
title shall thereafter be appropriated for under another
agency or appropriation title.

BIAM REISSUE

Release 42-3 2/4/69 : FEBRUARY 1984



T
g iy

BUREAU OF INDIAN AFFATRS MANUAL SUDSEEstENr | 42 BIAM 2.1.252

FINANCIAL MANAGEMENT
ACCOUNTING SYSTEMS AND PROCEDURES -

2.1.252

2.1.253

2.1.254

2.1.255

2.1.256

2.1.257

2.1.258

e Release L42-3  2/4/69

Trial Balance. A list of the balances of the accounts in a

ledger kept by double entry, generally with the debits and
credits shown separately. If the totals of the debit and
credit columns are :equal or their net balances agree with a
controlling account, the ledger from which the figures are
taken is said to be in balance.

Trust Fund. A fund established to account for;receiyts which

are held in trust for use in carrying out specific purposes
and programs in accordance with an agreement or statute.

Turnover. Is the actual placement and replacement of people

in and out of authorized positions by virtue of resignationms,
promotions, retirements, transfers, and similar personnel
actions.

Unallotted Appropriation. The balance of an appropriation

available for allotment for purposes authorized within an
appropriation act.

Unavailable Receipts. Receipts which at the time of coilection

are not appropriated, and receipts which are not immediately
available for expenditure because:

A. Further action by the Congress is required or Congressional
limitation has been established as to the amount available
for expenditure;

B. Amounts credited to receipt accounts are later to be cleared
in whole or in partto other receipt accounts before
appropriation warrant action is taken; or,

C. The amounts of receipts are appropriated or made available
to an agency other than the one making collection.

Undelivered Orders. The amount of orders for goods and services

outstanding for which the liability has not yet accrued. This
amounit includes any orders for goods or services for which
advance payment has been mede, but which have not yet been
received. They represent resources on order.

Undisbursed Balance. Amount of appropriations, or other funds

or authorizations remaining after deducting disbursements.

BIAM REISSUE
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This balance consists of cash with the Treasury (and on hand
in banks when included in Treasury reports) and investments in
United states Government securities.

Unexpended Balance of Appropriation. The amount of appropri-

ations not yet expended, consisting of Unallotted Appropriations
plus Unobligated Allotments plus Unliquidated Obligations.

Unexpired Appropriation Account. One which is available for

incurring obligations.

Unfunded Contract Authorizations. The amount of contract

authorization outstanding for which appropriations have not
been made.

Unfunded Costs. Charges not requiring the use of an appropri-

ation or current working assets such as inventories, advances
and prepaid expenses. Unfunded Costs includes charges for

- depreciation, annual leave, and other similar costs.

Uniform Accounting Code. A group of numbers, assigned to a

detailed operating account which is identified with classi-
fications for funds and the management accounts.

Unit Costs. Represents the relation of the volume of work

tc the funds required to produce a unit of work.

Units of Property. Those items of plant which, when retired

with or without replacement, are accounted for by crediting
the book cost thereof to the plant account in which included.

Unliguidated Obligations. Contingent ljabilities for contracts

and orders outstanding.

Unobligated Balance. The sum remaining after deducting the

cumulative expenditures and the outstanding orders from either
apportiomments or amounts available for obligation.

Unobligated Balance lapsing. Amount available for obligation

during the year which ceased to be available during or at the
end of the fiscal year.

Unpaid Obligations, Net. Obligations incurred for which

disbursements have not been made, less collectible reimburse-
ments receivable, collectible refunds receivable, and unfilled
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interagency orders on hand which constitute a valid obligation

of the ordering account and for which the reimbursement will

be credited to the account being reported. This is a specialized
term used in comnection with reporting on the status of funds

(SF 133).

Vacancy. An unoccupied, financeable ﬁosition within the
employment ceiling for which candidates are being soughnt.

Voucher. A document which evidences the propriety of trans-
actionz and usually indicates the accounts in which they are to
be recorded.

A. A document which serves as evidence of the disbursement
of cash. Examplez: a receipted bill; a canceled check;
a petty cash receipt; the carbon copy of a check.

B. A document serving as evidence of the authority to disburse
cash. Examples: an approved invoice from a supplier;
a payroll.

C. The written evidence of a business or accounting trans-
action zometimes conteained in a single document without
attachments. Example: a journal voucher.

D. A form used with a voucher system, to which bills,
receipts, and other evidences of indebtedness are often
attached, showing the authority for tne payment, the
particulars of settilement, and other relevent detail; a
disbursement voucher.

Viarrants. Official'documents, which, pursuant to law, authorize

money to be withdrawn or returned to the Treasury. These
documents are issued by the Secretary of the Treasury and are
countersigned by the Comptroller General of the United States.

York-In Process. The cost of vartially completed products

manufactured or processed by the cost centers. Sometimes
referred to as "work in progress” (see also "construction work
in progress'). ‘

Work In Progress. See "construction work in progress' and

"work in process.”

BIAM REISSUE
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2.1.275 Vorking Capital Fund. An intragovernmental revolving fund.

2.1.276 WVorking Fund. An account established to receive and subse-

' quently disburse advances made from other agencies or bureaus
under Section 601 of the Economy Act (31 U.S.C. 686). The
term does not include revolving funds as defined.

2.1.277 Workload. The estimate and actual numbers of items of work
accomplished for a program during a given period, e.g.,
correspondence, contracts, payrolls, budgets, etc.

2.1.278 Work Order. A written order authorizing and directing the
performance of a certain task, issued to the person who is to
supervise the work. The information shown on the order
includes: ¢he nature and location of the job, specifications
for the work to be performed, and a job or work order number,
which is referred to in reporting the amount of labor, materials,
and equipment used.

2.1.279 Work Program. A plan of the work proposed to be done during a
particular period by an activity, project, or operating unit.
The work program is useful both in planning and in executing
the budget since it provides a basis for making cost and
expenditure estimates. The program usually contains not only
estimates of proposed work but may also contain data con-
cerning work done in preceding years on which the estimates
are partly based.

2.1.280 Work Unit. The parts into which a job or operation is
subdivided for cost accounting and other purposes. See Cost
Unit and Unit Cost.

BlAM
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2.2 Basis of Budgeting and Accounting. In planning, programming,
budgeting, and accounting, the objectives are accomplished_ by the
acquisition and use of resources which involve three bases, stages, or
processes. Each of these processes affects the progress of the program,
they involve budgeting, and they have financial and accounting impli-
cations. The three processes involved are: S

A. Ordering and contracting for resources (obligating).

B. Fulfilling contractual terms by receiving and pay{ﬁg for
resources (accruing).

C. Using or consuming resources as needed (costing).

2.2.1 Accounting Bases. Information on the three processes is needed
for different transactions or classifications, and for different purposes.
The Bureau's financial management system provides for accounting on the
following three bases:

A. Obligation Basis. This represents the amount of transactions
as evidenced by orders issued, contracts awarded, and other actions
which legally reduce the availability of an appropriation, or which
reserve amounts to cover payment for such actions. Such amounts cease
to be obligations when liability for payment is established, or when
paid. Accounting for obligations is necessary for fund control purposes,
and to comply with statutory requirements which provide that obligations
may not be incurred umless there is an appropriation or fund balance
available therefor at the time the obligation is created (2 GAO 10.3,
10.4). Except for the independent accounting stations, the conventional
allotment account procedures have been adapted to computer operations.

B. Accrued Expenditure Basis. Accrued expenditures measure the
fulfillment of contractual terms. Accrued expenditures are the charges
incurred during a given period requiring the provision of funds for
(1) goods and other tangible property received, (2) services performed
by employees, contractors, grantees, lessors, and other payees, and
(3) amounts becoming owed under programs for which no performance or current
services are required (such as annuities, insurance claims, other benefit
payments, and some cash grants) (2 GAO 9.2). Expenditures accrue regard-
‘less of when cash payments are made, regardless of whether invoices have
been rendered, or in some cases regardless of whether goods or other
tangible property have been physically received.

BIAM REISSUE
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(1) Contracts. Constructive receipt of goods or other tangible
property, rather than the physical receipt or the passing of legal title, -
is the measure of the accrual in certain cases. When a contractor
provides goods to the Government which he holds himself available to sell
to others, the accrual occurs when physical delivery by the contractor
and receipt by the Bureau takes place and title passes. However, under
some contracts, such as where a contractor builds or constructs roads,
buildings, or other. facilities, or manufactures goods or equipment to
the Government's specifications, the liability to pay for work is incurred
as it is performed by the contractors rather than when deliveries are
made. Under these circumstances, materials or services being acquired shall
be recorded as accrued expenditures on the basis of reported performance of
work, rather than as invoices are received or as disbursements are made,
and a related 1liability shall be recognized.

:C. Cost Basis. . Costs represent the financial measure of resources
consumed in accompllshlng a specified purpose such as performing a service,
carrying out an activity, or completing a unit of work or a specific project.
Cost information provides a common financial denominator forthe measurement
and evaluation of efficiency and economy in terms of resources used in
performance. Cost accounting is used by the Bureau to support the cost
based budget as required by law, as well as for management and control
purposes. The production and reporting of significant cost information are
essential  ingredients of effective financial management. Such information
is needed for use in keeping costs within limits established by law,
regulation, or Bureau management policies prescribed for achieving maximum
efficiency and economy; in making meaningful comparisons of performance;
in planning, and in the general exercise of management control.

The use of cost information in achieving the efficient use of resources
places positive emphasis on the receipt of value for resources used. In
turn, this emphasis results in giving greater prominence to cost aspects
in the planning of operations as opposed to placing exclusive emphasis on

not exceeding budgetary authorizations with a resulting lack of emphasis
on value received.

(1) Cost-Finding Techniques and Analysis. Cost-finding
techniques involve the production of cost data by analytical or sampling
methods rather than on the basis of formal cost accounts. Because of the
complexities of some operations, it is sometimes just as satisfactory,
as well as more esconomical, to use cost-finding techniques to produce
cost data.needed for special purposes as to incorporate detailed cost
accounting procedures into the accounting system for the purpose of obtain-
ing such 1nformat10n.
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