DISBURSING AGENT OPERATIONS
TASK:  Appoint a cashier
OBJECTIVE:  Take steps to appoint a cashier  
SITUATION:  You have just arrived at your TDY location and must appoint a cashier

REGULATION REFERENCES:  DoDFMR 7000.14-R Vol 5, para 020603c
PROPS:  Cashier appointment letter, cashier acknowledgment, cashier operating instruction

DEPARTMENT OF THE AIR FORCE

<<UNIT>>

TOP DOLLAR DEPLOYED SITE

MEMORANDUM FOR GRADE, NAME



<<DATE>>



FROM: Disbursing Agent

SUBJECT:  Cashier Appointment


Effective this date for an indefinite period, <<Grade, Name, SSAN>>, <<UNIT>> is appointed cashier to the Disbursing Agent, <<DSSN>>, Top Dollar Deployed, IAW DoDFMR 7000.14-R, Vol 5, para 020603C.


Duties involve disbursing, collecting and accounting for cash and other negotiable instruments and preparation of daily reports.  The cashier is not authorized to sign US Treasury checks or accept checks drawn in the name of the DA to procure cash.


The cashier is responsible for not exceeding estimated daily funds requirements.  Excess amounts will be returned to the Disbursing Agent.  Settlement with the Disbursing Agent will be done at the close of each day’s business or other times as necessary.  The cashier’s overnight storage of cash, checks, and vouchers will not exceed ten thousand dollars ($10,000).  Payments to individuals require positive identifications.  Payees who cannot be positively identified will be referred to the Disbursing Agent.  Under Integrated Paying and Collecting (IPC), cashiers are authorized to sign collection vouchers in the name of the DAO.  Cashier operations are guided by DoDFMR 7000.14-R and/or instructions issued by the Disbursing Agent.


Grade, Name, was counseled on financial responsibility and pecuniary liability and was furnished written operating instructions. Name, Grade will not commingle personal funds with government funds, not place personal funds in the same container in which government funds are stored.  I personally reviewed Grade, Name EWF to ensure suitability of this appointment.








Name, Grade, USAF







Disbursing Agent

DEPARTMENT OF THE AIR FORCE

<<UNIT>>

TOP DOLLAR SITE DEPLOYED

                                                                                                                                               <<DATE>>
FROM:  Disbursing Agent

SUBJECT:  Acknowledgment of Cashier Appointment


Receipt acknowledgment of the cashier instructions is requested.  As such, you are certifying that you have received, understand, and will adhere to the instructions provided.  Retain one copy for your personal files and review periodically for understanding and comprehension.








Name, Grade, USAF







Disbursing Agent

MEMORANDUM FOR DISBURSING AGENT



             <<DATE>>
FROM: <<Grade, Name>>
SUBJ:  Acknowledgment of Cashier Appointment


Receipt and understanding of instructions are acknowledged.  I agree to hold myself accountable to the United States for all public funds received.








Name, Grade, USAF







Cashier

<<UNIT>>

<<UNIT ADDRESS>>

<<UNIT>>/FMF

MEMORANDUM FOR CASHIERS

SUBJECT:  Cashier Instructions (Regular and Alternate)

1.  a.  Appointment Policies and Procedures:


The appointment policies for cashiers are contained in DoDFMR 7000.14-R Volume 5, para 020603c.

     b.  Pecuniary Liability.


You may be held financially responsible for any errors or losses caused by your negligence.



(1)  Each cashier is pecuniary liable for funds (cash, negotiable instruments, paid vouchers, et cetera) entrusted by the DA.  The cashier will make a settlement with the DA daily or more often when cash on hand exceeds anticipated daily requirements, ref DoDFMR 7000.14-R, Vol 5, para 030401d.



(2)  The use, loan withdrawal, or conversion of public monies for private use, or the deposit or such monies in any place or in any manner except as authorized herein, is prohibited.  Violations are subject to punitive action under Public Law, ref DoDFMR 7000.14-R Volume 5, para 010701b.

2.  Terms:


a.  DAO - Defense Accounting Officer


b.  DDAO - Deputy Defense Accounting Officer


c.  DA - Disbursing Agent

3.  Duties:

a.  A cashier’s duties include disbursing, collecting, and accounting for cash.  The cashier also performs duties as required, concerning the receipt, custody, safeguarding, and preparation of checks.


b.  As cashier you are not authorized to:



(1) Sign checks



(2)  Accept checks drawn (and endorsed to the cashier) in the name of the DAO/DDAO/DA to procure cash and disburse for any purpose



(3)  Prepare billing documents and make collections for these same items.



(4)  Prepare vouchers that he or she will be paying later as cashier.



(5)  Prepare vouchers or accountability reports on those days he or she performs cashier functions, however, he or she may write checks.

4.  General:

a.  Handling of funds



(1)  You will give or receive a DD Form 1081 for any cash or vouchers transferred between you and the DAO, DA, any deputy, or another cashier.



(2)  You will not commingle personal funds with Government Funds.



(3)  You are to handle cash, coins, and checks in such a manner that accountability can be ascertained with minimum time and effort.



(4)  You will immediately advise the DAO, DA or deputy if any possibility exists that you might exceed your $10,000.00 maximum to be held overnight.



(5)  You are to count all cash received, do not assume that the amount given is correct.


b.  Business Day - The standard business day for the cashier’s cage starts at 0730 hours and terminates at 1600 hours.

5.  Identification:


a.  You will make payments only with proper identification, using the Government identification cards for both military and civilian employees.  You will check the expiration date on all cards to make sure they are current.  If there is any doubt, require a second means of identification such as drivers license, passport, social security card, or other standard identification normally accepted in the business community.  If any doubt exists on identification refer the matter to the DAO, DA, or a deputy.

6.  Payments:


a.  All payments will be supported by a voucher.  A disbursement voucher decreases accountability of any DAO and charges an appropriation of fund account.


b.  You will insure the following is on all disbursement vouchers before making payment:



(1)  A voucher number is in the space provided for it.



(2)  The “Paid By”  block will have the brief block in it with the correct date of payment.



(3)  If the voucher deduction block is used, insure it contains an appropriation and that the total to be paid reflects the decrease of any deductions.



(4)  Complete the block when paying by cash by writing in money amount if necessary and dating the voucher in the space provided.



(5)  Obtain the signature of the payee in the proper block.  Release payment only to the payee named in the heading of the voucher.



(6)  The cashier making the payment will initial the original voucher by the paid money amount.

7.  Collections:


a.  All collections will be supported by a voucher.  A collection voucher increases the accountability of any DAO or DA and is chargeable against an appropriation.  Collections are received from individuals or organizations.


b.  You will insure the following are on all collection vouchers:

               
(1)  A collection voucher number is on all vouchers.



(2)  The correct date is recorded on the vouchers.



(3)  If there is a receiving signature block filled our make sure it has been signed by the proper individual.



(4)  All voucher amounts will be added to insure they agree with the voucher total.



(5)  All monies turned in will be VERIFIED by actual count.



(6)  The duplicate copies of collection vouchers will be returned to the individual or organization making the turn in.



(7)  The cashier making the collection will initial the money amount received on the front of the voucher next to the total.



(8)  The DSSN is on the voucher and is correct.

8.  Delivery of checks held in the Cashier’s Cage:


a.  You as cashier must exercise the following in the releasing of checks held in the cage:



(1)  Identification.  Reference Item 4A of these instructions



(2)  On reenlistment checks verify that the individual has reenlisted by seeing his/her reenlistment contract.  If any doubt exists do not release before approval by the DAO, DA or deputy.



(3)  On discharge, members should have a DD Form 214 instead of an ID card.   If any doubt exists get the DAO, DA or deputy approval before releasing the check.



(4)  Make sure each Payee signs the DD 2658 before receiving the check.

9.  Deposits


a.  All checks will be deposited daily along with excess cash amounts.  Instructions on preparing deposit tickets are found in DOD 7000.14-R Volume 5, para 050301 and further instructions provided by the DAO, DA or deputy.

10.  Security:


a.  You will observe the following security measures:



(1)  Cash and vouchers will be kept under strict control.  Vouchers, while in your cashier’s cage, are the same as cash.



(2)  Keep the door to the cashier’s cage locked at all times.  Allow only the DAO, DA, Deputy or other alternate cashier in the cage with you.

   

(3)  Lock the cash drawer when departing the cage at any time even though only for a very few minutes.



(4)  When departing the cage for long periods or leaving the building lock all keys, cash, and vouchers in your safe.


b.  Emergencies



(1)  In case of attempted robbery, cooperate with the robber.  Do your best to remember identifying features.  If you can trip an alarm unnoticed - do so.  Remember - stay calm and cooperate with the robber.

11.  References:


a.  DoDFMR 7000.14-R Volume 5.

12.  Summary:

Remember you are responsible for everything given you.  If you have any doubts about any transactions ask the DAO, DA or deputy prior to doing anything.  A copy of these instructions and your appointment letter will be maintained by you at all times.








Name, Grade, USAF







Disbursing Agent

