DISBURSING AGENT OPERATIONS

TASK:  Perform paying agent duties

OBJECTIVE:  Properly perform duties as a paying agent

SITUATION:  You have been appointed a paying agent to accompany the contracting officer downtown to make local purchases in cash.  You will need to be advanced 50,000 foreign currency units to make these payments.  Ensure that 1) you have been properly appointed as a paying agent; 2) your initial advance DD 1081 from the Disbursing Agent is correct; 3) the SF 44 is properly filled out by the contracting officer prior to paying the vendor; 4) properly prepare your return DD 1081 to the Disbursing Agent.

REGULATION REFERNCES:  DoDFMR 7000.14-R, Vol. 5 and AFPAM 65-110

PROPS:  Paying agent appointment letter, paying agent instructions, paying agent acknowledgement letter, 2 DD Form 1081s, SF 44

DEPARTMENT OF THE AIR FORCE

<<Unit>>

TOP DOLLAR DEPLOYED SITE



                                                                                      <<Date>>

MEMORANDUM FOR Grade, Name

SUBJECT:  Paying Agent Appointment


Effective this date, and for an indefinite period, Grade, Name, SSAN, Unit of Assignment, <<Base>>, is appointed Top Dollar paying agent to the Top Dollar Disbursing Agent, DSSN <<DSSN>, <<Base>>, IAW DoDFMR 7000.14-R Volume 5, para 020604B.


Duties involve disbursing and accounting for negotiable instruments.  The paying agent is not authorized to sign U.S. Treasury checks or accept checks drawn in the name of the DA or alternate DA to procure cash.


The paying agent is responsible for not exceeding the established cash authority.   Settlement with the DA or alternate DA will be done at the close of each day’s business or other times as necessary.  All negotiable instruments and accountable documents will be stored in a mobility safe until the settlement has been accomplished.  Payments to individuals require positive identifications.  Paying agent operations are guided by DoDFMR 7000.14-R Volume 5, and/or instructions issued by the DA or Alternate DA.


The attached operating instructions provide information and guidance pertaining to your financial responsibility and pecuniary liability. Additionally, you will not commingle personal funds with government funds, or place personal funds in the same container in which government funds are stored. 








Name, Grade, USAF








Disbursing Agent

DEPARTMENT OF THE AIR FORCE

<<Unit>>

TOP DOLLAR DEPLOYED SITE

MEMORANDUM FOR PRIMARY AND ALTERNATE PAYING AGENT




FROM:  Disbursing Agent

SUBJECT:  Paying Agent Instructions

GUIDANCE

General guidance for establishing a paying agent operation is contained in this package.  This document provides specific guidance for the paying agent operation at Top Dollar Deployed as an agent to the Disbursing Agent for ADSN <<ADSN>> deployed from <<Base name, location>>.  All references in these instructions refer to responsibilities for a paying agent operation.

EFFECTIVE DATES

These procedures are effective upon appointment as Paying Agent  <<Date>>, and remain in effect until terminated or no longer required as determined by the Disbursing Agent.

RESPONSIBILITIES AND DUTIES

Responsibilities

1.  Pecuniary Responsibilities:  You are responsible jointly with the DA for all payments made.  This responsibility included erroneous payments, errors in vouchers, and funds received from all sources.  The US government may legally look either the DA or the agent for recovery.  Accordingly, you are responsible for public funds entrusted to you until properly relieved of such responsibility.

2.  You are personally responsible for the propriety of your own actions.

3.  You are responsible for ensuring that funds and negotiable instruments entrusted to you are properly safeguarded as provided in DOD 7000.14-R, Vol 5 and AFI 31- 209.

4.  You are responsible for ensuring that disbursements made by you are made only in consequence on properly certified vouchers.

Duties

Specifically, you are responsible for performing the following duties:

1.  Making disbursements from properly certified vouchers.

2.  Ensuring the safeguarding of funds.

3.  Maintaining required agent accountability records.

4.  Conforming to technical policies, procedures, and guidelines contained in these instructions.

ISSUE AND CONTROL OF FUNDS

Issue of Funds

1.  Public funds will be advanced to you on DD form 1081, Statement of Agent Officers Account, and will be in the form of US currency and/or foreign currency.

2.  Transfer of funds between you and other agents is not authorized unless that agent is your alternate.

3.  All vouchers for payments made by you will be turned in to the Disbursing Agent at least weekly with a current DD Form 1081 and DD Form 2665 reflecting the balance of cash on hand and paid vouchers.  More frequent turn-ins may be required, based on the volume of business, to ensure the payments are accounted for in a timely manner or if resources become depleted.  A last turn-in for a month will be made no later than minus four workdays from the end of the month.

Safeguarding of Funds

1.  You are required to utilize a three-positions combinations dial-type safe or field safe with an appropriate security class combination lock.  You are not authorized to store funds in a key-lock safe.  Your safe will be properly anchored to some stationary part of the building.

2.  The combination to your safe should be known only to you.  You may provide the combination to the commander in a sealed envelope for use in an emergency.  In an emergency, the commander will have the safe opened in the presence of three disinterested persons who will make an itemized affidavit as to the contents of the safe (DOD 7000.14-R, Vol 5, para 020502).

3.  The combination of your safe will be changed when you assume agent duties, when you are relieved, and at any time you have reason to believe the combination has been compromised at a minimum of twice annually (DOD 7000.14-R, Vol 5, Chap 3).

4.  When opening the/a safe, you must shield the combination in such a way that others cannot observe the combination.  DOD 7000.14-R, Vol 5, para 030302B(15) requires that a cardboard or other type materiel shield cover a combination dial so that only the individual opening the container may see the dial by looking straight down onto it.  The safe must be locked at all times it is not in immediate use.

5.  You will not use your safe to store classified data, weapons, precious metals, or drugs except on an emergency and temporary basis upon proper determination by the commander that proper storage is not available (DOD 7000.14-R, Vol 5, AFR 205-1).

At No Time Will You:  Ref: DOD 7000.14-R, Vol 5, Chap 3

1.  Commingle personal funds with government funds.

2.  Place personal funds in the same fund container in which government funds are stored even if not physically co-mingled.

3.  Loan, use, withdraw, or otherwise convert public money for private use, or use public money for speculation in foreign currency.

4.  Deposit public money in any place or in any manner except as authorized.

Cash Authority

Your cash authority will be <<Amount>>.  Approval must be obtained from the DA whenever cash on hand exceeds your cash authority.

Accounting for Public Funds:

You are required to maintain DD Form 2665, Daily Agent Accountability Summary, which shows your accountability at all times.  Detailed instructions for the maintenance of DD Form 2665 are contained in DOD 7000.14-R, Vol 5, Chap 19.

Cash Payments

1.  Cash payments will be limited to the following items:


a)  casual payments


b)  partial payments


c)  Military Pay for other services (to be kept at a minimum)


d)  Travel advances (only in emergency situations)


e) Vendor payments

2.  The agent IS NOT authorized to cash personal checks.

Document Logs

Separate logs must be maintained for each type document you process.  Logs will be maintained in hardbound logbooks with non-removable pages.  As a minimum the following logs will be maintained.

Disbursement Voucher Logs:

The agent disbursement voucher (DV) log is numbered beginning with 1 at the beginning of the period.  Cite the number in the subvoucher number block of the DV.  Columns must show the sub-voucher number, payee, and the amount of each voucher expressed in US dollars.  Sub-vouchers will be numbered by section, i.e. TA-1, TA-2, PA-1, PA-2, TD-1.  Each section and the agent will maintain logs for cross-referencing purposes.

Cash Verification and Reconciliation:

1.  Your DD Form 2665 is a running daily balance for which you are accountable.  Accordingly, it must be current on a DAILY BASIS.  Summarized disbursements must be posted from the vouchers paid.

2.  The DD Form 2665 columns for cash on hand should balance with your total US currency/foreign currency on hand on a daily basis.

Overages, Losses, Shortages, or Deficiencies in Agent’s Accounts

Overages:

Any overage will immediately be picked up in the agent’s accountability using a DD Form 1131, Cash Collection Voucher, which will detail the circumstances of overage, if known.  The DA will be advised of all overages via telecom and Priority message.  If the circumstances of the overage are not know, include the statement “Overage in agent account due to unknown causes” in the description column of DD Form 1131.  Overages are properly collected into receipt account 57X6875 in appropriation column of DD Form 1131.

Losses, Shortages, or Other Deficiencies:

Any loss, shortage, or other deficiency discovered in the agent’s account will be immediately reported by telecom and message to the DA who will in-turn notify the principal DO.  The message will include the amount of the loss, shortage, or deficiency, discovery of the loss or shortage; the circumstances of the loss, shortage, or other deficiency to extent such circumstances are known; and a report of actions taken or contemplated by the commander.  Any loss of funds will be investigated IAW DoDFMR 7000.14-R, Vol 5, Chap 6 and forwarded to the Disbursing Agent.  Retain a copy for your records.  If the loss is $750.00 or more, special instructions will be forwarded to you.

Termination of Agent Operations

Upon termination of the agent operation, all cash, vouchers and a final DD Form 1081 will be turned in to the Disbursing Agent.  All documents must be properly accounted for (see turn-in procedure at Atch 1).

Communication with Disbursing Agent

The above instructions, while very complex are not intended to cover every eventuality.  Any questions not answered in this document should be immediately referred to your DA by message or telephone.









Name, Grade, USAF









Disbursing Agent

DEPARTMENT OF THE AIR FORCE

<<Unit>>

TOP DOLLAR DEPLOYED SITE

MEMORANDUM FOR Grade, Name

FROM:  Disbursing Agent

SUBJECT:  Acknowledgment of Paying Agent Instructions


Receipt acknowledgment of Paying Agent 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

Top Dollar Paying Agent Grade, Name
MEMORANDUM FOR DISBURSING AGENT

SUBJECT:  Acknowledgment of Paying Agent Instructions


Receipt and understanding of instructions are acknowledged.  I understand that I am strictly liable to the United States for all public funds under my control.








Name, Grade, USAF








Paying Agent
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Andy Amerson, SSgt, Cashier


434-21-1234


47th CPTF/Disbursing


Kirtland AFB, NM 54721


DSN:  424-7676











Steven Thompson, GS-13, DO


DSSN:  6607


DFAS-DE


Denver, Colorado
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Paying Agent SSAN
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Paying Agent Phone Number
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1192.59
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DATE OF ORDER








U.S. GOVERNMENT�PURCHASE ORDER-INVOICE-VOUCHER





FURNISH SUPPLIES OR SERVICES TO (Name and address) *


<<Who’s buying the goods or services>>








Supplies or Services





Quantity





UNIT PRICE





AMOUNT





ORDER NO.


FTD$!10101010101





Fax Machines





9





5,000





45,000





















































































































































































































































PRINT NAME AND ADDRESS OF SELLER (Number, Street, City, and State)  *





PAYEE�
�






AGENCY NAME AND BILLING ADRESS *


PAYEE�
�






TOTAL  45,000





DISCOUNT TERMS�         %          DAYS





DATE INVOICE RECEIVED





ORDERED BY (Signature and  title)  <<Usually contracting officer>>





PURPOSE AND ACCOUNTING DATA


57*3400 30* 47E1 101010 04  592 503000


57*3400 30* 34 CC0000 380003





PURCHASER – To sign below for over-the counter delivery of items





RECEIVED BY  <<Contracting officer signs here>>





TITLE    Contracting Officer





DATE  <<Date>>





SELLER – Please read instructions on Copy 2





x





$ …………











PAYMENT�REQUESTED





$…………





NO FURTHER INVOICE NEED BE SUBMITTED





PAYMENT�RECEIVED





SELLER  <<Vendor signs>>�BY…………………………………………..�                               (Signature)





DATE   <<Date>>





* PLEASE INCLUDE�ZIP CODE





STANDARD FORM 44a (Ref. 10-83)�PRESCRIBED BY GSA�FAR (48 CFR) 53.213©





1. SELLER’S INVOICE





(See Instructions on Copy 2)





I certify that this accounts is correct and proper for payment in the amount of�$ ……………………………..��………………………..…………………………..�             (Authorized certifying officer)





DIFFERENCES





ACCOUNT VERIFIED:�                     CORRECT FOR�BY ………………………………………











CASH





PAID BY�OR…………….�   (Check No.)





DATE PAID





VOUCHER NO.





<<Name and Address>>





<<Our address>>
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