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3. FD N #387, entitled "Per Diem - Travel Between US & Foreign Localities”
4, Shipment of Automobile Via Foreign Vessel
5. Bstablighing Due Dates for Advances of Confidential Funds
6. General Ledger Account 125.0 - Foreign Monies on Hand
7. Policy Applicable to Payment of Post Differentials to Employees
TDY and on Detall to Another Post
3. Teansfer to H\_e?dqﬁiﬂl‘—"&é?-&-—@#—AWﬁe“Iﬂéiu RdualS—-h)C_ﬂl&SS_L'é"
9. Dissemination of Policy, Legal and Proceduvral Interpretations and
Decisions to Class "A" Stations
10. Medical Benefits for Dependents
11. Parking Fees
12. AppotrtoT Aoting ChieT,; ATromrts—Bramch Sorwoerderl
13. Use of Indicator
ik, Definition of Bagzage (Revised 16 May 1957) .
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i7. Recording of 1955 Ixpenditures
18. Organization and Functions - Finance Division
19. Policy Applicable to Certification for Payment of Claims for thg5x1A
Transfer Portion of the Home Service Transfer Allowance for Husband
and Wife who are Both Staff oyees
20. Assigmment of Personnel,
Depuby-Chiefy-
2l.. Non-reimbursement for Fees and Iips for Handling Baggage
22, Persomnel ASSignments | § weinile
23. Separation Allowances
24, Home Service Transfer Allowance - Temporary Lodging Portion
25. Home Leave Travel and Transportation Expenses
26. Preparstion of Dispatches to be Released by the Office of
Communications
27. Mllitary Details' Baggage Allowances Authorized under Letters of
Authorization
28. Home Service Transfer Allowance
29. Use of Unaccompanied Baggage Auvthorization
30. Revised - dated 18 oct 1957 [ ¢otee 12 oct 1928X1A
51, : ; )
2 .
32, i%?fenael—ﬂssisﬂment ljizczx;~efitxlﬁ
33. éPer:onnei”ABBIEnment
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35. Personnel Assignment ., :
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37. Rescission of Certain Notices Issued Priorzto 19 Nov 1956
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GENTAL

Additional Stations Designated as "Class A" Stations for Fina:ncia.l
Accounting and afgrt ng Purposes.
Emphmasis of Cert Monetary Branch Responsibllities

Post Office Boxes

Preparstion of Correspondence and Route Slips

Compromise of Pseudonyus

Preparation of Unemployment Compensation Claims (Forms ES-931)
Designation of Finance Division Authorized Classifiers
Definition, Vitel Document

Preparation of Dispatches

“ Qollection of Salary, Allowance, Differentisl, etc., Overpayments

‘Minutes of Deputy Director (Support) Staff Meeting, 22 August 1956.
Building Evacuation Personnel

Post Dirterentio [N 25<A

Duty Officers
Procedure for Handling Spolled or Volded Checks
Travel snd Operationsl Advances
Additional Stations Designated as "Class A" Stations for Financ}al
Accountling and Reporting Purposes.
official Entertainment Expenses of Deputy Directors and their Assistants
(not Assistent Directors, CIA)
Memorsndum for the Record.
Recording of Refunds of Operastional Advances
Per Diem Allowance during Headquarters Debriefing Period for Employees
Returning from Oversess for Home Leave snd PCS tramsfer to Washington.
Accounting for Funds Furnished Agents Penetrating Denied Areas.'
Submission of Approvals by DD/S, DCI, or DDCI
Waiver of Accounting Regulations by a Contract Approved by a Special
Contracting Officer
Delegetion of Authority 25X1A
Advence of Funds for Travel
Interpretetion
Unaccompanied Baggage
Accounting for Confidentisl Funds
Storage of Household Effects and Travel for Educetion of.Dependents
thority

= Appointment of Approving Officers '
Advance Limitation— (% .crren?” eme xu«¢44~;7-% - 12f2¥'57?/ |
Book Dispatch |
Personnel Assignments
Personnel Assignment
Mlotment and Cost Center System - Financial Code Symbols for FY 1960
Delegation of Authority
Application of Proceeds from Sale of Government Owned Property Dther
Then automotive Equipment
Designation of Contracting Officers
Determination of Clrcumstances of Resignations for Purposes of
Establishing Entitlement to Travel Payments and Allowances '
Personnel Assignments

Regarding Transportation of 25X1A

Tl A
Property Procurement = Fiscal Year 1961 Confidential Funds Expenditures
o Mezr |
Designation of Contracting Officers i;\L :
Assignment to Key Positions R R b s
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95.
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97.

Correspondence with Elements of- Station 25X1A
Office of General. Counsel, Requests for Opinions

Finenciasl Coding Gulde - Confidentisl Funds Accounts

ObJect Classification of Transportatlon Charges Included in Vendor's Invoices

"A" Installations S eceadead
JMWAVE - Class A Statlion

Relocation of -S’ca'bion Financisl Records
Establishment of Budget and Fiscal Office, Task Force W
Assignment to Key Position
v 25X1A

Relocation of the WSHEADSET_-ZS Jan 64 25X1A

Abbreviations to be Used for Descriptions of Transactions=
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CONFIDZNTIAL FUNDS DIVISION NOTICE NO.-@4. ff"
BUBJECT: Relocatiom of the WSHEADSET/Jactevicy

. 1. Thes WSHEADS| tivity is being , and
all Class B Statioms reporting through WSHEADSET
been imstructed, effective immediately, to £ ingncial

ts and related material to Readquarters, using the indicator
ﬁm. All the records pertaiaing to the WSHEADSET

activity are also being relocated.

2. Until notified otherwise, all correspomdance originat
at Headquarters which normally would be directed to WSHEADSET
will be deferred uantil relocation has bees accomplished. Correspond~
ence and T/A's directed to Class B ins sexved by the
WSHEADSET complex, formerly located at will continuse to de
sént directly to those statioms, but the WSHEADSET information copy
should bear the SHEADSET imdficator. Such copies will be
retained by the ential Fumnds Divisiom Registry for reslease to
WSHEADSET sfter relocstiom has bcu completed.

: Cl A fingacisl ectivity will contisue to operate
at and any T/A's or corrsspondance directed to
the Pamama Station should be sent directly to the station, with

iaformation copies to SET if asppropriate.

Chief, Confidentisl Funds Divis
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L November 1962 /(/)4g

FINANCE DIVISION NOTICE No. 94

SURJECT: Assigmmont to Key ?ogition

Tffective 1 Novembexr 1962,_ is 25X1A;

designated Deputy Chief, Cperations and Licison Branch,

Finence Division, 0/fice of Comptroller, vice_ 25X1A

25X1A “ -

25X1A

wirief, Finance Divigion
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' Ky
FIRANCE DIVISION WOTICE NO. 92
SUBRJRCY: Establishment of Budgst snd Fiscal Office, Task Force W

Quoted below in its entirety is & mmovandum to Chief, Mnance Division /%'
feem Chiaf, Task Force W, Support, date! 23 Maxch 1962: gl

23 March 1962

VBIORANDUM FOR: Chief, Finance Divisfion

SUBJECT: Establishment of Budget and Fiscal Office,
Task Force W

Effective 23 March 1962 there is eatablished a Budget
and Piscal Office for Task Force W. All budgetary and

fiscal matters pertaining to _ including 25X1A

all correspondence to and from the JMWAVE installation and

its bases, sbould De referred to and through this office.
| 18/

25X1A
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FINANCE DIVISION NOTICE HO. 91 Z
25X1A SUBJECT: Relocation of -Staticn Financial Records . f
25X1A ' Al :
{A {f ‘_f
1. Due to current conditions in mst:.tion 25X1A
has been directed to reduce their records to an absolute o (}U( 3
Many of the records normall aintalned at an overseas installation Lo F
25X1A have been itransferred to for temporary storage. % ‘
2. Finencial Recordes transferred to -for storage are as 5X1A
follows:
a, Unsudited vouchers and receipts for perliocds subsequent
to 31 August 1961,
b, Iiscal Year 1962 Vouchar Register and Control Journal :
snd Expense snd Cbligation Subsidiary Ledgers reflscting
transacbion thru 31 January 1962.
At the end of each month the vouchers, receipts, voucher register and
expense ledgers for the month will be treonsferred to for storage. 25X1A
25X1A i‘j 3. The following -station financisgl records are filed in =
Finence Division Registry: puig ] =
] o«
a., Voucher Register and Control Journal % ‘) :
July 1958 through Juns 1961 iy 2z
Ega=<
. Cash on Hand Subsidiary Ledger N " a
April 1958 through Juns 1961 =
)
¢c. Advance Account Subsidiasry Ledger \f
April 1958 through June 1961 L
. - & a
X O I -
d. Expense and Obiligation Subsidiary Ledger 2\ = 5
July 1959 through Deceiber 1961 :}g{u)’
e, Due to Field Agents Subsidiary Ledger o nd
April 1958 through June 1961 g3
o2
¥+ Property Control Reglsier s & g ;":
15 March 1959 through 28 February 1961
2. FProperty Document Files )
Mareh 1959 through February 1901
25X1A
4. In any metters relating to qconsideration 25XTA°
shovld be given to the location of the station records aa set forth above.
T’

"‘Z{a/@ r-A 7/ v
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FINANCE DIVISION NOTICE NO. 90 4 December 1961

SUBJECT: JMWAVE - Class A Station

l. JMWAVE has been designated a Class A Station for
financial accounting and reporting purposes effective
1 November 1961. The station number

2, F is the Senior Pinance Officer, a
Certifylng Officer and the Official Custodian of Funds at
the atation.

Chief, Finance Divigion

/
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SECRET
22 March 1961
| -5
FINAMCE DIVISION NOTICE MO, &8
Subject: Object Classification of 'l‘ranaporbat,.on Chnrges Included 0‘)4/\
‘ in Vendor's Involces 7 u/
0

1. Bureau of the Budget Clrculsr No. A-12, as it pertains to
object clmssification 300 - Trangportation of Things, states in part
that this cless "excludes transportation paid by a vendor regardless
of whether or not the cost thereof is itemized on the bhill for the
commodities sold."

2, Comptroller Instruction No. 24 - Revised, states in part
that object classification 300 - Transportation of Things “includes
traasportation paid by vendors except when material is purchased FOB
polat of delivery to the Agency."

3. It has been ascertained that the intent of the Bureau of

the Budget Circular A-12 is, that regerdless of the terms of purchase,

i.e., FOB shipping point or FOB destination, and regardless of vhether
the vendor prepays the transportstion charges on behalf of the Agency
or the vendor, thai as long as payments for transportation, when as a
separate amount or as a part of the material cost, are made to a
vendor &s opposed to a common carrier, such payments are not to be
treated as transportation expenditures but rather as material purchease
expenditures.

. Effective immediaiely the Budget Bureau policy shall be
complied with and sll payments to vendors for tramnsportstion charges,
as described above, shall be distributed to the 800 or 900 series :
object clagsification as eppropriate. Comptroller Instruction No. 24 25X1A
vill be revised accordingly.

BOC -] REY DATE evpl8930

GRiG GUMP 0?!%”95

GRIG CLASS .G FrGes £ RzV CLASS __LL..
JUST __ NEXT BEV _____ AUTH:i HR 10:2

SECRET
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FINAICE DIVISION NOTICE WO, 87 (/%f
SUBJECT: Financisl Coding Guide - Confidential Funds Accounts

= 1. To facilitate the preparation of confidential funds
posting vouchers, the subject guide dated Decembsar 1960 has been
prepared and distributed to all offices responsible for initiating
such vouchers.
2, I% 1s requested that all supervisors of personnel engaged
in preparing confidential funds posting vouchers take the spproe
- priate steps to insure that thelr personnel are fully acquainted

25X1Az\
with the wniform requirements set forth in the gulde. :

Chief, Finence Division

g Y2 01893 50
— ] gl
Doc Rev DATEOY/C BY §,§§_/__-
onie comp D3 OP1 “:v::“,,__L..__.
GLASS =S PAGES .
::;2 2.~ WEXT RRY 20,0 aih HR 11

o’ SECRET
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15 November 1960

=
FINANCE DIVISION ROTICE NO. 86

3 1

SUBJECT: Office of Gemeral Counsel,
Requests for Opinions

In the past it has beem the practice for
certain Branch Chiefs and Section Chiefs to
sign memorsnda which request opinions of the
Office of Gemeral Counsel. In the future the
memoranda should be prepaved for the signature

25X1A
of the Chief cr Deputy Chief, Fimance Division.

Chief, Finance Divis

oo _ /1 mev onw# v B\'(H&S.}ﬁ-,__.
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: August 1!
FINANCE DIVISION NOTICE # si

SUBJECT: Property Procurement - Fiscal Year 1961 Conf

nattues | pos _ 2 S REY nm'w% gy 018935
ORIG COMP oRl e M.
ORIG CLASS =S PAGES (o REv cLass —
1. GCeneral JUST __2™ HEXT REV _}__Q_LQ AUTHI HR 1

It has been determined that, to the greatest extent feasible, Fiscal
Year 1961 property procurement expenditures should de charged ¢¢ a2
genersl property procurement account and recorded as an indirect cost.
With this objective in mind property procurement allotments will de
issued to those offices whose activities are engaged in a sufficient
snount of local property procurement to warrant the 1ssuance of
property procurcment allotments.

2s Property Procurement Allotments

Attachment "A" identifies those offices designated to receive property
procurement allotments and the allotment account number assigned to each.
Property purchased by individuals, activities and installations under
the Jurisdiction of an office receiving a procurement allotment will be
recorded as an allotment experditure against the office procurement

L allotment account and cherged as en indirect cost to the appropriste

L 4 cost center account number.

NCUIEs Property procurement from petty cash, advances, revolving
funds or imprest funds by offices not receiving a pro-
curement allotmant will be recorded as a direct cost
(General Ledger Account 601) againet the office allotment
and cost center account,

Tris procedural c‘nange applies only to procurement expenditures charge-
stle to Fiscal Year 1951 funds. Procedures in effect fgr Fiscal Ysar

1960 ama pr:!.or years remain unchanged.

3. Preparation of Posting Vouchers

Attachments “B", “C" and "D" contain pro forma entries of the type to
be used ing C e

A.. Recording expenditures againet property procuresisnt allotments;

B, Recording the cost of the property ecquired as an indirect
cost and;

Cs In the case of Class "B" installations, recording non-
expendable property in the property asset accounts.

 CONFIDENTIAL
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~’ FY 1961 CONFIDENTIAL FUNDS = PROPERTY
PROCUREHENT ALLOTHENT ACCOUNTS

ELANS AREA
10 1369=02400000
| TSD 1389=0250=0000
| DPD 1309~0280=0000
| NE 1369=0330=0000
SR 1369-0340=0000
WH 1389=0350~0000
WE 1369~0360-0000
FE 1369=0370=0000
AF 1389=0380~0000
EE 1369=0390-0000
INTELLIGENGE AREA
SOVMAT 1389=04 500000

w/  SURRORLAREA

Logistics

Security 1369=0710~0000
Training 1389=0750=0000

Comsunications 1389=0T790-0000

_ CONFIDENTIAL
/m
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FINANCE DIVISION NOTICE #78

SUBJECT: Application of Proceads from Sasls of Government Cwned
Property Other then Automotive Equipment

X CENERAL

el

A. The Office of the Comptroller has made a survey of the receipts
obtained from the sale of personal. property and the adminlstrative proceduras
followad in identifying and reporting funds received for the purpose of using
guch funds in the purchase ¢f similar items of propsrty. Lt has bsen concluded
that dus to the relatively small amount of monsy irvolved, the tims consumad 1n
identifying 'and reporting seles and replacements and inzbility o forecast sales

F
/

5 fizy 1960

Ve

- , CONFIDENTIAL i O

T

£
t

il

and replacements to permit proper budgeting, the receipts {rom the sale of personal

property, other than sutomotive souipment, should be treated ag ‘8 iiscellensous
Beceipt.

B. The purpose of this notice is to egtablish en interim cperating pro-

3

FUELE 1T

IR R A RO | SRR

e

cedure within the Finance Division to provide for ths rzcording of such income
as a Miscellaneous Receipt pending revision of Agency R:gulation|jjjillland
~“smptroller Instruction Ne. 15. e

R

Wi,  OPERATING PROCEDURE

A, Under this interin procedure proceads received from the sale of _
gowsrnment owned property (onther than motor vaehicles) will be credited to N
Caneral. Ledger Account No. 691 (Other Expsnse Credits), and ldentified with

the Miscellaneous Receipt symbol.

/ - ¢/0¥
—“_M,;,L REY n:;ﬂ

B. Accordingly, receipits froa the sale of such proparty will no longer
ha cradited to Ceneral Ledger Account 352 and Form 67h (iteport o2 Collection of
Proceads of Sales of Personal. Property) will not ba recuired.

{TI. This intsrim procedure is not intended to alter 1ln any way the processing
of funds received Tor the sale of motor vshicles. A1)l funds receivad frem the |
sale of motor vehlcles will continue to bs processsed under current proceduras

sutiined in Finance Division Operating Precedurs #3L=150. dated 6 October 1955,

e 018995
TYPE _.AL

Bag
ORIG

<5
N 184
>

AUTH;

REY cLASS

(o)

i el

REXT REV

k

ORIG CLASS _.S  pagks

JUsT

IV, - For your information and guiderce there is attached hereto a current list
of Miscellancous Receipts Symbols and 'itles. In the event you have transacticns
which do not appsar to be included in the attachesd lisiing, pleaze contact the
Accounts Branch for determination of ths correct symbol.

¥, This procedurs is affective immediately.

v
f | CONFIDENT

Actachment

ny
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SYMBOLS

0822
1210
1a30
18L0
2250
229

oA
- 2649

2650
3019

3099

6889
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- Business concessions, not othsrwise claasified
- Contributions to Mconscience funad®

-~ Rent of real property, not otherwlse cléasified
~ Rent of equipment and other perscnal property
- Sale of miscallaneous producta and by-products

« TFeasz snd other charges for communication and transportatlion
services, not otherwise classified

-~ Cherges for subslstencs, lsundry and health services

~ Proceads from sale of equipnent and other personal property
not otherwise classified

- Sale of scrap and salvage materials

~ Recoveries for Coverrment property lost or danmages, not
otheruise classifisd

= Misoellanesus recoveries and refunds, not otherwise classified

REIMBURSEMENT TO APFROFRIATION SYMBOL AND TTILE

=~ Reimbursement to the Appropriation
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FINARCE DIVISIOR NOTICE NO. 77 .
SUBJECT: Determination of Circumstances of Resignations for Purposes of (§?Z%§
Establishing Entitlement to Travel Paymente and Allowances

Quoted below in its entirety is a Memorandum of Agreement signed by the  ?
Director of Persommel, Comptroller sad the Special Support Assistant to the ;
Beputy Director (Bupport): ooc 28 mev oate@f/o 0y 018935

ORIG COMP _3.8  op) vwee /L

ORIG CLASS ~% _ PAGES _27  REV CLASS &~
JUST =Y~ __ NEXT REV & © /O _ AUTH1 HR 10-2

SUBJECT: Determination of Circumstances of Resignations for Purposes of
Establishing Entitlement to Travel Payments and Allowances

HMEMCEARDUM OF AGREEMENT

1. Personnel departing for overseas assignments are required by the
Central Processing Branch, O0ffice of Personmnel, to execute an agreement enti-
tled: "Travel Agreement by Staff Employees Assigned to Permanent Duty Sta-
tion outside Continental United States". This agreement contains a clause
that if the person terminates his ewployment for personal reasons in less
than twelve (12) months frem the date of his arrival at his post, he will
‘-,reimbursa the Agency for momeys expended by the Govermment in connection /
“with the cutgeing travel. The Office of Ceneral Counsel (in 0GC 9-0278a,
dated 13 Maxch 1959) ruled that although an oversesas agreement should be
executed by peracanel prior to departure for overseas assignments the fact
that, through inadvertence or normal administrative process, the employee
falls to execute an Agemcy Agreement and fails to remain overseas for a
period of twelve (12) months does not relieve him from liability of repaying
to the United States Government all travel and tramsportstion costs expended
by the Govermment In tramsporting him tc his overseas post. PFersonnel
assigned to ocversesas stations are entitled to payment of their return travel
to the United States upon completion of twenty~four (24) momths overseas
service or if their return travel is deemed in the best interest of the Gov-
erpment.

2. From time to time, whenever persommel fail to complete eilther
twelve (12) or twenty-four (24) months service abroad, problema arise in
esteblishing the appropriate authorizing official within the Agency to
determine whether payment or refund msy or may not be required. On occa- i
sion, the certifying office is presented with two official cocuments indi-
cating conflicting determinations, such as a travel ozder indicating return
short of completion of tour was for the convenience of the Covermment and a
persomnel action indicating resignation for personal reasons.

3. 4 second problem exists when personnel separate from the Agency
after the receipt of pavment for home service transfer sllowance but prior
to the completion of six (6) months service from the entrance on duty at his

wememeeeONFIDENTIAL
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‘posé in the continental U. S. By regulation personnel are required to

\wr/refund the total amount of home service transfer allowance received 1f they

voluatarily separate from the Agency within six (6) months of their return
from overseas unless their reasons for separatiocn are found to be in the
best interest of the United States Government by the Director of Personnel.

4. It is agreed that the following procedures will apply in providing
the Finsnce Division with an official determination regarding payment or
refund requirements:

4. With reference to return travel, the determination of the
official authorizing the travel, as indicated by his signa-
ture on the Travel Order, will be eccepted as evidence of
whether the returu was or was not for the convenience of
the Government. Further, unleas other documentation has
been furnished to the Finance Division, as prescribed in
2b. below, the Travel Order may also serve as the basis
for authorizing the payment of the Temporary Lodging and
Home Service Transfer Allowances.

b. Vhen the circumstances of resignation within six months of
an employee's return reise a question as to the applica-
bility of the TLA or HSTA refund provision, Finance Division
will be advised of the determination by a memorandum from
the Chief of Support of the Area Division concerned and
endorsed by the Director of Personnel or his designee.

-

[8/ Gordon M. Stewart 18 April 1960
Director of Peraoamel Date
I8/l _E. R. Saunders 20 April 1960
Compivoller Date

pecidl support Assistant to the Date

Deputy Director (Support)

Acting Chief, Finance Division

CONFIDENTIAL
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FINANCE DIVISION NOTICE N0, 76
SUBJECT: Designation of Contracting Officers 7 .
Quoted below in its entiraty is a memorandum to Chief, Finance Division C

from Chief, Procurement Division , dated 20 Aoril 1960:

20 fasil G060

™ : Chief, Finsnce Division poc REV DATEQ‘,ﬁ(Q‘;ZKO BY (1899 5
' ) okia cokr 2.5 op _ 2 TYE _ Y
FROM ¢ Chief, Procuremant Division ORIG CLASS S prees __ 277  REV gLass &
WUST __ 20N NiXT REV -0/O __ aur -
SUBJECT : Designation of Contracting Offibars _ - o e

REFERENCE: Logistics Instruction 1-200-3

l. Referenced Logisties Instruction delegates procuremsnt authority to
7 Procurement Division officlals. Incumbents of the various positions are
W authorized, in the first instance, to executs procurement documents without
prior approval up to the amounts spscified. Execution of docuzents in excess
of the amounts are slso authorized provided administrative approvals of highsr
authority are obtained. »

2, The following are the assigned aliases for the prescnt incumbents

of the designated positions: 25X1A
TLILE NAME SIGNATIRE

Chief, Procurement Division
Dsputy for Contracts
Asst. Deputy for Contracts
Deputy for Purchases

Chief, Production Contracts
Branch

Chief, Rssearch & Development
Contracts Branch

Chief, Contract Admin Branch
A

GONFIDENTIAL
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« SUBJECT: Pasignation of Contracting Officers

o JLTLE

PErtomd

Chief, Termination
& Setilement Branch

Actling Chief, Finance Division

- CONFIDENTIAL
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9 June 1959 Y P
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D
YIMANCE DIVISION NOTICE NO. 72 0 |
SUBJECT: Persomnmnel Assigamant
designated Deputy Chief, Compensation and Tax Accousnts
25X1A Branch, vice
25X1A
- 25X1A:
w

CONFIDENTIAL

g ip—
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12 Mdy 1964

CONFIDENTIAL FUMDS DIVISION HOTICE NO. 97

SUBJECT: Abbreviations to be Used for Descriptions
of Transactious

1. Section III of the Financial Coding Guide prescribes
standard sbbreviations to be used in the description of trans-
actions when preparing posting vouchers.

2. Personrel preparingz vouchers shouid utilize these
abbreviations ir order to provide a unifosm language in the
limited space available for description.

3. Particular care must be used in sbbreviating words
describing General Ledger Accounts Nos. 1ih.l and 144.2 entries,
as the description will appear on the Statement of Advance Form
distributed to employees, copy attached hereto, and must con-

- form to the legend of abbreviations on the reverse side of the
form. All abbreviations listed on the Statement of Advance

Form are included in Section IXI of the Financial Coding Guide. 25%1 A

Chief, Confidential Funds Division

Attachment: -
As Steted Above et

clas
‘Bl doctiment -par}] :;E CHECK required e

f 1““'951‘3 ed fil ' L. ia-r-""f‘" ion ‘e
nos _Y . REY,DAT % ey (18935
ORIG COMP _Z&i opl TYPE ._J[____C/

ORIG CLASS pAGES ¥ REV CLASS

JUST A ™ NEXT REV AQo/e  AuTHI HR 10-2 group I
Excluded from automatic
This document part of clagsified -~ dgmgcﬁon
integrated file. NAME CHECK required

- prior to individual classificatlionm action.

- o 175
ol ENTIAL

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9



-

/" Sl N

s

Approved For Release 2001/08/

.

LEGEND OF ABBREVIATIONS

ACCT Account ~ HHE Household Effects QTRS Quarters
ACTG Accounting HL Home Leave RCPT Receipt
ADJ Adjust(ment) HQS Headquarters REF Reference
ADV Advance HST Home Service Transfer Allowance REIMB Reimbursement
ALLOW Allowance INFO Information R/F Revolving Fund
BAL Balance Lv Leave R/T Round Trip
CL Claim MED Medical SAL Salary
CR Credit MILE Mileage SEP Separation
DD Due Date MOR Memorandum Obligation Reference - SHORT Shortage
DED Deduction(s) o/C Overcharge SHPT Shipment
DEP Dependents o/P Overpayment STGE Storage
DISALLOW Disallowance O/R Obligation Reference SuBS Subsistence
ED Education Oo/W One Way SUSP Suspense
ENT Entertainment OPR Operational DY Temporary Duty
EQUIP Equipment PCS Permanent Change of Station TKTS Tickets
EXCOST Excess Cost P/D Per Diem TLA Temporary Lodging Allowance
EXP Expen‘se PMT Payment TRNG Training
FGN Foreign P/R Payroll TUIT Tuition
FR From PROJ Project TVL Travel
FRT Freight PRSNL Personal VO Voucher
PURCH Purchase wW/O Write-Off
, ¢ 4
L Approved For Release 2001/08/29 : dA-RDP78-05747A000700030001-9 \
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CONFIDENTIAL

20 August 1958 ',;\‘;_A‘/‘/,

/
o
oric cLass S paaes _/ Rev cuess €<
SUBJECTs Book Dispatch JUST 2~ il BIv 2@/ AyTH: HR 10-2

. T
£i poe REV DATE % e018995 7
FINANCE DIVISION NOTICE NO. 70 | omc cokr 2.8 om 1 (. R A— ; :

Quoted below is a memorandum signed by the Special Support Assistant to
the Desputy Director (Support), dated 8 Auguat 1958:

25X1A

established and understood. Occasionally, however, it is necessary for
a support office to communicate to several cr all stations and bases
information or instruetions not appropriatse for inclusion in the regu-
latory system or to be incorporated in the regulatory system at a later
date. In these instances the book dispateh may be suitable. Book
dispatches must be kept to a minimum both in number and length, and
must not bs used to transmit material which should bs incorporated in
ths regulatory system.

®2. SSA-DD/S has bsen charged with aigning and releasing book
_ dispatches for DD/P on behalf of support offices and staffs. Thia
-/ authority earries with it responsibility fer review for releass as a
book dispatceh, and determination of necessary coordination.

®3, SSA-DD/S can best psrform these functions and be of greatest
asaistance to the support office or staff requesting relsase of a book
dispateh if the subjsct matter to be covered is presented in memsrandum
form. SSA-DD/S will prepare the book dispatch, effect necessary cocrdina-
tion, sign and release it. Coowdinatiom will include the requesting
office or staff when a question of content arises.

25X1A

—escasa CONFIDENTIAL
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FINANCE DIVISION NOTICE NO. 69 N f

SUBJECT: Advance Limitation ; \ \ w

Finance Division Notice No. 167 {A-1} ie hereby reviesd to
read as follows:

Advances of Confidential Funds in oxcess of
850,000, except routine funding of field installa-
tions and internal Finance Division transfers, will
not be mede without first coordinmating with the
Chief or Deputy Chief of the Finance Divisien.

25X1A

- CONFIDENTIAL
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FINANCE DIVISION NOTICE NOUMBER: 68 U?'M[

25X1A SUBJECT 1 _ Appointment. of Approving Officers

REFERENCE: Finsnce Division Notice No. 763, dated 20 September 1955 /'

| 1. Reference 1s mads to a memoraadum for Staff and Area Division
| ~ Chlefs, signed by the Chief of Operations, DD/P, dated 17 August 1955,
‘ pertaining to appointment of Approving Officers.

2. The following distinction is offared in order to clarify the
difference between the administration responsibilities of designated
Approving Officers of Staff and Area Divisions and the audit and certi-
fication of wvouchers and other financial documants by designated employess
of the Finance DMvision.

8, It has been established through the SSA-DD/S that the -
designation of Approving Officers, as referred to in
paragraph 2 of the above referenced memorandum, relates
to the individual specifically appointed in accordance

¥ with established procedure, who must, in his own right,

be the incumbent of any of the positions so designated.

b, Accordingly, it is the administrative responsibility of
the designated Approving Officer to comply with the
authority so delegated consistent with restrictions
placed on the lndividual concernsd covering the approval
of administrative and operational transactions.

¢. Consisteat with this concept, Certifying Officers will
review vouchers and other financisl documents with 25X1A
respect to audit criteris, subject to the signature of
a designated Approviag Officer.

Acting Chief, Finance Division

Formerly FD Notice 804, A4-105
A

T
’[ﬁu"/’ ""

Rl o

— CONFICENTIAL
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Approval of special foreign post

allowances and salary differentials CFR Oo4o8
Approval of clothing allowances for

enlisted personnel _
Entertainment allowances CFR 7.2

Approval of housing or space

requirements -

Approval of certain medical expenses CFR 10.0
Approval of payment of tuition CFR 10.1

Approval of applications for advances
under special circumstances CFR 11.3.b

Special allowances for amilitary

FHANK G. WISNER
Deputy Director (Plans)"

25X1A

25X1A

25X1A

25X1A

Formerly: FDN #721 (A=137)

CONFIDENTIAL
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FINANGE DIVISION NOTICE: 65 1 July 1958 L

SUBJECT: Accounting for Confidential Funds

There is quoted below a memorandum to Compiroller from Chief, Finance
Division, dated 14 May 1950, same subject:

"}, In the administration of accounting requirements and controls, p
confusion occasincnally arises because there is no clear definition of
"normel Agency accounting requirements". This problem arises not because
of lack of understanding and agreement with respect to the substance of
accountings but rather with respect to depth to which detalled documentation
is required.

2. There seems to be little basis for objection to the principle that
detailed documentation of the use of funds (i.e., the who, wial, when, where
and why) is normally required as long &s the funde remain in coatrol of
persons or projects under Agency control. Conversely, there can be little
guarrel with the principle that 1t is unrealistic and impractical Lo endeavor
to insist upon detall documentation of the use of funds from persons or
activities not controlled by thls Agency.

3, While the above stated policies represent accepted operational as
well ss sound accounting and funds control, in the absence of clear deter-
minations as to the polnt at which funds pass fram Agency control it is of ten
difficult, if not impossible, to clearly eatablish whether narmal Agency
accounting requirements have or have not been satiasfied. As & result, account-
ing requirements as set forth in many Administrative Plans or as interpreted
by Certifying Officers and others, have tended to reach further and further
beyond the point whers reallstic control and proper documentation can be expected.
On the other -hanmd, Case Officers and other operational persoanel, not having a
clear concept or guide as to what constltutes acceptable accounting documentati on
and policy, tend to agree to whatever requirements are suggeated, even though
in substance the requirements may be unrealistic and may not truly reflect
operational circumstances and relationshlps.

4o In recent discussions with representatives of cperational elements,
it was proposed that approved projsect outlines be utilized to eatablish Agency-
project relationships for the purpose of fixing the polnt where funds are
passed beyond effective detail control. It was further proposed that project
procedures be revised to provide that Case Officers would be required to
develop the finsncial aspects {other than budgetary) ia coordination with the
Certifying Officer in order that the project ocutline may reflect accounting
requirements determined by the Certifying Officer as conforming with oormal
sccounting concepts as defined above and practical of compliance as determined
by the Case Officer. Iun these instances wherein these criteria cannot be met,
an Administrative Plan setting forth special accounting requirementis would be

required.
CONFUEN ik
Sapgun—_|
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9. In the case of accounting requirements imposed on individuals,
the status of an individual with respect to his relationship to and control
by the Agency is normally evident from his employee or contract status.
The only area wherein relationship and control tend to become nebulous is
in the case of field agents and others who refuse or for operational reasons
are not requested Lo sign formal contracts. 4s a generel policy, in applic-
ation the "point of control® concept would reguire accountings in detail from
all employees and other persons under formal contract with the Agency on the
premige that any person who has signed a contract with the Apency has a relation-
ship to the Agency of such nature as to Justify insistence an decumented
sccountings.

Ve In the case of unilateral mémnranda of agreements, however, the
substance of the relatlonship as avidenced in the project outline or from
other sources would have to be exanindd to dstermine whether control is such
a8 to require detail sccounting documentation; or Lo permit acceptance of
receipts or certifications of services purchazed as adequate support of the
use of Agency funds. 3

7. In recent menths it seens Lo be increasingly apparent that we
are tendlng, in all sreas, to place more and more emphasis on the fora of
accounting documentation on the enronbous premise that if form is proper
substance is assured. The re-statemeht of policy as expressed above is '\

- believed properly to place major emphagis on the substance of a situation
with the objective of documenting thel form as necessary to support the
substance. In line with this view, We propose to work closely with cperatiocnal
elements to cbtain & better understanding of this policy and to expand the use
of project outlines to substantisve accounting determinations. Before proceed=
ing further, however, we would apprediate your approval.

}
f
; 25X1A
]
25X1A N
CONCUKRs o
i
I
nief, Audit Steff 25X1A
APPROVED:
| A8f Ee Re Seunders

Ko R. SAUNDERS
Comptroller "

Formerly: FDN #33c (4-120)
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FINANCT, DIVISION NOTICE: 63 14 July 1958
SUBJECT: Advance of Funds for Travel

1. The following policy is to be followaed by Certifying Officers
in connection with the certification of Hequests for Advances covering
TDY and FOS travel of employees and agents; l.e.,

It iz the policy of the Finance Division to certify
properly authorized and approved Requests for Advances
" covering TDY and KCS travel of employees sad agerts, in
© advance of the estimated date of departure in order that
individuals caen arrange for transportation and/or movement
of personal effects, Under normal circumstances, funds
are not to be made avallable to the traveler more than
ten (10) calendar days in advarce of sctnal trevel,-If
circumstances are such that funds are needed eariler than
tea (10) calendar days prior to travel, approval of the
Chief or Deputy Chief, Finance Division, is required
. before certification and disbursement.

2. Complisnce with the above policy 1s to be adhered to sffective

w  With this release. :

Aceting Chief, Finance Division

pog %) gy MTEW ey 018935
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Formerly: FDN #354 {A-116)
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FINANCE DIVISION NOTICE: 62 14 July 1958

SUBJECT: Delegation of Authority

There is quoted below & memorandum from Deputy Director (Flans)
to SSA=DD/S, dated 9 March 1950,

"The authority vested in the Deputy Director of Plans in the
referenced regulation to authorize or approve actual subsistence

expenses, not to exceed $25.,00 per day, is hereby dele;ated to the
SSA=DD/S. ~

F1ANK G. WISNER
Deputy Director (Plans)"

Acting Chief, Finance Division

ooc Y gy oaTe % B:EQ_L&HQ..S._«
DRIG CGMP %?_ oP T Lns—s_{/Z:
ORIG CLASS _SS_ PAGES /. REV E -

NiXT REV . AUTH: HR 10-

- .

JUST —— ————

Formerly: FDN #834 (a-113)
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FINANCE DIVISION NOTICE: &1 4 Maly 1958

SUBJECT: Waiver of Acccunting Regulations by a Contract Approved by a
Special Contracting Officer

There is quoted below a memorandum for the Chief, Finance Division,
signed by_ Office of Gemeral Counsel, dated 1z January
19563

- "1, Your memorandum requested our opinion as to whether an Ageacy

Special Contracting Officer hes the authority to approve a provision in an
egent contract to the effect that the agent’s accounting for confidential
funds advenced him for purposes other than selary need be only on the certifica-

tion of the agent, and need not be supported by receipts. _

2. ‘Somewhat generalized, the issue posed is whether the Agency Special
Contracting Qfficer may prescribe an internsl asccounting procedure for the

expgndituz'fe of confidential funds on his own authority.

«_
e RS
v

FOIAD5 -

5. On the basis of the foregoing, 1t is the opinion of this Office that
the Special Contracting Officer may not, on his own autbority, iaclude a pro-
vision in an agent contract which would relieve the agent from accounting for
confidential funds advanced him for other than salery purposas solely on his
certificalion. If this end is sought, it can be achieved only by an appropriate

provislon in an administrative plan relating to the agent's activities, or by a
waiver of the accounting requirement by the Director in individual cases, or by

the Director®s issuance of an appropriste regulaticn,®

Acting Chief'y Finance Division

Formerly: FDN #3811 (4-110) QONF‘DEN i ““\L
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FINANCE DIVISION NOTICE: 60

SUBJECT: Submission of Approvals by pn/s, DCIL, or DDCI

1. There is quoted below a copy of memorandum to all Divisions and ,
Staffs, Office of the Comptroller, deted 29 December 1955, signed by M- :

the Acting Comptroller.
“This 1s to advise you that in the future, all papers submitted \
for DD/S, IXI, or DDCI action requiring signature denoting
approval will contain in the final paragraph & reconmendation
Such paper shall

which clearly briefs the action recommended. _
further contain the words in the place provided fer DD/S, DCI,

or DDCI signature: "The recommendation(s) in paragraph __ is

{(are) approved, !
In compliance with the above, the final peragreph of all

20
memorande requesting approval of actions by the bD/S, DDCI or DCI will
be worded in the following menner: FT,

"If you approve of the recommendation set forth in paragraph i? :j ;
==y Please s0 indicate by affixing your signature in the = .
space provided below, and forward this document to (1) for S 2E
inclusion 1n the files supporting the action taken, 5g3 -

Concurrences: (2) W =
Comptroller 9 - E
58 :3 =
> =

DD/s 5‘:'3 ”[

The recommendation(s) in paragraph ____ is (are) approved. \ a2

NE
5 E &
855883

\

[
DCI
(1) Ordinarily the Office of Comptroller or DD/S.
(2) List concurring officers as appropriate. "
- ng Chief, Finance Division

FDK #807 (A=108)

Formerly:
Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9
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>’  FINANCE DIVISION NOTICE: 59 1, July 1958 N
SUBJECT : Accounting for Funds Purnished Agents Penetrating o/
: Denied Arsas o
HEFERERCE: Mamo for Comptroller from Chief, Fimance Diviaion, &
dated 11 April 1955, above subject. R
1. The Deputy Comptroller has advised that the procedure and AN

policy set forth in reference has received concurrence of the
Comptroller and Chief, Audit Staff,

Z. The policy and procedure outlined in reference will be ,
formnlized through releese of a Camptroller Instruction and/or :
amspdment of reguleations, as appropriate. In the meantims, Finance
Mvision will be governsd by reference memorandum in prooesaing 25X1A
ascountinga for furds furnished agents psnetrating denied srcas, :
ineluding the resupply of aegents in such arsas.

Acting Chief, Finance Division

/

: ce: SR DA
251 e [ —
Comptroller
o¥/0Y, v01899.5 —
Chief, Audit Staff Doc ._RIE{V’DATE ﬁrwi J/ A—

P )

COMP
:‘::a GLASS = PAGES _&7 ::zv c::xs: ___._-m -
JusT 2% KeXT REV 2= -___l_..
Formerly: FDN #727 (A=94)
S-F=C=R=F=T
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FINANCE DIVISION ROTICE: 58 Y, July 1958 M

SUBJECT: Per Diex Allowance During Hesdquasrters Debriefiag Peried for
Employees Returning from Overaeas for Home Laave and IS :
Transfer o Washingtca P

‘(':.

1, Your attention is directsed to Paregraph 4 of Attachaent B which -
in part states "It 1s the opinion of this office that per diam for the L
parieds of consultation in Headquarters may be paid to employees of thiz :
Agency who are being returnad f{rom overseas on home leave ard FCS transfer
to Headquartsrs providing thsre is appropriste sutherity for such payment
in the transfer ordera and providing coasultation 1a held prior to the
omployse's essunption of his dut:les in hesdquarters pursuesnt to his ney

asalgnment”™,

2, Parsgraph 3 of Attachment A gsots forth & criteria to be ussd in
sutherizing per diem sllowvances at Heardquarters during the debriasfing
p@rﬁ.@dd

3. It is rsqueated that you bring to the attaztion of the Chief
or Deputy Chlef of the Finance Division for considerstion ard approval, 25X1A
all ceses which cannot be haudled withia the limitationa corteined in
Atiechments A and B.

Attechments A and B

Formarly: FDN #0609 (A-83)

P yi
8935
cos 3% Rey oate gy 018939
ORIG COMP jjiv_ u%’l%ﬂﬁ /A

ORIG CLASS PAGEY ¢ _ REV LLALS

SUST _ LM Kokl GEV PO/ 0 aaH:

HR 132

e e
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20 September 1954

MEMORANDUM FOR: Deputy Director gl’lnns)
Deputy Diresctor {Intelligeace)
Aassiatant Director for Fersoansl
Assistapt Director for Communicetions
Pirector of Tralaing

SUBJECT : Per Diem Allowantce During Headquarters Deb:-lefing
Period for Employees Returning from Overaseas Cor
Home Leave and KCS Tranafer to Washington

1. A discussion of the above subject by an Assiatant General
Couasel bas bosn reproducad and is etteched for your information.

2, This office will take the initiative in formulation pollcy
in this connectlon end ultimately publishipng it in an appropriate
manner.

'3, Until such timo as formal publicatiaon and distribution can
be accomplished, it is desired thet the folluowing criteria be used in
suthorizing per diem allowances for the purposs ocutlined abave:

a, Travel orders shculd not, ag & } agnex, provide
& pericd for TDY amd debriefing, but nmuld mquim TDY at head--
quarters only when debriaficg is easential prior 1o expiration
of home leave.

b. When it 1@ essential to reguire such TDY, it zhould ve
limited to the ziaioum necessary end, in any eveant, nct exceed
10 working deys.

e, Pending ths formulation and publication of additional
information on the subject, it is requested that you tripg to the
attention of this office for consideration and approvel those
cages which caaonrot be handled within these limitations.

/8f L. K. WHITE

L. K. WHITE
Dsputy Director
{Administretion)

Attachment

oo O FIDEN 1L
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o Y o 10 September 1954
25X1A MEMORANDUM FOR:
| pec ssistant to the DD/A
| SUBJECT ¢  DPer Diem Allowance Dwring Headquarters Debrisfing Period

for Employees Returning from Overseas for Eome leave sud
FCS Transfer to Washington

REFERENCE, t Memo, dtd. 18 Aug. 54, to SA/DD/A fr (GC, same subject

1. You will recall that, in the referenced memorandum, this office
dealt with the question of whether an Agency employee who was being re—
turned from overssas for home leave and FCS trensfer to headquarters could
be allowed per diem for a pericd of debriefing and consultation in head-
quarters prior to his going on home leave. In paragraph 2 of that mem-
orendum, we took the position thai per diem was not allowable in thess

. circumstances. We based this opinion on paragraph 46 of the Standardized
Government Travel Regulations and on the well known rule iz Goveramant
that per diem is not payable at e permanent duty station (5 Comp. Gen.
874 (1926); M cmpu Genc 593 (191&5)>0

-y 2, Since the date of this momorandum, a deciasion of the Comptroller -

b 4 General has come to our attention which, coatrary to the general ™Mle,
wvould appear to authorize t of per diem in the cited circumstances-
In 31 Comp. Gen. 439 (1952) the Comptroller Geperal passed ca a similar
situation posed by the Department of State; In contending Tor the pey-
ment of the per diem, the Depertment cited Sectian 103.607(z) of the
Foreign Service Regulations which suthorizes payment of per diem to foreign
service officers who are being returned from ovaerseas for home lsave and
transfer to the Department in Washington and were called into the Department
for consultation prior to their going on home leave and priaer to their as-
sumption of duties in Washington. On page 440 of the opianion, there is

stated, intar alle:

"The case here involved may bs distinguished from thoss in the
dscisions referred to, and others falling within the acope of
the general ruls, wince under the administrative practice des-—
eribed . - s o - o o the employee’s presence in Wazhington for
consultative purposes i3 not related or incident to his assump-
tlon of permansnt duty at that place upon completion of his
statutory leave, 1t being evideat that he would be required to
report for temporary duty in Waghingtion regardless of whether
that city was to be his future permanent station or not.®

GUNFIDENTIAL

CIs INTERNAL USE CNLY

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9



/)“’;_" z

¢ Avproved FomRelease 2001/08/29 ;. CIA.RDP78-08 294000700030001-9
0 . ’ =
P i

Y e T LT A

We add that, while the Comptroller Geueral toek no specific positiocn in the

length of tims for which the per diem was authorized, it wasz the practice
of the Department to authorize it:

“for & period not to exceed five working days unless the
period extended into twe work weeks in which evant per
diem was authorized in the intervening week end.”

(31 Comp., Gen 439)

3. For some time past, it has boen the poiicy of this Agency to
have employses wlio are returzing {ron overseas for home leave and FCS
transfer to headquarters coms to headquarters for debriefing prior to
their going on leave. FPer diem has boan peid for these periods under
the authority of wereof, and
predecessor re s, '

4> On the basis of the foregeing, it 1s the opinion of this office
that per diem for the periods of consultation in headquarters may be paid
to employees of this Ageacy who ere being returned from overseas on home
letve and OS5 transfer to headguerters providing there ig¢ appropriate
authority for such paymsnt in the tranafer orders and providing coasul-
tation is hsld prior to the employes's assumption of his duties in head-
quarters pursuant to his new esaigument. As for the length of iime for
which per diem should be allowed, we balieve that the cited practice in
the State Departmeat is an adeque‘e guide. To the extent that this mem-
orandun differs in substance from our memorandum of 18 August 1954, you
-may be gulded by this one.

fice of Genersl Counsel

DV Y- W

qi.ig\ig; ,9 55?”1‘”
CIA INTERNAL USE ONIY h
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FINANCE DIVISION NOTICE: 57 31 July 1958
SUBJECT: Recording of Refunds of (perational Advances

Refersnce 1s mada to chan.gé #3 of the Manual of General Ledgar
Accounts wherein it was provided that all funds edvanced to or transferred
to projects (other thm_proprietari&a) will be recorded as
sllotmant expsnditures. It hams bsen determined that the principle
governing refunds of advances shall cconform to that provided in Budget~
Treasury Regulstien Ko, 1, Section 21, 1.e., &8 appropriatisne rafunds,
Accordinglyg it is rsquested that the account description appesring on
page Eleven (11) of the Manual of General Ledger Accounts (Account 142.2)
be extended to provide:

"Credits representing refunds of unexpended balances of
advances will be treated as appropriation rafunds. The
refunds will be recordsd ag revai'se sxpenditures to ths

allotment account from which the advence waa made.”

Acting Chief, Finance Divisioan

Formsrly: FON # 582 (A-72) f
I
6o BEV “”Eo’i’%n 72—
GRIG COMP _‘K_{, Pl eV CLASS —Cem

GLASS S Phﬁ;.s L
2::: 9% NEXT REV —2o/a At

o ——————r
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-’ FIBANCE DIVISIOR HOTICE: 56 11 July 1958

Msmorendus for the Record, dated 28 January 1952, signad by the
Exscutive Aselstant to the Dirsctor, is quoted balow:

_-—-F“"’"A\

» The Froject Review Committes at its mseting i 25 Jamary 1952
directed that any amsndment to & previcusnly approved project must be
approved by the PRC. This will include additional experditure even

though the amendment of such expenditire does notf, exceed $25,000.00.

-
Formerly: FDN #328 (A-42)
' uuc I 13 uanﬂﬁ/f&/fo 8v 18938
OKIG COMP e TYPE . —
GHIG CLASS =—% _ PraES #2V [LASS =2
JUST 2™ BEAT REV gL.QL‘?__ AUTH: HR T8-2
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FINANCE DIVISION NOTICE: &% il Juiy 1958

SUBJECT : Official Entertainmeant Expenses of Dapmity Dirsctors and
their assistents (not Assistant Directors, CIA),

REFEBENCE: Memorandum dated 7 Auguat 1951 (ER 2-0055) to the Deputy
Directors from the Directer of Central Intelligance.

All Certifying Officers and all other Finance Divisian aaployees
vho may have official duties to perform in connectson with the sbove
Bubject, should read and keep on hand a copy of referenced mamorandun
(RR 2-0055), Questions regarding this subject should be referred to
the Chief, Finsnce Division.

4 /]
poc 97 REV um-:01¢2 0 evp18995 —

Formerly: FD # 237 (Anzé gRiG chmp 3x_ _____ em 28 ?'YPE : Y A
v ) ofiG oLass NS Falss J M _ ksv GLAsS =

JUST 2V ueAl REV AL/Q. AUTHE HR 102
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“/  FINANCE DIVISION NOTICE: 53 1l July 1958 Ml
SUBJECT : Travel and Opsrationnl Advences

won o

1. It is evident that in the past advances have been made without '
edequate explanation on the Roquest for Advance form. Such gensral ' g[\
statements as "operational reasons” and "oparational develcpment® should (I
not be considered as adequate information. Specifically, cach Cortifying
Officer ahould ascertein thes exact reascn for which the advance ia
requsnted, 1.8, (a) are the funds to be used for payment ¢f compensation
to agent; (b) for agent expensea; (c) for staff case officers travel in
connsction with (a) and (b). Also, the Certifying Officer must sscertain
if the amouni requssated is not in excess of the raquired arount te
accomplish the mission. :

2. The time olement regarding the accounting ie also extramsly
important and it is desirable to impress upon the individusl that an
accounting for the edvance munt ho made in time to conform to the estab-
ligked due date for such sccounting. It wAill be the rasponsibility of
the Approving Officer to make sure that a roslietic dus date 18 shown on
the Raguest for Advance. In some instances, a stalff case officer will
roguast a travel advance and an operationsl advance on the sans document,

-’ which may be entirely in order, and if e breeldown of the iigure is not
furnished he should be requesied to furrish same bsfors thr sdvance 1s
Eiven,

- 3. Attention is invited to the fact that advances for procurement

of supplies and equipment are prohibited by regulations unieas prior
writien approval of the Procurement Office i1s ap hand, A4 reguest for

an advance covering the procuremsnt of material not Laving such concurrence
should be refused and the requesting officer advised to direct a requiaition
to the Procurement (Office,

25X1A .

pog ____ REV umaﬁMﬁ 0B8RS —
Formrly“-’ FD #244, (A=29) umaﬁ‘/h; 3%*_ _’.__}%::Yciss 7
GRIG CLASS S Fhass —f—- B ! _S-z_-—-ﬂﬂ -
JUST L2 KeXT BEV Q._QLQ_-W
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FINANCE DIVISION NOTICE NO, 52 d)vv
| SUBJECT: Procedure for Handling Spoiled or Voided Checks ,ﬂj
| Effective immediately the following procedure will be used in i
the handling of spoiled or voided checks:
a. All spoiled or voided checks, whether entered on the
i booka of record or not, will be retained by the
: issuing Branch or Section until the end of each month.
b. In those instances where checks are voided after having
been entered on books of record, it shall be the respon-
#ibility of the issuing Branch or Section to immediately
make all adjusting entries necessary and to clearly
-’ state the action taken on each such voided check.
! c. At the end of each month and after having complied
with sub-paragraphs a and b above, all spoiled and ,
voided checks will be forwarded by memorandum, 25X1A
referencing the appropriate bank account, to the '
Industrial Contract Audit Branch,
cting Chief, Finance Division
Fermarly: FD #2,2 (A-28)
>
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FINANCE DIVISION NOTICE O, 51 /\(k
VEMORANDIM FOR: A1l Firvance Divisien Peroom w2l J
SUBJECT

en

Duty Officors

4o The designated duty officer will be on stend-by duty for the ’6\3
entire weelk indicated., The normzl tour of dnty is fwen 1800 Wedroadey

Lo QB30 the following Wednssday. Dxsept for Saturday, tee duby will
be performad af hoie. On Saturdey, the duty officer will e staticomd
in Hoom 1036 Aleett Hall, between the houws oF 0900 ani 1300, vnloos
sgoner vrelisved by the officer en duty in th: 0Sfice o the Ceamtroiler.
Upon reliefl, or afier 1300 hours, the duty o ficsr will —esmme stand=by
duty at hame.

T B

TrinmE mot

assigned olficsr remein at home betuvon the Loura of 0330 ard 1700 _
on Sunday and/or Holidsys. During evening s, 1F the doty officer 25X1A
finds it mecessary to be away fraz home,, scovove there shouvld B abie
to tell vhows the individual may be reached. I thare will he ne ans 2
at heme, the duty officer should eall the Ageacy Wateh Officer, _
and advise him of the number at which he wey be reached end ths hiwee
ke will reZurn and be available at his hove rawbaw.

( 2, Waen assimed as duty efficer, it 4n nandastorr thit the \\\

3. A duty officer file containing irstrections for the obbaining
of cach fox suergency disburssments and infermetion fep contacting key
persenncl of the Fingnee Division bas besr prepaved. %his file shewld
by obtained from the 0ffice of ths Chdef, ¥Finanes Divisicn, during
working heurs of the day on which duty begine and should be returasd
promptly upen compietion of the assimnad toxdsd of duty. %he duty
oificor should retein the file containing his iastructions in his office
wafe durdng his pericd of duty. In ezse tihe duby officer is woabls
to comply with a request for sirgency service or requires sdvice on
any offieial matter, he should eontant the undersigned or rveh othsz
porsén lieted In thy duty officer f£1lo s be seasidors avpropriats,

an o g

4 The assigissnt of duity officers will b2 aunsunesd by separate 25X1A
menorandum, referonced to this Notlee.

Formerlys FD #6001 {(A-77)
T T T p——
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FHIANGE DIVISION NOTICE NO. 49
SUBSJECT: Building Bvacuation Personnol

1. This Hotlce supercedes Finance Division Notice No. 803
(A=104) dated 21 December 1955, All emplayees of the Finance
Division will familiarize themselves with the instructions glven
in Parts I and II of the CIA Bullding Fmergency Plan and ba
guided accordingly.

2. Attoched is a current list of psrsonnal asaigned duties
as Area Supsvvisors and Alternatss for the Finsnee Division. Tho

persong listed are reponaibie for the roms indiecated,

Attaehment

CONFIDENTIAL
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8 July 1958
FINANCE DIVISION NOTICE RO. A48 &

SUBJECT: Mimutes of Deputy Director (Support) Staff Meeting,
22 August 1956

H
£

There 1s quoted bslow a wmemorandum for Casptroller, deted
i, September 1956, signed by Acting Depuiy Director (Support): ?g

Wl. Regarding paragreph 4 of subjecit minuten, R i
it appears that Cemeral Cabellé¢s Offize would 1like to / %M—:
have a copy of everything sent to the Directors Cffice, L5
whether for information or action. :

2. If the paper going forward to the DCI is
boing transmitted for informatlon enlv, a copy is
routed to the DDCI simultanecusly.

3. If the psper requires action, DDCI is arded
to the distiribution and he will receive his copy efts®
the Director has signed as either approving or dir-
approving.

018995

vee I

ORIG CLASS S PAGES __/  REv cLass L2

JUST

AUTH: HR 18-2

BY

ho The above instructions will apply aven vhile
Caneral Cabell is Acting Director of Jentral Intelligence,

5. As to attachments, if there is an extra copy
of such a document they would appreciate having i%
attached to the copy for the DDCI. Hawever, if there
is none available, it will not be nec2ssary to make
ong ospecially for the DDCI as General Cabell can
always borrow the attachment to th: Directer?s coiy.

oP
NEXT REV

oc 56 ey oate 0¥/
ORiG CoMp D &

(signed) H. Gates Lloyd
He GATES LILYD

Aeting Deputy Directo: 25X1A :
{Support} w

Chief, Finanes Division

Formerly: FD #892, A-128
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FINANCE DIVISION NOTICE NO. 47
SUBJECT: Colloction of Salavy, Alicwarse, Differetisl, ese., Ovorporments
1s The fellowing procsdures will be observed by Finance Dvislon in thw
eullection of overpaymonts of selaxy, alicwances, 9%

4o Ugerpayimante Amenmdine %o $20.00 or Legps

(1) Colleckion will be effectsd by decwrtisn of vy rmsunba paye
able by Headquarters on the Flrsd payroll{s) trevered aiiaer FTOTRYISL
ig agbablished.

{2) ‘the employee er agewt will be rotified by dlspatch or remorhn.
cum, simltapsonualy with the deducdion sotion, of the actiem taken amd
tie reanon therefor. Alse, Payroll Change Notdises will ve:leet the soiism
takop and will bo transcifded under standard -perating yroosdurs.

b Overveyments Amounbiyy to lore Thar /20,00 D
Cloge of the Fay borled Sollewsnd Tha Yarled nf Tmerps

{1) Collection will be offested by deductlion oo ths current paye

- ¥oll of auy amounbs payebls by Hesdguarbers.

(2} In addision to relenss of mormel Fayroll Chmage Xotlce. the
employes or agent will bto notifisd by diepateh or memorexmdva, slimitae

resugly with the dedustion schion, of the astica taken rod the reason
therefow.

¢o  Uverpaymente Awcuvting %e Hore Thew (320.00 Discoversd Afher the
@‘4 2 o sl WG R L R W WA, 5 W VT B O\ SRMMREE A B M s s T
Clowo of e Yoy Terded Following W Yorfod Tof teepryssnni

BY
TYRE

nes _ %~ REV class o

2% HEXT BEV 2=/ hui: M3 182

(1) Irmedistely upon deermimntion thal an sverpayuert has oscuwrrad,
the employes or agent will be netifind ef tas owerpaymard by dispateh or

neworandvn ovey the signeture of Chief, Fisauce Divisicn. The mobice of
overpsymest wills

Z

(a) Sot forth fmll deteils of ths everpayment, incleiing ths
mathed of ealealating the smount.

REY DATECY/C
orl

céom
ORIG CLASS ~5 _ 92

coc
ORIG

(b} Raguest refund of the full mmsumt within afuly days frem
the date of the nolies.

(e} Acwise that 49 refurd 4n full, or an ascoptuiie plap of
settloment, iy not received within mixyr days foon vhe date of dim.
vateh or memorandun that the ameurt of ks Indelodross will be
deducted from gross btasie compensation 2l ths woxh rerulay pay pericd
folleoving the oixty day 1ldmitation. o

JUST

(
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{d) In the event that the imdebtodness to be collected by pay-
roll deductions sxceeds two-thirds of the Agency basie gross coupsi-
sation, dsductions will be limited to two-thirds of the groas basic
ecompensation, except in those insteances where greater deductions
are nseogsary o effect collection within the anticipated pericd of
enployment. In those cases wiere the full irdobtedness is not cole
lscted by a mingle deductien, advice So the employse or asgent will
state the smount which will be withheld frem his pay in the event
of fallure to refund the indebtedness in full.

2. In any ease where an employse or agent protests action taken in aecords
ancs with the sbove, the matter will be limediatoly called to the atiention of
the sppropriate Branch Chief of the Finance Divlalem.

o Formerly: FD #87L, A-123

s
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FINANGE DIVISION NOTICE NO. 46

SUBJECT:  Preparation of Dispatches

1. When reviswing dispatches it is frequently nmeassary to
read the entire dispatch to determine what ection, if any, is
required. Hequests burded in the general dincussion ase casily
ovorionked. If the aetisn required is spocifieally sumsarised
ab the beglinaing of the dispateh, supervisery officers con
beiter onsuwro proast disposition. '

2o Therefore, eifective imwedistely, an edditional idre
ontitied WACTION RIQUIRED? will be widlized on dispatehes follow-
Srg the SUBJECT and MEFERBNCE headings as shoam in the Sp i
foymat balow:

L] s Chisf of Statien, e e e e
VRO ¢ Finanee Divisicon

GENMERAL  «~ Adminletrative
SPECIFIC « Supplenentel Dirsetions for
Troparatien of Dispatchss

SUBJECY

a8

HEFERINGGE:  FRyexexx

ACTION HEOUIRED:  Revisdon of dispetch format.

1o S0y SRKERAXCEXKKICEI RS % AAEELSREXRNEETKEEKE o

Yormovrly: FD #56, A-113

LUNEIDENTIAL

¥

biuriiimifems—
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7 uly 1958 /0
FINANCE DIVISION ROTICE NO. 45 & Voo
SUBJECT: Definition, Vital Docurent ﬂﬂ“
REF ¢ FDOP #5=100-10
"'AE"L&/?’;L_/'
The following quoted memorandum dated 7 Soptembsr 1985 from the VQ“‘/
Area Recérds Officer, Comptrolle

rs Offica, 13 suggssted so o 2ulde

in complydng with the provisions of referenceil procodure,

Paragraph Wor
3 of the wemorandum suggests that "ldentifylng keys should b made a YX\J
part of the index.™ It is felt to be more aporopriate to in:lude the :
keys with the individual IBM listings to fasilitate the lmmediate /g S
identification of information at sauch tixe as any particular Vizal
Record iz nceded.

Y1, Referonce is made to memorandun dated 5 August 1955
from ths Chief, Monetary Branch in which a request was nade for
an elaborate definition of a wital doeum:nt.

2. Finunce Division Vitsl Doswenis wey be deucpibod as L-——?
dosmmnts that would be required io ecaries out the functions of
the Division from a relocation slte ard sithout scesss ‘o decv- i it
ments now maintained at Headouarters. Tw functions In relation g \\LJ -
to finance achivities at field statiens should also ba spt 4dn = =
mind. Hecords that protect the rights of individuatls ave ‘ ‘\1 - 3
elessified as wital. Wi 5

3o It should bo kept 4n mind that the recoris fited in 2
tha Repository should be eclearly identified in order %o snable
non~Finanee Divislon employses (Rwergency Pian Enployees) to <49
proceed with the funetions and setivitien previously carried .
out by finance yersonnel., IBM iistings should be swpposted by Q=
an identifying key to the different colums. Identifvirg keys <58
should be made a part of the index. Applicable inpiruetions > | > =
or Finance Division Opsrating Procedures thut would faeilitate E‘é':g ‘q
in earrying out the functions should be deprsited. l .

Lo The Vital Materials Repusitory is not a storage facility Q;\ 33
for inactive records or records of historicel valuo. Orly essential | o ey
documents should be deposited dve to spacs limStations. SEE_EE_

5. It is hoped that thess ecmmento will assist ir seleeting
waterial for deposit in the Repository.

25X1A

Fermerly: FD #9775, A-100
WGy T
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FINANGE DIVISION NOTICE NO. L o
‘JVL-
SUBJECT: Designation of Finanes Division Autheorised Clasaifiers
RE# | ¢ Comptroller Instruetion No. 7 J[‘j
In erder to provide for the control of information or materisl ,g
and to ensure the protection of elasgified information or msterisl ‘_]
25X1A againgt unauthorized disclosure » the incumbents of the pesitions

listed below, are bereby designated as Authorized Classifiers for

the Fﬁvme Division to earry out the provisions of

i Chief and Deputy Chief Accounts Branch
| Chief and Deputy Ghief - Cempensation and Tax
Accounts Branch
Chisf and Deputy Chief - Industrial Contract
Audit Branch
Chief and Deputy Chief - Monptary Branch

Chief and Deputy Chief - Operations & Lisison -

A 4 Sranch R
Cortifying Officers = Operations & Liaison =

Branch Ql

Tvee _ /)

25X1A

8Y

ReV oLass _Cor
HR 10-2

/
KEXT REV 2070 AUTH:

s Yinance Division

PAGES

Formorly: FD #7119, A-93

pog ST pey nnre%&g
ORIG conp _E _ om T

BRIG CLASS S
JUST _ 2 Lr

- CONFIDENTIAL
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7 July 1958
FINANCE DIVISION NOTICE NO. 43

SUBJECT: Preparation of Unemployment Caupensation Claims
(Forms ES-931

1. 413 Unemployment Compensation Claims (Forms ES-931)
processed by the Finance Division will be signed in the nems
25X1A of # using the title "Authorized Cortifying
Office person completing the Form.,
2. Responsibility for compiling the necessary information,
as well us the preparatien and malling of claims within the
preseribed four-day pericd, will contimue to be ths responsibility

ef the appropriate payroll office which processed the claimont?s
salary account at the time of his termination from the Agency.

25X1A

Formsrly: FD #705, A~91

CONFILENTAL
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W
Ta 2 L
-

the accounting. Also, such receipts should be similarly sscured upon
completion of audit end prior to placing in file.

5 It 4s the responsibility of each supervisor to insure that this
matter is brought to the attention of each employee under his supervision,

25X1C
s Finance Division
Formarly:s FD #535, A-62

CONFIDENTIAL

S G T T
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FINANCE DIVISION NOTICE NG, 41 :

SUBJECT: Preparation of Correspondence and Route Slips

1. It has been noticed that scme confusion exisis in ths preparaticr
of correspontdence and route slips, not only for distribuiion within the
Finance Division but also for materlal to be transnitted to other offices.

2. Huch of this confusion and resultent delay can be elimirated if
all correspondence in the Finanee Division is prepared in acccrdence with

the following instructions:

&a

b.

Form No. 243 should be used only for distributiecn

within the Finance Division. 411 rough drafts,

information copiss, and other miscellancous mexcrands
should carry this Form., Howewer, whan corregpordencs
is addressed %o more than oze fndividual, Form No.
237 should bs used.

Form No. 237 should be used on all correspondence and/or
forns routed to more thsn one poracn, office or on that
which is to be transmitted outaide the Finance Division.
In all cases, proper classification should be checled,
top and bottom; and it should bhe indicnted the material
is from "Finance Division®, When material is distributed
within the Finance Divisien by ¢his form, t2e originator
should be indicated.

In all cases, room rumber and building must bo shown for the addressse(s).

3. When preparing memoranda or other correspordence for tranemission
outside this Division, attention is directsd te the varions sample msmoranda
shown in the Correspondence Manual, a copy of which was furnished the Office
of each Branch Chief,

4o Thore are attached sample transmittal slips for attachment to
appropriate correspondence.

boc __ 472 _ REV DATE ‘ BY 0.1891?__
oRriG comp _ X op %TYFE i

ORIG 6LASS _S_ pages _/ __ HEV GLASS

JUST —  NEXT REV

AUTH: HR 708-2

o' Formerly: FD #378, A-50 _

S
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pog 4 usy nnzoﬂ. f" ey 018999
CRIG COMP S./__ opt 38 TIRE _L,._
GRIG ELacs =88 paoes £ Rev cLass

JUST NEXT HEV AUTHT HR 10:2

S
NOE DIVISION NOTICE NO 40

-

SUBIECT . Posi Office Boxes

ZLCISEIOMN: FD Notice No 40, dated 7 Julv 1853 *

. 2 file of iformatien and periinent data has baeun
r the purpoae of regularizinge a procvon
fmce boxes.

7257

2, Ymoaszary Dnison with the Sueport Bernch, Q71 of Tocuritr oo
cloging, servicinoaw odher &2 2olg 6l
ITKER, wiil ke conducted by the Monaa v Bronzh ratkco
- e g .,..__xv———-uq

smplovecss oy the Finance 1.)3.!!132..9:3

CONFIDENTIAL

S
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JUST __ e\ KikT REV _ B 2 /O4uTH: HR T10-2

FINANCE DIVISION NOTICE NO. 39

SHBJECT: Emphasis of Certain Monetary Branch Responsibilities

- In addition to the inherent responsibilities, the Chief, Monetary
Branch is responsible for proper handling of funds of all activities of
the Finance Division in the following specific capacities:

{(a)

{c)

(d)

{e)

Ensuring that prdper gafekeeping facilities are avail-~
able and utilized in 2ccordance with the accepted
requirements for protecting funds against loss.

Ensuring that proper safekeeping practices and pro-
cedures are employed in the handling of funds in day-
to-day operations.

Ensuring that adequate protection, armed protection
when necessary, is afforded funds in transit between
the Finance Division and external points.

Ensuring the coo:dination of activities of the Monetary
Branch, to the extent practicable, to provide the most

efficient utilization of personnel, space and facilities.

Supervising the technical management over all funds

their proper and most efficient utilization in disbursing
and funding activities, whether in cash, by check, or
in bank accounts. ”

25X1A

25X1A

Acting Chief, Finance Diviaion

Poruerlys ¥D #221, 417 CONHDENAL
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%1{/
FIHARCE DIVISION NOTICE BO. 36 >

SUBTECT: Additional Stations Desigmated as 'Clase A" Stations
for Financlal Accourting and Reporiing Purposes. 5 )M

A,
N /l 325X1A

1. Effective 1 Juna 195&

deaigoated as & "Class A" statl LAEARCOAL 8TCOUNCIng ~y
a2l reporting purposes. A . % \
: ve 1 July 1556 NN 2BX1A
25X1A vae degignated us a "Class A" stetion for
vancial sccounting and reporting parvposes.
o 3. Tha ehove stations will maintsin fimencisl eccounts
and rec prepare reports im accordame with the provisiors 25X1A

25X1A of dated 3 June 1957,

25X1A

£ _‘.
soc _ & 2 _ roy oate °_‘[/" /%° by 018995

emG soip K. o 3% TIeE -
GHIG CLasS _AD paGEs /- GEV CLRSS ‘
JUST _Y”  KiX? REV A9/ O UTH: HR 102 : TR TR

CONFIDENTIAL
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20 June 1958

22
FINANCE DIVISION NOTICE NO. —J

SUBJECT : Reseission of Certain Notices Issued Prior
to 19 Hovember 1956

REFERENCE: Finance Division Notice No. 2, dated
19 Noveuber 1957

Ll

AUTH: HB 18-2

018%9s

il 1

1. Attached is a list of Financs Division Notices
which identify those FD Notices issued prior %o 19 November N
1956, which should be placed in one of the following
catepories:

REV LLASS

T / A

2

a. Notices which are obsolsts and should
‘ba reacinded

b, Notices which are in need of revision

¢. Notices which are to be reissued without

— RLY LITS

B3P um

ORIG CLAZS ™  prgis

JUST

change
d. Notices which should be incorporated into
-’ & current Notice or FDOP

og J;?'_

CRiG Geip

2. DNotlces which are in need of revision and notices
which ave to be reissued without change will be published
inte the current series of Finance Division Notices asm soon
as all are received in the Office of tim Chief.

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9
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. ( ( Attachment to FD Notics NS; 2
¥otices Which dre Obsolete Notices Whdeh drs In Noticss Which Are To Bs Notices To Be Incorporated
and Should Bs Rescinded Eeed of Revision Reissusd Without Chance Into Gurrent Noticerpgr FDOP
A2 4-39 482 A<l A '
A-3 Aeld A8l 59 A-hzg Ak
A5 A-l,3 __A-85 A=10 A-bS
A-6 ALl —Am8h Al Fuy
A=7 A=4T AT &17 A=-5L
A8 A=49 88 A2 A-62
A=-11 A<51 —AmBQ A-28 A-T2 '
£-12 A-52 s ) A-29 : B8 (
A-13 A-53 _A=92 4=34 — Aeg1
A=15 A-55 A7 A-LD _ 483
A-16 A-56 A-101 A-4B _ A=
A-18 A-57 _A=102 A-50 ——A-98
&<19 A-58 A=109 A6l A~100
Ae20 459 A-111 A-86 — 2305
A-22 A-60 A-115 4~T70 A-108
A23 A-61 A117 —A=T5 ——i=110
A-25 A-63 _A=119 A-T7 —f=132
A-26 A-65 ~AA=120 —A=01 —4=113
A-27 A-67 —A<121 —A=53 —4&=116
A=30 A-63 _A=122 A5 —4=125
A-31 A-69 —A=123 —A=96 —A=126
A= A-T1 —A=12), ~A=99 ——A=128
A=33 A-T73 —A=127 —4=103 =132
A-35 A9l a129 410}, 1133 (
A-36  ~A-T8 A<130 ~A~106 —4=135
A-37  -A=T9 _A-131 —A=107 —4=137
A-38 A-80 K130 A1l —A-138
' ~A-136 4118
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N 8

C

FINANCE DIVISION NOTICE NO. 30 7‘L,

SUBJECT: Revised dated 18 T 1957

1. Although subject regulations are dated durlng October 1957, they
vere not received by ths operating elements of Finance Division until
15 Jamary 1958. Accordingly, except in those instances wherein the regu~
lations reflect specific effective dates relating to per diem rates, the
provisions of the regulation will be applied in the audit and certification
of claims to officiel travel performed on and after 15 Jamery 1958,

2, Claims covering official travel performed prior to 15 Jamuary 1958
will be processed in accardance with regulations superseded by subject regu-~
Jations and no re-examination and adjustmént of priar claims will be under-

taken,

Chief, Finance Division

PR )
Y §1893.5—
nee _S REY DATE %
‘ 016 compS & 07l ;Y::;sts
1 Ln LAl ¢ aGES ._,l————- REY :
% Lisa E& 35 i— i AUIH‘ Hﬂ 13.2

.

VgusT —— KEXT REV —
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CONFIDENTIAL

19 Novamber 1957

¥
s
/\L » 7} 1Y )Y
PINARCE 1) T1STON NOTICE §O. }

SUBJECT:  Uee of Unaccomneniad Bsgii:e Autliriszation

noted below sn 1ts ent"iz'f,ts, Lz the 0fiee of Germeral (Counsel
desis .le:*n 3G T-1L26b, dated 16 Oc ts w1957, whieh is ir answe:r to an
Inquiry riode by the Finance Divisic:. The  leeision discusses two
vedneiple guestions, the answers to Jhich 1.y be summarized as follows:

8. An ercess Daggazs sutsoarigatlon may not be
uged to transport periunsl of ‘eets which are
not scesesry to the rapforuvice of the
Temporary Duty.

BY

01859 3

TYPE U
Rev cuass _Coo
HR 10-2

<
- NEXT REV RO /T AUTH:

b. An Ldivicdeal ecannob tase a 2'adn against the
aoveomment upon a pravious o wse of dealing
o wen misleading siyiemen’:; made by Agoncy

o~
aifieras Paymdntfz .mi cladiss against ths ?.. .
zovermnent st be aurnorbted v avtherdty fros E s §
the ‘eeislature. E§ *
(-]
s ceeiplon 38 as follows: o ?
4 vl g2
Vi 2 bave your mesiorandum of 19 Augzst 1957 forwnrding a elaim sd
fear the cost 7 zhd 2 excess baggage In -
connrebion with & DY asgigrment, Iuecaus: presentation | & S S2BX{IA
o ud of ods elaln ralsed several siastions rot of purely legal nat
we have ¢ swered him sepurately, wi”h the hiought that the perhaps more
eehnd expneitiin below would br less suited Yo his purposes and more j
sudted 1o yours, ‘Fs;cludmg distelbeldon o ai«ude of yous own office, A 25X1A:
sopy of o1r xeply o 13, ‘
2. e exigting feots of thiv 2aze zviear %o be theses 25X1Af

w8 asnigaed DY {0 a *sw‘cas.sim P iy
The byravel ewvder (FE a0 oo
s Washs ov via Hong Hmg.

z » The teowol oder auta
hed ro ade Treficht e

En o poBls, the last of whieh was
ioelaed retura travel
ahed to take anm eave 25X1A
L LID pounds unacconpanied adr freight.

3 brfoss his arrivel at Hong Kong,
irht Iv questlon was ol wad i‘ e,  Reimbursersnt for the cost
srting this froight feom » Yo Washinglon was approved by

ng Gf:ffl.sfem but exeept i was awpn by the Finanee Division on
wls of want of nuthowiiv,

%3, Thie travel was

e

e UAFIDENTIAL

NR——
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. ®8., %he law as stated above is supperted by mmerous court opinions,
- from one of.which, that of the Suprems Ccurt in the cass of Federal C
Insarence Corporation v. Merrill. 332 US 380, 92 L Ed 10 (1947), we quote:

“Whataver the form in which the Goversmment functions,
anyers entering into an arrangsment with the Govermment
takes the risk of having accurately ascertuined that he
whe purportz to act for the Govermment stays within the
bounc.e of his authority. The seops of this authority may
be explieciily defined by Congross or bs limited by dele-
gated legislatien, properly exercised through the rule-
rakire powere And this is so even though, as here, the
agend himsslf may have been unaware of the limitations
upon hds authority.

“s o o Uhee « oRegulations were binding on 2ll whoe
sougit to com@ within the. o .Act, regardless of actual
knowledge of what is in the Regulations or of the hard-
ship resulting from innocent ignorance. The oft-quoted
obgerwation in Rock Island, A. & L. R. Coe v. United
Stater, 254 US 141, 143, 65 L Ed 188, 189, 41 S Ct 55,
that ‘Ubn must twrn asquare corners when they deal with
the Covermuent?, does not reflect a callous outlook.

It merely sexpresses the dulty of all courts to observe
the ¢onditiens defined by Congress for charging the
publiec treasury.®

9, % will be clear from the above that the payment of amy claim
againat ths Government must be supported by authority frem the legislature.
n the abiense of such authority, equitable argments, such as reliance
on a previcus course of dealing or on mislerding statements of officers,
can have 1o effeet, As we advised the elaimant in this case, *the
responsibie official presumably gives tie best guidance he can as to what
the Goveriient can reimburse and what it will not; but he eannot create
such authei-ity vhere there is none, nor can relisnce on his mistaken
assurances: justify an unauthorized payment.?

w0, e sez from this how important it is that administrative personnel
be well fivormed in their fields so that employees will not suffer economi-
5811y fiw: poor guidance. By the same token each employee must realize
vhat Agensy officers can only grant that which thsy have authority to grant
and there 18 alwoys some risk thet scmsone may misstate that authority.

#il, & eanmot tell whether the c¢laiment here was misled by anyone
with even apparent suthoritys but for the reascus given in paragraph 9
above suc: a finding ims not neceasary to our decision. An administrative
Jdetepmnination was made that the freight in quastion was something other
than that authorized by regulation to be transported at Goverrment expense.

In our opinion, for

- S IDENTIAL
T
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etsamdnatian

In our opinicn, for the - :
the Finanee Divisfon co:  :eth
and properiy disellowsd -

Citice € Jensrel Sounsel®

Crief, I inance Division

o ———

,,.‘\*\DENT\AL\
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M d N / "

N FINANCE DIVISION NOTICE No. 28 0?7#

R | / 3 . i

SUBJECT: Homs Service Transfer Allowance d 7’ dj v’ :
M

- Under date of 22 August 1957 the Office of General Counsel randered an éL }
opinien (OGC/B-7841(a)) pertaining to the reimburscment for the temporary Il
lodging portion of the home service transfer allowamca. The opinien is
quoted as follows:

"l. Mr. (= = =) bas sutmitted a claim for reimbursement of $175.50 for
the temporary ledging portien of the home servico transfer alliowance. The
claim covers rent and utilities on a house cceupied temporarily panding
eompletion of renovations on another house which he had rented under a
long-term leass. The houses are next door to each other and the leass coversd
the period of cccupaney of the temporary quarters as well as the permansant
quarters. In view of the fact that the interim quarters were apparently
provided in lieu of quarters to be oceupisd on a long-term basis as part of :
a single leasing arrangsment, you question whether it is legally proper to
reimburse subject for the temperary lodging expense claimed.

"2. Paragraph 252.12 of the Standardized Goverrment Travel Regulations
states that the temporary lcdging portion ef the home service transfsr allowance
wrls designed to offsst the cest of room and bath (ineluding utilities) at
hotels or other temporary ledging erdinarily used by Govermment employess
arriving at a post in the continental United Staies. The regulations alse
provide that o house or a artment my not be designated as temporary lodging -
unless the head of the agsncy agrass that it is occupled on a temporary basis.

"3. It is quite clea that ir. (= = =) did oecupy the guarters for which
hs claims temporary ledging allowance on a temperary baeis. If hs had chosen
to take quarters for this pericd in a house located elsewhere or one not
owned by the same lanilord, or evan if the leasing arrengements had been
separate, we doubt if the question presented here would have arisen. The
important consideration is not the leasing arrangemsnt or ownsrship of the
property but the actual temporary or permanent occupancy of the quarters. Thers
is no question that the quarters for which an allowsnce is claimed wvare actually ,
eccupied on a temporary basis as the tenant had originally planned. b

"4, This Office will interpose no legal objection to certification and
payment of this claim. We think it & matter for administrative determination
whether or not quarters of this kind should be considesred temperary lodging for
purposes of the home service transfer allowance. , |
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N
FINANCE DIVISION NCIICE NO, 27

SUBJECT: Militexy Details' Baggage Allowances Authcrized Under
Letters of Authorization

4 memorandum, dated 14 Auguat 1957, from the Chlef, Contract Personuel
Divislon to the SSAZDD/S is quoted below in its entivety. It's provisions

are to be appliec in the processing of decuments pertaining to the travel
of detalled military personnel.

"Memorandun Fors SSA-DD/S

o ention [

Subject : Military Detalls’ Baggage Allowences Autbarized
. Undex Iet.t.ars of Autharization

Ao 1, It is requosted that you dleseminete to theae DD/P components
concerned the followlng change in rrocedural policy regarding persondl
baggage welght anmmes far military personnsl detailed to fthis 8gency

2, Tn those instances where the travel and transportation provisions
of a Letter of Autborization are besed upon the Joint Travel Regulations
and regulations ¢f parent service, the applicable perecnul. baggage
velght alliowmnce szhoudd be determined by consulting Army Regulation
5571, also knmw: a8 Alr Force Regula,ﬂ:n 73-33; deted 2 July 1956, or
superseding authcrity.

3. It is to be noted that sald rogulatiam in paragraph 4(b)(3), 1
entitled "Baggege to Accompany Alr Travelers® deals with both narmal
and additiorml weight allowmnces. The amount of the additional welight
allowvances up to ths allowable meximum is determined on the basis of
the circumstancer invalved. Henceforth, the LOA wili no longer

gpecify the amowrt of edditicnal adr baggags asuthorized. The amount
authorized as adcitionsl baggage ard whe suthority uwxder which the
deternination war xade shall be specifically set forth in the travel
ader, Provisiors in extant LOA's which specifically suthorize addi-
Wonal wnaccomparied baggpge may be amended by an apmropriate travel
arder. The field should be notified of this change ns scon as possible,
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W 4o It should be clearly understood that the use of ihe travel
order in this instence (perscnal baggage) is not a deviation from

Agency policy that the LOA is the suthorizing decument and the travel
order the implementing document.”

25X1A
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FINANCE DIVISION NOTICE #26

26 August 1957

SUBJECTs Preperation of Dispatches to be Released by the
Office of Communications 93,
When prepering dispatches which will be ygleaged by the (ffice of
Commmnications, please prepere and gign two (2) official copies. This {

request comes directly from the (ffice of Commnications,
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* FINANCE DIVISION NOTICE RO.' 25 R

SUBJICT: Home Lsave Travel and Traunspertation Expenses

i
Under date of 15 August 1957 the Office of General Counsel rendered sn ﬂ
opinion (OGC/B-7822) pertaining to the reimbursement fer travel and trans-
portation costs. The epinien 1s quoted as follows:

"1, You have requssted eur views as to whether Mr. (~ - ~) mey be
| reimbursed foo travel and tramsportation coste in econnection with his
25X1A journey from [l vhsre he was stationed FCS, to California for purposesc,
; ‘ of annual leave in May 1957, end return to headquarters emroute to another -
FCS assignment overseaes, this under the provisiens of the Administrative
i Expense-Act of 1946, as amsnded (5 USCA 73b~3). That Act authorizes the
i payment @f travel and transportation costs for persoms stationed outside
' the continental United States "to the places of actual residance at tims
' of appointment ¢r transfer to such Overseas post of duty", when the travel 7
is for the purposs of taking leave prior te serving amother towr of duty
at the same r enother overseas post. It appears that travel of Mr. (= - =),
which has besn performed, fits the requirement of Section 73b-3 if Californial
wvas his placsg Of actual residence.

BY
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"2, At the time he was assigned to Mr., (- - =) had besn with
the Agency for a mmber of years and hed served several monthe in Washington
: upon his return frem another overseas PCS assignment. Consequently, he was
25X1A a transferes to [ e the place of actual residence controlling in hig
case is that at "time of...transfer’, rather than time of appointment.

poc _ 555 pev oate®f/0
onic comp 38 ot 3P TR

ORIG CLASS .A%
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"3, Mr. (= = =) was born in Californis and grew up there. His mother
and sister still live there and he returns to California om vacations, betwesn
Jobs, ard at other timss. He lived at various points in the United States
and South America since collage, with the FBI and in private businsss (1940 to
1951). He dess not ewn a home in the United States or elsswhers and he iz not -

a registersd voter. Documents in his personnel folder include the CIA FPHS and
appointment affidavits and personnel actions with CIA anmi the Econcmic
Stablization Agency, for whom he worked for ebout six months immsdiately prior
to appointment with CIA., These décumsnte were prepared during the several
months betwesn his return from Seuth America {(1950), where he had been in
private business, and the half year of private employment in New York, several
months with the Eeomomio Stabiligation Agency add the first few weeks of CIA
employment. During this period, he was living in a New York hotel, staying with
friends in Chevy Chase, and, finally, living in a house in Falls Church, and the
addresses and legal residences listsd in the documsnts reflect this. Thesze
documents in themrelves, of course, would not determine place of actual residence,
but in any event, Mr, (= = =), in November 1952, according to the CIA efficlemcy

e CONFIDENTIAL
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;"fep@rt of that date, recorded a change in his legal address to Califernla.

See in this regard Comp. Gen. Decision B-129287, October 25, 1936, which
holds that when residence is incorrectly indicated in personnel documents
they may ba corrected., Thereafter in 1954, subsequent te PC3 duty in

- he was authorized and performed home leave travel te Califcrnia.
Although that travel was under the CIA Act, which doss neot limit leave
travel to ths place of actual residence, it is nevertholess another link
with California and contributes to the pattern of contimuing association
and connection with Califernia. In 1956, he was in Washington on TDY and &t
that tims requssted amd was authorized leave iravel to Califeornia upon
conclusion of the [ litovr, the travel which is now the subject of
question.

"4, We think the expenses here, if otherwise proper, may be allowed.
Mr. (= = =) hed had only brisf assignmants in Washington during his several
years with the Agency and the Washington assigmmsnt frem which he was trans-
ferred to was for only 7 monthe. The Comptroller Geperal has ruled that
the place of astual residence at time of transfer is not always the place

from which transferred and that "the law does not restrict the payment of

home leave travel expepses to that placa’. (35 Comp. Gap. 101,103). 1In
that case the individual was hired initially irn Bosten frcm his Rhede Island
home and thereafter served for several brief periocds at different places

in the United States, the fimal post prior to &n overseas assigmment belng
in Kansas City; the Comptroller Gensral accepted the determination of the
‘epartment invelved that the place of actual residence was Rhode Island and

“Wefucted the department’s statement that the smployee 'has no interest in the

station from which transferred’. In another cese, of an irdividual living

in Chattancoge, who was recalled into active duty with the Navy and asslgnsed

to Washington and upon releese by the Ravy, employed in Paname by the Panams
Canal Company, the Comptroller General sutherized payment of travel from
Chattancoga and noted thet upon leaving Washington, the individual clOsed his
residencs 'with no intention of resuming residence there® (B=124492, September
21, 1955). In D=129287 (montioned in paragraph 3 above), in which the
Comptroller General permitied correction of personnel documents in aorder to
show the correct residence, ths situation hed important similarities with

the (= = =) case (although there ars aleso some differences)., The individual
hed resided in Califernia frem 1911 until October 1950. At that tims he was
transferred to Arkansas end on Oc’igsber 11, 1952, to Washington. On December

29, 1953, he was transferraed Overseas pursuant to an employse agreement which
recorded his place of actual residence as Clifton, Virgiuda, which was ths place
at which he lived for two of the 16 months he was stationsd ir Washington. Hers
also ths mother and other family contimued to live in California; only a few
months were served in Washington; and some perscnnel dcouments did list
California as the lagsl or vating residence.

"5, None of these cases, we think, precisely parallels that of Mr. (- = =).
but they all reflect the liveral attitude which a reprssentative of the legal
staff of ths General Accounting Office advises us the Comptroller General has
towards the Act. All emphasize the temporary ngture of the assignment to the
nlacs from which transferrad and the lack of assecilation and connection with

Wttt place. Mr. (- = =) travel would appsar to be within the spirit of these

rulings and may be approved. _
L frisbiiial
S EYSmig
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"6, The foregolng and the decisions clted above of course would not
mean that tbere would pot be other cases in which travel could not be
epproved. Indeed, it could be that in subsequent ysars, after other and
lengthier assignmsnts in Washington, Mr. (= = =) alse might not qualify for
leave travel to Celifornia. That is, his circumstances could so change
that his asscciation or connection with the Washington area might well

render Washington the place of actual residence. We would suggest, therefore,

that steps be taksn to assure that employeas' requssts for home leave travel
be aprroved by hesdquarters, and not only the area division, in advance.

Assistant General Gounse! "
Chie@on

NEIDENTIAL
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20 August 1957

FINANCE DIVISION NOTICE NO.M%

SUBJECT: Home Service Transfer Allowance—Temporery Ledging Fortion

1. The question has arisen as to whether, in the opinion of the
General Counsel, peyment of ths temporary lodging pertion of the home
service transfer allcwance is proper under the following circumstances.

2. Upcn reassigmment PCS an Agency smployee, together with his
wife and two children, both under eleven years of age, occupidd a
furnishsd room in a houss cwned by a relative for a period of 33 days.
For this he paid hie relative the sum of $450. This employes has now
confronted the Agency with a claim for this amount, alleging that the
sum is properly reimbursable as a temporary lodging portion of the
home service transfer allowancs. While conceding that the room was not
rormally rented, he maintains that its value was what would have been
charged for comparable hotel accoodations in the area.

3. In reply' to this question the Office of Gemeral Counsel rendered
an opinien (0GC/B-7749) which states as follows:

"3, Section 252 of the Standardised Regulstions (Govermment Civiliens, . .,
Foreign Areas) issued by the Secretary of State pursuant to the autherity
conferred by Executive Order 10,011, dated 22 October 1948, indicates that
upon an employee's reassigmment

raynen
lodging portion of the home ssrvice tranafer allowance may be made. ’
Executive Order 10,100 dated 20 June 1949 suthorizss the Director of 2BX1A
Central Intelligence %o pay ellowances conforming to thoss granted by the
Secretary of State end to prescribs such Nurther regulations as he may
desm necessary to effcct the purposes of that order. In

the provisions of Section 252 are incerporated and supplemented.
Togethsr, these regulatory issusnces set forth with a certaln degree of
particularity the coniitions under which temporary ledging payments may be

'made, although edmittedly mot covering specifically the problem with which

Weo ara here concernsd.

4, At the outsst 1t must bs noted that the basic authority for
the homs service transfer allowence is permissive and is not a payment
to which an employse is entitled as a matter of right. Further,
it mst be borns in mind that the purpose of this allowarce is to
reimburse an employes for the sxtracrdinary and necessary expenses
incurred. With regerd to the temporary lodging portion particularly,
the regulations indicate that it is "designed to offsst the cocst of
room and bath . . . at hotels or other tewmporary lodging ordinarily
used by Government employees arriving

CONFIDE::: AL
: o

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9

PTTTRE L
OHIG CUNP

ORIG CLASS w5 PAGES ’_\_’__./, ‘n?EV LASS L
JUST e ¥ NEXT REVL- O L AUTHE

esr———




-

25X1A

~ =TORFIDENTIAL
Approved For Release 2001/68/29 CIA-RDP78-05747A000E%0%Q,9_%L—9#24
"o ~  Page 2

In this circumestance we think it reasonable to
conclude that the allowance is intended to reimburse employees, within
1limits, for costs charged for the use of commsrclally-cperated lodging
faoilities. While paymonts for sharing the privately-cwned dwallings
of relatives and friends are not specifically outlawed, we feel that
the spirit of the regulations militates against reimbursemsnt in such
circumstances. We believe that an analysis of the intent of Congress
would lead to ths sams comclusion. The basic authority for payment
1> Section 901{2){11) of the Foreign Service Act passed in the lst
Session of the 84th Congress in 1955. The legislative history indicates
that the allowance wae intended to assist employees in meeting the out-
of=pocket expenses that result from the mobile pature of their employment.
We do not feel that the Congress intended to afford an employee the
opportunity, by means of a perscnal or social arrangement with relatives
or friends, to pass on to the Govermment a charge which, but for the
possibility of the allowance being granted, might nct have been made.
A1l this is not to say that in order to estsblish eligibility an employee
mast cbtain aceomcdations from a stranger. However, we do believe that
the contribution which an employee may make for the use of a relative’s
private dwelling can not be considered to be an extraordinary or nscessary
expengss within the purview of the statute and regulations. Such an ocut~
lay is more akin to that vhich we might normally expect to make in
providing shelter for & family. Accordingly, it is owr opinlon that no

part of this claim is proper for payment.
Assistant Goneral counsel u

25X1A

25X1A
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Regulatdons (Government Civilians, For
dste for employees

Yo this Agency had to conform to thut laid down

effective date of 14 March 1957,

7 | N
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20 August 1957
FINAICE DIVISION NCTICE NO, 23
SUBJECT: Separation Allcwances : /‘\ ' ?

an opinion (0G0 7-1162a) pertaining to the seperation allovances. The

Under dato of 1 August 1957, the Office of General Counsel rendercd N
opinion is quoted as follows: ﬁi

"lo Your memoréndum of 23 June 1957 requesis the cpinion of this 7\;}51
Office as to whether an emnployee who arrived at her post overseas between
14 Yarch and 1 Mey of this year, and whose dependents errived thare less Y O’L
than 30 days after the employee, 15 entitled to -separation allovance, v

2, Agency Notice dated 10 May 1957, advised employees
of certain changes in Sec ans 251, 252, amd 260 of the Stendardized
ans, dgn Arees), setting ths effective
daay's and . dated 52%1R
was not in accordance with

this Agency as 1
employees thab

law as to the eff @ date of the o 8 and that the effective date es

_ , , it y the Secretary of State.
The revision of Section 260 with which we are here concerned has the

14 Mérch 1957. Therefare, to the extent that paragraph
drdicetes an effective date of 1 Msy for tlet, section, the
notice is errar, This Agency doos not have the euthority go go outside
the confines of the allowance Units set by the Secretary of tate, We
caunct set. effective detes cantrary to the Standardized Regulations,

randun snd for the reasons stated above, paragraph 1 of should 25X1A

reflect an effective date of 1 May 1957; paragraph 2 should reflect an

3o In enswer Yo the question posed in parsgraph -3&*61‘ our memow

4o Appropriste revision of the two notices affected by this opinfen
vill be initisted by this Qffice immsdistely.

Jo In answer to the questicns poaed An paragreph 3 b of your memo-

rendum, ineemich &s the travel of the employes in question was performed

during April 1957 her entitlement to separation allowanse must bo detere
mined -under the eprromriate provision in effect at that time - that is, the
revision of Secticn 260 et seq. having the effective date 1. March 1957,

r l
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| FINANCE DIVISION NOTICE NO., 23 QONHDENTIAL
NrbAGE 2 |

Under Section 202,32 of that date, separation allowance ie not to be
paid when the period of seperation is less than 90 days, Therefare,
since this employee was separated from her dependents for less than 90
::ygzw 1'1'; would be improper to certify payment of separation allowance

25X1A
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FINANCE DIVISION NOTICE NO. 21 wwW
SUBJECT: Non-reimbursement for Fees and Tips for Handling Baggage }C‘?‘N——

1. The Office of General Counsel advises (0GC/B-7700, dated
18 July 1957) that General Accounting Office has ruled that claims
for "the cost of {ses or tips paid to porters or baggage clerks for
handling baggage at transportation terminals" must be disallowed.
Consistent with the above GAO ruling the authority In 180 FSTR Z.44 25X1A
to pay such expensas has besn revoked.

2, Accordingly, ths applicable portioa of paragraph 2e, _
is being rescinded. Effective immediately such items are no longer
subject to certification and payment. The cost of such fees and tips
are construed to be covered by the per diem allowancs prescribed lor
the area concerned.

3. It is to be noted that reimbursemsat of charges paid for the
transfer of baggages betwesn boats and trains, movemsnts betwesn two
railroad stations, etc., 18 not affected by the above referred to
ruling, and is subject to reimbursement.

4. Notwithstanding the foregoing, charges or tips at transportation
terminals will be allowsd for handling Organization-owned property
carried by the traveler, as well as charges Por checking any baggage.

——_—_——__ o o
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FINANCE DIVISION EOTICE NO. 19

SUBJECT: Policy Applicable to Certification fop Paymert of Claims Lo
the Transfer Portien of the Hemo Service Transfer Allowence
for Husbard and Wife who awre Both Staff Employees

Under date of 27 Juns 1957 the Office of General Counsel renmdarsed
an opindon (0GC/B-7523a) pertaining to ths certification for payment of
claims for the tranafer pertion of the home service transfar allewance,
The opinion is quotsd as folleows: 72,(7

"l. TYou have requested our epinien whether Jou w2y legally csrtify
for paymwont cleims for the tremsfer pertion of the homs servics transfer
allowance under the following eircumstances.

2. Husbapd and wife, both staff caployess, stationed at the same
overseas post are transferred to the United States (from Zome 3 to Zome 2)
on ¥CS orders at the sams tims, Ths enployees have two children. Employes—
husband submits & claim for the meximm entitlemsnt at the with~family rats,
listing the two children as dependents, employuwe-wife slaims payment at the
o without-family rate. You note that the Standerdized Roguletione (Govermment
\ 4 Civilian Fereign Areas) at section 252 dealing with homs service transfer
allowances is silent as regardes the entitlcwment of meyried enpleyses.

3. Sectien 252 of the Standsrdized Regubtions issued by the Seeretery o5xqa
of Stete pursuant te the eutherity comfarred by Executive er 10011,
dated 22 October 1948, indicstss thot upon an ewnlavess n oy in

48,5

TR (R O

paymant of the transfar poriion of the home
ice uransfer allowancs may be made. Exscubive Order 10100, dated 20 June

1949, suthorizes the Directer of Central Inteliigence to pey allovances

conforming to thess granted by ths Seccetery of State in acoordancs with the

regulations preacribed by him in Executive Ordsr 10011 and to preacribe

such further regulations as hs mey deea necossery to effectuate the purposes

of the Order. In Agency Regulam@n@ which incorporates by referenss 25X1A

and supplemsats section 252, the or and eligibility requiraments fer ’

this peyment are furthsr prescribed. And in the matter of allewances

generally, the Standardized Regulaticns define femployes” &8 "any civilian

employes of ths Govermssnt who is & citizenm of the United States stationsd

in a forelgn area® (section 215b). Togsther, thess regulatery issuances

sat forth with & cortain degres of particularity the comditlons under which

tranafer payments may be mede, although admittedly not covering in specific

language the issus with wvhich ws are concermad hsre.

25X1A
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4o In view of this silence we must interpret the Regulatien in
the light of the spirit of the Regulation ard the intent of Cengrass
end the principles covering the expsnditure of Government funds. The
basic authority fer homwe transfer allowance is permissive and is not
payment te vhich an loyes 18 entitled as s matter of right. Ths
Agency Ragulationﬁm'mides that it shall bs peid to "eligikloe®
stalf personnsl provided in paragraph 4 a. end paragraph 3 b. requires
that all epplicable eligitility criteria be met. By definition,
paragraph 2 a. reads that the allowances ars granted to an employes for
Textracrdinary and necessary expsuses deemsd incident to the esteblish—
ment Of his residencs at & PCS post ..." Limitations have then been sot
on the amounts which can be paid to a single employes, an employee with
gzﬂymember_@fafmﬂysndmemphyeewithmemw@mmmber@fa

5. In the present case, ths employes-husband claimwed the maximum
amcunt of the basis of two members of the family. It would appeer
to be quite contrary to the spirit of the Regulaticn to give thet sams
family payments in excess of this maximm amount because of the fact
that the wife toco was an employee since thes fact of her employmsnt -
edds nothing to the extreerdinary or necessary expendses incidentel to
the establishmsnt of the husbamd’s post. Under these circumstances the
wife doss not meet the eligibility criteria as an employes and is not
entitled to the allowanca. -

.. 6. We believe that an analysis of the intent of Congress would °
lead to the sams conclusion. Basic authority is in section 901 (2)(1ii)
of the Ferelgn Service Act passed in the lst Sessiocn of the 84th Congress
in 1955. The legislative history indicates the allowance was authorized
o assist employses in mseting the cut—of-pocket expenses that result
from the mobile reture of their employmsnt. We do not feel that
Congress intended to grant to one family & greater allscwance bscause

tho wife happened to be smployeed then that given te the sams size

- family vhere the wife was not smployed particulerly as the first family

would already have the financial benefit derived from the wife's
Governmant salary and ne additienal exponses need be incurred.

7. As a matter of further incidentsl interest, we would point
cut that Congress has been closely following the granting of transfer
allowances by the Dspartment of State. As a result, the Department
was instructsd through the medium of the Conference Repsrt on its
1958 Appropriation Bill to restrict expenditures for transfer allowances
o a sum which is but & small fraction of that expended in ths previous
yoar. Because of the Congreseicnally imposed restristion, intrs-zone
transfer allowances were elimimeted effective 1 May 1957 and inter-zone
transfor allcowances reduced.
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8. Based on ths foregeing, it is our opinien that it would not
be preper to certify the wife’s claim firem paymont. In additien,
in light of the basic principles governing expenditure ef funds, a
claim based on a technicality which takes advantage of silence or
ambiguity in a regulation and which would obtein for one employee
financial benefit not available to other employses in the same
financial status, is unconsciemeble and should not be countenanced.

/e/

LAWRENCE R. HOUSTON
Gansral Counsel °

25X1A

Acting Chief, Finance Division
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; 41. June 1957 A

FINAKCE DIVISION ROTICE mf\ 18 “?, _) :
- C.

SUBJECT: Organization and Functions - Finsnce Division - % .

1. The following chenges in crganisation and functions are sonounced ;f){%_
affective 1 July 1957: -

a2, The Payroll and Travel PBranck and the Agent Service Seetion, ﬁ:}/
Operations and Lialson Brapch, mre sbaollshed. /\N/
b, Functions formerly performed by the Payroll Section, Payrcll and

Travel Branch and the Agent Sexvioe Ssection, Opsrations and Lisison
Branch, scs asaigmd to the newly constituted Componsstion end Tax
dccounts Branch,

¢, Pmetions formerly assigned to tho Travel Section, Payroll and
Travel Branch, are assigned to the Operations and Lisison Branch.

! d. Respomsiblility with respect to proosssing, recording and follow-up

25X1C on accountings by mmnﬂy assigred to the
Froprietary Acoo M, Accounts Branch, 1s traunsferred to
the Opamtim mﬁ Lia.:lsan &'amh
25x1A W 5 I - ccc: oot hcting Chief, Companantion, ant
Tax Asconn o &'anch Chief mssignments mmin unshanged .,

25X1A

Chief, Finance Division

{ f
' 5
pog __(Zf(___ REV_DATE E‘é&%{ﬁ BY 01_%?_9____
ORIG COMP & IR VTR | E——
CRIG CLASS 5 PAGES 1 mev cLass ﬁ
ST __TDeNr  HKLXT ﬂgvégj_.._ auTH: H
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FIFANCE DIVISION BCTICE ¥0. 17
SUBJECT: Recording of 1935 Expenditures

1. Thoe Accounts Branch will contime to record 1955 expanditures
after 30 June 1957, sush as transactions psrtaining to field stations®
activities, whiech have actually besen incurred and recorded at the
field stetion level up to and inoluding 30 Jums. It is anticipated that
by 30 Septewber 1957 the mejority of Class "A" ard Class "B" Station
Acoountings, through the month of Jume 1957, will have been processed through
the accounts. A reviev will bs mede at this time te determing the feasibility
of fermally cloaing the 1955 allotment accounts es of 30 Septamber.

2. As of 30 Jue, 31 July, 21 August, and 30 Septsmber, axpenses
and oxpenditures appllicables te 1955 funds will be closed to Goneral Lsdger
Ascount 450, however, & status of allotment repert applicable to 1955
appropriatisn will be prepared each month for the firat quarter 1958 as well
as for the 1956, 1957 and 1958 appropriations. In addition, a quarterly
edjustment as required by Attashment B to Comptroller FNotice No. 14=55
applicable to Fiscal Year 1955 wﬂ,l bo effacted as at the closing of bosks
30 Septamber 1957.

3. It is to be uxlerstocd that any expenditures incwrred during
Fisvcal Year 1958 sgninst the 1955 appropriation will be reccrded in the
scoounts as & lapesd appropriation and cherged against the 1956 appropriaticn,
in scoordance with astablished policy and procedurs.

4o Summittal apd processing of station acosuntings should be
vigoaroualy followed uvp to assure thntallacwunﬁingsthmuthOJumare
cleared at ths earliest possibie date.

25X1A

w 018999

{

YPE __,L———-‘

oG Chip DT UR '_,_l—— os \T, ozss Lo —

eain cLAs NS PAGE v _é_._l." AuTH: WA 102
KiXY QE
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FINAICE DIVISION MOTICE B0, 14 (Revised) Y g
SUBJECT: Definition of Baggags
RESCISSION: Fimance Division Notice No. 14, dated 29 April 195747

1. An apparent conflict exists in the definition of .
contained in paragraph 25X1A
I

2. The Handbook specifically excludea furniture and other items
of housshold goods and effects. Censequently the ccst of shipping as
baggage infants cribs, nursery chairs and similar essential items has
been disallowed for the reascn that such are classified as household
gends.

3. The definition of baggage contained in[EEEEN co-- 25X1A
forms to I FSM IIX 124.1 which prov!ius that the employee may be

reimbursed for unaccompanied air fireight cherges upon justification
of the necessity therefor. Such justification may cite such factors
as climate, duration of journey, needs emroute, immediste use st
destination, or mature of travel.

4. It has bean requested that paragraph 17b of N b- 25X1A
rescinded. This will pernit an administrative determination to be -

made by the operating element concernsd in each irstance where a

claim is presented for the shipment of infant cribs, mursery chairs,

and similar items as unaccompanied air freight.

5. Accordingly, effective immediately, vouchers claiming reimburse-
ment for unaccompanied air freight charges, which may include items
cemparable to those indicated in peragraph 4 above, may be certified
for peymont provided that suitable justification for such mode of
shiprent is presented on ths voucher. Approval of vouchers containing
such justification by dasignated approving officers will constitute
acoceptabls evidence of favarable administrativn determination.

25X14y

0 gy p18II5
£os __,ﬂJ_. REV DATEOﬂo oo 1) Chief, Finance

an | R— &ﬁ
CRiB CE&P eF : 'y
CHIG CLALS _=> PRGES _{_ mev cLass S s 2l
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10 April 1957 7
FINAMGE DIVISION NOTIGE MO, 13 | e
SUBJECT: Use
REF, 3 (a)

(b)
(c)

1. Recently certain procedursl relesses have besn processed which reflected il
improper and erronecus use of the M indicator in that the Indicator o5x1A .
was used as & aryptonym for Finanoe Division. Although thess releases did
not ariginate in Finance Division, it appeare appropriate to re-emphasise
the nature and the use to be made of thellll indicator in order that allos5x1A
personnel of the Division may be informed in the matter.

2, smmmammwwmmﬁwgmmmm
tranemittal of dispstches and cables requiring limited o
Wmmmwmmummm/wrdmtbcwdimﬂon
of sensitive and specialiszed material., Such irdicatars are not cryptonyms
for Agenvy components and should not be used far such purpose.

3. Referense (c) above identifies sutborized aryptomyms for Agency components
and sets forth the policy governing their use.

4. Reference (b) sets forth the policy and circumstanses governing the
assignment and use of indicators and assigns the following indicaters to
this Division,

Finanoe Division (General)

Monetary Branch -
Monstary transsctions except
ahipment or inventory of cwrrency

Shimment or inventory of ocwrrency

5. A1l sonnel sare csutioned to become thoroughly faxilisr with refersnces
and assure that all metters originating within Finance Division are
handled in strioct conformance with the policies expressad therein,

975 1899 5
pos AV nz DATE _t%““-o———l—

GG cc'iP 021

LG GLASS o PAGES REV CLASS . Soer
JUST _ = ¥ KT REY ,,'L‘;/O asimi WA 1z | Cdef, Finance Divieion

25X1A

25X1A
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11 Merch 1957 s "./f/[

SUBJECT: Parking Fees
REF, : (a) Vemorandum far Office of General Counsel fram Chief,

L

25

3o

Finance Division, dated 23 Jamwry 1957, Subject

(b) Memorandum fee Chief Finance
» Division from Qffi
gg::zal Counsel, dated 4 March 1957, Subject: Pa;aﬁ:;.:

Feference (a) requested the Office of Gener ounsel
whether peyment of claims far e bl o
Whothe o P tim-l::!.ng fees in lieu of taxi fare

Reference (b) indicates that there is n such
' 0 le
claims and thereface such claims should be g:}ﬁ:'gfhwity far

25X1A

Attachments (2) :
Reference (ag
Reference (b

eos 73 gy pareo 0 ev0189
ehic comp DF7  gp SYPE __
i cu.ssj PAGES {{ Rz suass _ Cr
SUST __22M" g X1 aeY 2200 a5ins MR 102
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ATTACEMERT TO FDN No., 11
" Reference (a)
o

"33 Jamery 1957

[ ]

TO Qffice of General Counsel
THRU : Camptroller

FROM : Chief, Finance Division
SUBJECT: Parking Fees

REF, 1 General Counsel‘’s Cpinion 55«7, dated 21 Felruary 1955
3/ Comptraller General 139 (B-121024

31 Comptraller Genarsl 42/ (B-107504

8GTR, Para. 1.1 and 3.5B(1)

o Te

1. Attached is a claim dated November 1956 for reimbursement of
parking fees in lleu of use of taxicab for local travel an official business
submitted by | Tiis clain is representetive of mmerous

" clalms of this type recelved by Finance Dlvislon which have been disallowed

on the basis of the opinion expressed in references (a) and (b).

2, Standerdized Government Travel Regulations, as amended effective
August 1, 1956, provide in peragraph 1.1 as follows:

"Employees traveling on official business will provide themselves with
sufficient funds far all current expenses, and are expected to exercise the
gsame care in Incurring expenses that a prudent person would exerciss if
traveling an personel business.”

3. This clause In the Standardized Government Travel Regulations is not
new to the current 1ssue of the regulations but has been continued from issus
to issue far many years. Consistent with the "prudent persor’™ concept exe
rressed in this regulation, General Accounting Office in its decision B-~107504,
reference (c) approved reimbursement for travel by personslly owned autemobile

~ from employes®s residence to alrpoart and retwrn plus parking fde at alrpart

mrovided the expsnse claimed does not exceed the cost of the usual allowahle
taxicab fares in such instances, even though use of the personally owned auto-
moblle was not autharized by travel arder.

4. Sectlon 3,5b(1) of the revision of Standardized Gowernment Travel
Regulations which became effective 1 August 1956, incorperated specific pro-
vislons far the reimbursement for the use of persomnally owned automoblle in
lieu of taxiceb in fircumstances as set farth in B-107504, provided the
reimbursement does not exceed the nsual taxiceb fare,

5. Notwithstanding the recognition of the "prudent person™ concept in
31 Camptroller General 42/ and in the Standardized Government Travel
Regulations, 34 Camptraller General 139 mresents a directly contrary view
and states the prineciple thet perking fees may not be reimbursed in lieu
of use of taxlicab even though such reimbursement results in less cost to

the government. 7 This document part of elassified
7 cy g r‘;L integrated file, NAME CHECK required
Lot ei iy . t4 1 = Ui prior to individual classification astion.

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9



Approved Fd@eléase 2001@% F?BEN’T?A[? 42%000700030001-9
g o 2w mad

ATTACFMENT TO FDN No. 11
Reference (a) Page 2

6., It is the view aof this office,that a showing that deviations from
normal or specifically suthoriszed modes of transpartation, routes, ar the
incwrrence of official expenses of a nature not comtempleted Ly specific
authorizations in circumstances wherein the course of action selected Ly
the traveler represented "prudent judgement" and resulted in less expense
to the government comsiitutes a legal and proper basis for reimbursement
of administratively approved expenses. It seams to us that to teke a
contrary view 1s not only inimical to the interests of the texpayer but
also frustrates efforts towsrd the exercises of maxizum rridence and
diligence in the utilisatlion of Agency resour:es.

7. In view of the apperent conflict in basic principle appearing
in the Genersl Accounting Office decisions, and the liberalisation of the
Standardised Government Travel Regulatlions as they pertain to the use of
perscnally owned autamobiles in lieu of texlcabs, it appears that it
might be appropriate to reopen the question of the propriety of honoring
administratively approved claims far parking fees in lieu of the use of
taxiocabls, Accordingly, it will be appreciated if your office will re-
examine this matter and advise if claims of the type attached are legally

proper for payment.
- o

CONFIDENTIAL
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ATTACHMENT TO FDN, No, 11
Reference (b)

0GC 7-0342a
4 March 1957

MEMORANDUM FQR: Chief, Finanoe Division
SUBJECT : Parking Fees

1. Your memorandum of 23 Jamwry presented a claim far parking
fees and requested us to look ance more into & poesihle resalution of
the two Camptroller Genaral Decisions, 31 Comp. Gen. 42/ and 34 Comp,
Gen, 139. The first lecision allowed payment of pearking fees at an
airpmtaaaport.ionoi’thaallmablotrmlexpenseabem
W and New Yark and return, It also ellowed mileage for the
distance the sutomohile was driven, The 3/, Comp, Gen. denies reim=

btmsemntfm'parkinglotupanaosinadditimtomﬂeagepwahlefm'
official use of cers,

/s/
LAWRENCE R, HOUSTON
Genaral Counsel
co: Leg Counsel

iy
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FINAICE DIVISION NOTICE HNO. 10 a
SUBJECT: General - Employees® Compensatliaon Benefits Yy

A
Speclfic « lMedlcel Benefits for Depsndents

1, Attached is copy of Book Dispatch No. 184, dated 13 February
1957, indlicating the condition and clrcumstances under which employses
can be paid or reimbwrsed for costs of medicel travel snd madical
treatment of dependents.

2, Approving authority for such claims is rested with the
Director of Persomnel, Clalms will be paid under Apenszy Rspulations
appl(.iszazbl).e (to modlcal clalms of employees covered by FL. 110. paragraph
5 (5) (c). (Se .

cog _"r_‘:f_ ey oatet/2%s sy 01899 5
GKIG GOMP ;}zi 07l e I

UHIG CLASS =8 PRGES REV CLASS
ST M LAY REV _PD/2 auit MR 10-2
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VIA AR P -2 Felruery 1957
| NN
TQs All Chiefs of Station and Base
\ﬁmM:‘ Directar of Personnel ) 25X1C

SUBJECT: General - Employees® Compensatiom Benefits
Specific - Modical Benefits far Dependents

ACTION REQUIRED: Advise Field Personmel

25X1A 1. This book dispatch anmounces & new policy, effective 21 September 1956, of

 hedleal travel and medical treatment for dependents of Organization staff employees

and staff agents, except far detailed military persomnel to whom the provisions of
continue to apply.

2, Pending puhliocation of & reguletion om this subject, the following policy is
provided for the guldance of resprmsible officlals snd staff personnel :

a. Dependents of staff agents or staff employees who are stationed atroad
(outside the continental limits of our country, its Territaries ar possessions)
on a ICS basis in a locality where there 1s no suitable hospital ar clinic will
have benafits regerding medical travel similar to those available to staff
personnel ,

b. Dependents of a staff agent ar staff employee who are stationed alroad,

and who incur 1llness ar infiry while located ebroad which is not the result of

~ vicious hablts, intemperance, or mlscanduct on their part, will have benefits

- similar to those availahle to staff personnsl. The (rganization may, in

accardance with such regulations as it may prescribe, pay for that pertion of
the cost of treatment of each such 1llness ar injuwry that exceeds $35 up to a
maximum limiteation of 120 days of treatment for each such illmess ar injury,
except that such maxdmm limitetion shell not apply whenever hesdquarters, on
the basls of professional medical sdvice, shall determine that such illness o
iﬁmy clearly is csused by the fact that such dependent is or has been located
8 oada

3. Since this program does not covar all aspects of medicel requirements, it
is suggested that personnel who have medical insurence end hospltelization pollcies
nay wish to continue them,

4o Work 1s under way to prepare the necessary regulations and procedures. In
the interim, claims far all medical expenses incurred by staff agents and steff
employees for their dependents on and after 21 September 1956 should be suhmitted for
Headquarters consideration on a facsimile of the attached Farm No. 1126, CLAIM FOR
DEFENDENT MEDICAL CARE, Such eclaims should be accompanied by an explanation of any
lravel expensss inourred in order to rrovide hospitalization where no suitahle
hospital ar clinlc exists at the station ar base of assignment, itemized receipted
bills, amxi statements from attending physiclans as to treatment given,

5. In cases involving dependents of individuals under nonofficial cover, or
when other operational security requiremonts dictate, the infarmation required in the
attached form should be provided in a completely sterile mammer, certified to by the
employee, and, security permitting, signed by the adult dependent concerned,

s ]
Attechment ) , | |
Form No. ill/gé(l COPY iy .

I e
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(When Filled In) hd

CLAIM FOR DEPENDENT MEDICAL CARE

oy EMPLOYEE DATA

1. NAME OF EMPLOYEE (Last-First-Middlie) 2. DATE OF BIRTH 3. EMPLOYEE STATUS

4. DUTY STATION

DEPENDENT DATA

5. NAME OF DEPENDENT (Last-First-Middle)

6. RELATIONSH!P TO EMPLOYEE 7. SEX 8. AGE
9. DATE DEPARTED U.S. 10, DATE OF ARRIVAL ABROAD
11. DATE OF DEPARTURE FROM OVERSEAS 2. DATE OF ARRIVAL IN U.S.

13. NATURE OF ILLNESS OR INJURY

13A. CAUSE OF ILLNESS OR INJURY

14. WAS DEPENDENT ADMITTED TO A HOSPITAL FOR IN*PATIENT CARE? l l YES l ] NO

15. IF YOU HAVE ANSWERED "YES" FOR ITEM 14 ABOVE, FURNISH NAME AND ADDRESS OF HOSP|TAL

16- IF YOU HAVE ANSWERED "NO" TO ITEM 14 ABOVE, INDICATE NATURE OF TREATMENT OBTAINED AND REASONS WHY DEPENDENT WAS
NOT HOSP{TALIZED

17. NAME AND ADDRESS OF ATTENDING PHYSICIAN

18. AMOUNTS CLAIMED

s (ITEMIZE AND ATTACH BILLS AND RECEIPTS)

19. EXACT DATES OF HOSPITALIZATION (Admission & discharge) 20. INCLUSIVE DATES UNDER PHYSICIAN'S CARE
i

21. 1S DEPENDENT ‘COVERED BY ANY HOSPITALIZATION OR MEDICAL INSURANCE PLAN? l | YES ' 'NO

22. 1F YOU HAVE ANSWERED "YES" TO ITEM 21. GIVE NAME AND ADDRESS OF INSURANCE COMPANY AND STATE WHETHER CLAIM HAS
BEEN SUBMITTED TO THAT COMPANY AND ACTION TAKEN ON THE CLAIM

CERTIFICATION

I hereby certify that the above statements are true to the best of my knowledge and belief and that
the amounts claimed in item 18 above do not include amounts paid or payable by any insurance com-
pany with which the above-named dependent is insured.

I further certify that the illness or injury described above was not the result of vicious habits, intem-
perance or misconduct on the part of the above-named dependent aﬁiocmaim is made for reimburse-

ment of the amounts indicated in item 18. FIDENT’AL

-
(FLER 24. SIGNATURE OF DEPENDENT (If adult)

25. DATE 26. SIGNATURE OF EMPLOYEE

FORM NO. e

1 DEC 56 1126 9 (4)
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z 5 March 1957 ' ﬁu/

FINANCE DIVISION NOTICE NO. 9

SUBJECT: Dissemination of Polliey, Legal end Proéadural ete fi |
" and Decisions to Clase #A" Stations idterpretations !

1. In order that Fleld Finanece and Certifying Officers be infarmed Hpem |
of interpretetions and decislons affecting their aregaftf Tresponsie L
bllity, it is desired that policy, legsel and procedursl intermrotations
gﬂtcilecisiona of general interest be disseminsted 46 all Class "A®

Lione, '

2. Suph interpretations and decisions mey arlce as a result of
questions received from field stations, logal decisions, Finance
Division ar Comptroller memoranda, ete, In order that consideration
mey be given to the genaral release of such materisl, sll employees
are requested to hring appropriate materisl to the shtentian of
thelr Branch Chiefs, who will, if they consider goneral release
aprropriate, refer the matter to the Chief or Deputy Chief, Finance
D_iviagg aﬁgg f:!.nalby ngecisima. General releace will normally be
accomplisl Dispateh prepared for the slgnature of hlef
or Deputy Chief, Finence Divieion, the Ohls

25X1A
- o,
pog 43 REY DATEQ By g18dab
DRIG COMP 07l e 4
ORIG CLASS =  PAGES _/ _ REV GLASS \
ST __ PN X1 RiV 2= OFT2 autns hw 132 X
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30 Jammry 1957 . f
FINANCE DIVISION FOTICE no.Nv o . | 2/ %m:
SUBJECT: ~ Polioy Applicsble to Fayment of Post Differentials to ' 74

e . Employees TDY and on Detail to Another Post

- . .1. Under date of 25 September 1956 the Off4ce of Gemeral Counsel
- rendered an opinion covering the paymsnt of differentials to employses

traveling betwssn foreign and territorial areas which has. been :
Usseninated to | 15 Doosubsr  25X1A
19 . ’

.2, In substance, the opinion covers the following points which
are made available as Agency policy and for purposes of assisting in
advising employess whether foreign and territorial post differentials

are to be pald in connsction with TDY and "on detail® assigmments:

a. In any instance where a PCS employes entitlad to a
, foreign post differential is assigned TDY or "on
detail" to a territory ot possession, such assigmment
is conslidersd to be an assigmment from a post classified
for differential t0 a post or area classified for differ—
ential at a lower rate consistent with the Standardized
Regulations, paragraph 115 g which indicates that posts
within United States its territories and possessions are
classified as "zoro" for differsntial. The fact -that the .
territorial post differentisl is more or less than the:
forelgn post differential of an employee's permanent
- PGS station is immaterial. ' SR

L‘

01893 &
i
HR 182

L4

BY
TYPE

op!

& NEXT REV sPO/C AUTH:

ORIG TLASS NS PAGES __ Z2— REV CLASS

~De An employee FCS at a territorial post assigned TDY for
-any paried of time to.a foreign post whether classified
... . for dlfferential or not is entitled to the territorial
.. post differentiel for the duration of the assigmment.

y

poc 2% __ Rey pateQ

ORIC CoMP

JUST

e Cn.. AR employee FCS at & territorial post assigned "on detail®|
. to a forsign post, i. e., performing duties which involve
_carrying out functions of the post to which detailed, for
a pericd of 60 days or more is entitled to the foreign post
~differential for the duration of the "on detail" assigmment.
~ The territorisl post differential stops at the time of the
employee’s departure from the territorial post and is
reinstated on return. No differential, territorial or =
- foreign, is payable should the "on detail" period be for
. less than 60 days. . o

' wenss CONFIDENTIAL
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o

An employse FCS at a foreign post classified for differential
assigned TDY or "on detail® for 14 days or less to a territorial
post 1s entitled to the foreign post differenmtial during his

IDY assigoment. '

An employee FCS at a foreign post classified for differential
assigned "on detail® as definsd in the Federal Personmsl Mamual,
for a period in excess of 1 calendar days to & territorial post
is entitled to ths territorial post differentisl for the duration
of the asslgoment. The foreign post differential stops at the
time of the employeo’s departure from the FCS post and is rein=
stated upon the employee®s return. '

An employes PCS at a foreign post classified for differential
assigned TDY for a period in excess of 14 calendar days to a
territory shall becoms ineligible for post differential, terri-

- toriael and foreign, during his TDY assigmment. The forelgn post

differential stops at the time of the employese's departurs from
his PCS post and is reinstated upon the employeo’s returs.

An employee FCS at a forelgn post classified for differential assignod
IDY or "on detall" for a period of leas than 60 calendar days to a
foreign post classified for differential at s higher rete is entitled
to the post differential applicable to the employee’s PCS post.

An employes FCS at a foreign post classified for differeamtial
assigned TDY or "on detail® for a period of 60 calendar days or
more to a forelgn post classified for differential at & higher rate
is entitled to the post differential applicable to the TDY or "on
detail® post for the duration of the employes’s assignment. The
post differentisl applicsbls to FCS post stops at the time of

the employse’s departure and is reinstated upon the employee's
return to his FCS post.

An employse FCS at a forsign post classified for differeatial

assigned TDY or "on detail" for a period of less than 14 calendar

days to a foreign post classified for differential at a lower rate
or an unclassified rate is entitlsd to the post differential appli-
cable to ths employes’s FCS post..

An employes FCS at a foreign post classified for differential _
assigred TDY or "on datail®™ for & period of 14 days or more to a
forselgn post classified for differential at a lower rate or an
unclessified rate is antitled to the post differential applicable
to the TDY or Yon detail" post for the duration of the employes’s
assigmment. The post differentisl applicable to PCS post stops at
the time of the employee's departure and 1s reinstated upon the
employee’s return to his PCS post. DEXIA

CONFIDENTIAL

e " Chief, Finance Division
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N
FYNANCE DIVISION NOTICE NO. 6 3 Jpemprne 1G87

SUBJECT: Gerersl Ledger Accotmt 125.0 - Foreign Momdes on Hard

Lo s of 1 Japvery 1957, the Accounts Premch will a3 scantirue,
end the Mmelsxy Branch will be responsible far s oo naénterance of
the subsidisry records of the Conarsl Ledger Avcount. 125,00, Forelgn
Yonlss on Hawnd,

2. lMontbly the Mewstery Branch will mreyare a trisl balanes
of the gubsidisrv raverds reflecting the total doller velue ]
bogether with the rumber of units and doller welus of esch QnTeNey
ou hard. The Acecunte Branch will verify the totel dollar value
shown on the trisl balance to the peneral ledger account, After
verification the trial belsnce will be armetated "Varifiad by
date % ard veturped to tlw Mweterv Branch.

-

3. The Monetary Branch will be responsible for the prepsration
sod disseudnation of all information (Fformal reports end otharvise)
ralative solely teo foreisnm monies.

/

voc 77 gey DATE‘% ev018935
okis comp 287 gp TYeE A

OBIG BLass _ w5 PAGES _/  _ Rev ciass W
ST _Frer Mkl 2tV _2©/P autu, HR T0-2

-t mm———|

contriveNTIAL
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Cg

J N . /
“’/FINANCE DIVISION NOTICE NO. 5 A (
SUBJECT: Establishing Dus Dates for Advances of Gonfidentisl Funds v\ ./"'“/
1. In order to give recognition to document processing time, due ﬁ}"x_ .
dates for advances of Confidential Funds will be established in the following
manners ‘
(a) When Notification of Transfer of Funds or Accounts is processed
at Headquarters for charge to an individual’s advance account,
the dus date reflected in the T/A will be the date established NS
for liquidation of the advance, except that in no case will the e s
due date established in Headquarters records be lesa then the 3 =
(=}

third month after the month in which the T/A is dated.

BY

TYPE
¥ CLASS

(b) When individusl advances are made at Class B stations which are
to be accounted for at Headquarters, the due date will be the J
date established by the station for liquidation of the advance,
except that in no case will the due date be reflected as less .
than the third month after the month of the advance.

(c) Due dates on individual advances made by Headquarters will be

. the dates reflected on requests for advances, except that in

A4 0o case will the due date be reflected as less than the third
month after the month of the advancs.

(d) Due dates in accounting records will be reflected as three digit
mmbers by combining the month and calendar year. For example,
the dus date for an advance made 11 July 1956 will be reflacted

in accounting records as 106 (Ootober 1956).

-2/ AuTH;

37

GES _ / R:

or)
NEXT R:y

ORIG CL255 _<S py
A

JUST

s6c 24 pey DATE
RIS comp

S i M
“
e

2. Certifying Officers will review Requests for Advances applicable
to 7CS transfers to Class B Stations to assure that the dus dates established
is consistent with this policy. Exception to the above manner of establishing
due dates may bs made by the Certifying Cfficer when information is available
which indicates a more realistic basis for establishing the due date.

3. Any change in an established due date will be made in accordance with
the procedures outlined in Finance Division Notlce No. 733.

4. This publication reseinds Finance Division Notice No. 873 dated

9 July 19%. .

Chief, Fipance Division

¥ CONFIDENTIAL

S
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%
27 Mavember 1956 (/ '
PINANCE DIVISICE ROTICE Ro‘\.‘ F A 'QT‘ ﬁ
(i
SUBJECT: Shipment of Automobile Via Foreign Vessel. 1M/

1. The Office of General Counssl renderad a decision dated 2 j,

the shipment of automobiles falls within the rurview of Section
901 of the Marchant Marins Act of 1936 (29 Stat. 2015, 46 USC 1241
{1952)), as amended, as well as sea shipments involving persons
&rd properiy.

25X1A

25X1A

Chief, Finance Division

07) /A

on - TYpE
.ms: GI.ASzS f_s; PAGES _ /. pey grasy <
L7 B —
P e

nog . -
nmnwhna:% sy 01899 5
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CONFIDENTIAL

T
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FINANGE DIVISION NOTICE N0, &% & fovenber 1956 7M
i
¢

SURJEGT: FD Notice No. 887, entitled "Fer Dlem - Truvel Betwsen o
United Stebes and Fovelgn Localiiios"

dated 20 September 1955, signed by Chief, WE:

W to subject and ite discuc:ien by you axd
25X1A of WE/Mmin, the undaralgred hes prescribed
the demestic rate for the portion of travel occwring within the
United States. This policy 1s reitrosctive to 1 Avaqust 1956,
the affective date of Buresu of the Budget Cireder No. A~7, ro-~
visad, dated 22 Juns 1956, rogardless of mode ¢ trsvel usad.

2, Hereafler, the following terminology will be used on
all wavel arders authoydsing travel between tb: U, S. and
Foroign Localities: MDemestic rate of $12.00 por diem autherized
for portlon of trevel ocowrrlng within the Unitd States®.

Thers 1s quoted below & momorandun for Chief, Fineance Division, % \?’

25X1A

3

Chief, VE
25X1A

Chief, ¥inance liivlsion

£ ya

poc _&O  Re ATEO_#_/QD% BY 01&3}5_._
CRIG COMP _%{nopl tyee Y

GRIG CLASS S paces _ /  Rev CLass Cr
JUST ___ 2V KiXT REV 20 /O rultt HR 102

ez (ONFIDENTIAL
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31 December 1963 7 //
CONPIDENTIAL FUNDS DIVISION MEMORANDUM Jff‘/
SUBJECT: Review of Existing Notices and Procedures ’,ZM
REFERENCE: Confidential Funds Divieion Notice Ro. 1 - Amendment No. 1 cw
1. Attached {ag a listvof Confidential Funds Division Notices and D
Operating Procedures currently in effect which require revievw for deteramin-

ing need for revision or recission. The list has been prepared under the
headinge of those Branches and Units which are most affected by the ,
Notices and Procedures with several issuances requiring joint review.

2. It is requested that each Branch and Unit review the issusnces
assigned to them and notify the Chief, Confidential Punds Division
regarding the following:

8. Issuances which are obsolete and should be resciaded.

01899
L
HR 18.2

BY
TYPE
AUTH:

——2Z REV cLass

—————— NEXT BEY

b. Issuances which require revision due to change in procedures
or requirements.

Issuances which require mo revision and can be reprimted
wvithout changes.

3. Each Braoch and Unit should forward their comments on those
issuances falling into categories "a" and "c" above to the Chief, Confi-

dential Funds Division prior to 3 February 1964. Issuances im category
"b" should be rewritten in the appropriate form and forwarded to Chief,

Confidential Funds Division by 3 March 1964.

4. After receipt of the above information, all issusnces in effect
at that time will be reprinted and renumbered in new series. Obsolete and
cancelled issuances held by Branches and Unit can then be destroyed as a
central file of the cancelled issuances will be meimtained in the Office
of the Chief, Confidential Funds Division. * \25X1A

C»

(1]
ORIG cLASS _\S PAGES

JusT

006 _ &/ mey parec
ORIG Comp

Sl E—— GROUP I

d ' Excluded from sutomstic
Dowvngrading and
declassification
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K = - L 19 December 1963
CONFIDENTIAL FUNDS DIVISION (Formzexly Finance Divisiom)

NoeieeNo.l-mncNo.l

SUDBJECT: Gmal - Hmee Division Sertes of Issusnces
Spcclfic - Reduipas.a as “Confidential Funds Series of
: Issueacas"”

REFERENCE: VFinance Mvisioa Openating Procedure 5-130 (Revised
7 Nowesmber 1956)

-+ 1, This smendment fs issued, pursusat to argsuizational changes
cffective 18 Novenber 1963, whercby "Fimsnce Divigion" has been remamed
"Confidentisl Funds Division", for the purpose of indicatimg that the

- series of issuances heretofore titled "Finsnce Divisios Operating

Procedures” and'Fimance Division Notices' are hereby retitled "Comfi-
dential Funds Divisiom Operating Frocedures" and "Confideatial Funde
Division Notices" respoctively. Finance Division Netices and Procedures

presently ia effect shall bereafier bs referrad to by the mew desigmation

and will not be refesued at ¢his time solely to change the designatiom.
RBeference to the "Chief, Firance Divigion" as an indiwidual in the
Procedures and Notices now in effecct shall be considered as changed to
the Chief, Confidential Punds Division. In adidition, referances to the
Y“Comptrolier” in such issusrces chall be coaei.d«:ud as changed to the
"Bi.uetor of Piuuce" ' E

2. In the mear future, exus:ing issuances will be reviewed with
rvespect to revision or rescission, after which a check list of Confi-
dential Funds Divisioan Notices and Ope:ating Praeadarn still in effect
will be fszsued.

3. Attached is & list of Fimavce Division Notices end Operating
Procedures which are currently ir effect and are now designated as
Confidential Funds Division Notices and Operating Procedures.

Deputy Chief, Confideat

GROUP I
Exeludad from avtomatic
dowagrading and
e declassification
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Cuxrent Operating Precedyges

,/5-100-10 4 Asgmet 1933
L 5110-1 16 Jaguary 1933
2130 7 Nevesbex 1956
- 16 Angust 195:.
310714 1 Octobex 19
‘/;,;g; 4 Juae 1934 /3 QoY
. ar<1~1 6 Januery
"a{:-z 2 October :;:;
A~ 7 Jasuary
*\,30{1 -1 30 Maxch 1933
\Aoézq 7 Juoe 1956
«2-3 17 Jaosey 1937
L30-3 7 Jaomary 1954
L306-3-1 28 July 1939
. 30-3-2 27 Novesber 1956
~3-3 21 eryl;:!;‘
LG~ 34 15 Augast
\30-3-5 2 Septembes 19/5’?0?“/
L30-3+6 e i
l)ofg 21 1954
gl 16 Harch 1;:'?
72 18 Marxc
l’Mﬂr-rs 27 July 1933
LAO=1-4 16 January 1936
¥ 30-7-5 12 March 1936
L36-7-6 7 Novesber 1936
~7-7 --
: t?;‘r-a 1 Decesber 1958

-7

M_,

yUNDS DIVISION OPERATING PROCEDURES

19 April 195
3 Jume 1954
8 Merch 1954
9 Ageil 1938

JReTE 1
Bucludcl Lres nt:tu
et tidation
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3!

-’
oo -A=1e 19 July 1951
G2 i- A40_ 31 Jemusry 1932
557 - &84S & March 1952
Sy A6 26 March 1932
17 Yovesber 1932

i A=6h 135 June 1953

§76A=132

15 Jaly 1953

73 A=T0 14 Septamber 1953
8 Decesber 1953
2 Pebguary 1934
~ 27 October 1954
773 =937 . 20 Yay 1933 ... ..
757496 10 Jume 1935

%¢5 A=99 . 20 September 1953

550 A=107" 30 December 1955
740 A=114 ‘// 9 April 1956

25 September 1956
ég;z,&.lsst? 7 Decezber 1954
rhm b e 138

ek

11 March 1937
10 April 1937
16 May 1957

19 June 1957
24 Juns 1957

3 July 1957
31 July 1957
20 Augnst 1937
20 August 1957

SEE

ki

P

fERE

o, Attm to Anendment Yo. 1
‘ of Confidential Funds
Division Netice No. 1

ASPPERPEN L

22 August 1937
26 ssgust 1957
30 An 1957

22 Janmuary 1938

22 May 1958
20 June 1958
7 July 1958

7 July 1958 '
3-ury-19s8 /477

7 July 1958
7 July 19358
7 July 1958
7 July 1958
7 July 1958
8 July 1938
8 July 1938
8 July 1938
9 July 1938
9 July 1938

5

3 November 1962 (/455 e/

11July 1958
11 July 1958
14 July 1958
11 July 1938
11 July 1938
11 July 1958
14 July 1958
14 July 1958
14 July 1938
14 July 1958
14 July 1958
14 July 1958
14 July 1938
14 July 1938
14 July 1958
14 July 1958
S Maxch 1959

11 Amgust 1959

(.2/% 7

GROUP I
Excluded from sutomatiec

dowagrsdin and
d.ehutﬂ.gattm
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LIST OF CURRENT COMFIDENTIA!. FUNDS DIVISION NOTICES

¥
wul
g

SPREPEES

18 Jantsry 1961
22 Merch 1961

& December 19¢.
9 Februsry 19/2
27 March 1962
29 March 1962

1 November 1962

333RERERENRE
»
4
i
73
S

N
ke

Y
N
T

GROUP I
Excluded froda automatic
ading and

: dowmgr
N declassification
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FINANCE DIVISION MEMORANDUM ohia covp 38 yn) 53{/0“‘,&01899;9——

| BEIT ELsut n it -l
SUBJECT: Recision of Prier Notices | usr _ Ry Y M

- B —— kwide 182

1. Attached hereto is Fineace Division Notive X, 2, datec iJ November 1957
which identifies those Finapnce Division Hotioces ispued prior te 19 Nevember 1956
which are considered to be still in effect. To simplify filing apd future refeor-
ancing, those have been renumbered in an “A" geries.

‘3. The above selection was made as a result of e preliminery, uncvordineted
voview. It is therefors recognized that some of these issuances may in fact be
obsolete or in need of substantiai revision. To accompiish the necessary recisions
and revisions there is also attecned hereto & separcie iisilng velflsctiog the
particulsr Branzh or Bramches ef the Finance Division most affected Ly these ootices.
1t is requested that easch Branch review the list assigned to 34 (sea attached) and
notify the Chief, Finsnce Division,

identifylng the following:

Notices which arve cbselete and therefue saowid be ressioved,
Hotlges which are 1la need of revision.

. Hotices which may be reissued without change.

Notices which should be ilnceorporated into a surrest Hetlse or FDOP.

po P

3, It is requested that the list of notices fall.ng into calegorias bgl and
"a® above be forwarded to the Chisf, Finance Division prirr te i February 1953
Notices which fall iato category “b* or “d" should be rewrliter. in the appropriete
form and forwarded to the Chief, iinance Diviaion prior to 1 April 1958, It is thus
contemplated that by 1 April 1958, all actices igeued prior to 19 Hovenmber 1956 will
have been rescinded and, where approprizate, replaced by & ootice in the curreat sarles,

4. HNotices which are mot listed on Finsace plvision Hotive #< are to be considered
a5 rescinded, effective this dste. Une ceatral file of these novices will be retained
in the Office of the Chief, Fipance Division. Copler neld by Dranckes and Secticns
ahould be destroyed. No review is required prier to dsstructicon  However, if it is
Alscovered that agy provisions of a canceled aotice &r- essent:al te the operation of
a branch, & revised notica should be prepered fer inclusion in the new series, ¢r the
material should be desigpated for incorperation in & rovisien of an existing Notice or
FDOP. In a few instsnces, notices whicn are cencelled may cantaln eppointments of
approving officers which are 8till in effect. Theme antices muyy by retalned qng%)appliedo

ILLEGIB

Cnimi o risence Uivisien

PR TR ETINTRET ag
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REFERERCE:

A2

Ae=38
A=56
4=b4,
A-6b
A=T0
A=T6

Approved For Release 2001/08/29%5@9&«%}63%&%&%\}
(

Papsgraph 2 = Branch Ohiefl Agnigmente

Sompensaticn and

Lesounts Branch Tex Aggounts Pranch

A3
A-10
A-11
A=13
A=1%
A-22
A=33
A=34
A=39
A-41
B4
A=bd,
A=67
A-68
A-80
A-84
A-91
A-98
4-106
A-112
A=123
A=124
A=132

Opevations and

Liels~a Brarch
A1 A-BS5
A-5  A=86
A=6  A-88
AT  A=89
£-8 490
A=9  A=92
A-12  A=94
A-14 A
A=15  A=G9
A=18 A=101
A=20  A-10%
A=2)  A=107
A=23 A-108
A=24, A=110
A=25 4A-111
A=29 A-113
A=31  A-11€
A=32 A=117
A=36  A=119
A=37  A=125
A=is  A=12€
A=iz  A=1dT
A-4E AS1D0
A-42  A-131
A-58 A=133
A-60  A=137
A=0}

A=b8
A=69
A=T2
A-T78
A=TC
A-83

Monetary

Breach ICAB

Ad 4=16
A=17
A=26
A=27
4-28
A=45
A=46
A=54
A=57
A=63
A-81
A-135

CONDENT i

A,
Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9
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Dated 5 Bec

Administrative Office
Finsnce Divisien

4=30
£=35
A=LT
A=50
A=51
a=52
A=53
A=55
A=59
A-62
A1
A=73
A=T4
A=T5
A=T7
A=93
A=100
A-104
A-109
A-115
A-118
A-128

emesn R



Approved {gr Release 2066‘@ ‘BEREAA\OWAOOWOOMOOM-Q

i rsvenber 1957

A\
FINAMCE DIVISION KOTICE #2

SUBJECT: Recision of Certain HNotices Igsuea Prior e 19 Hovembel 1956 5

Attached hereto is a list of ¥inmoce Division Hotices issuai prier to .
19 November 1956 which are considersd to be in effest ss of this date. A1l
other noticas not liated on the attachment are 1o Ye considerad as rescinded.
in a few iestances, the rescinded notices mey coatein delegations of authorlty
or other provisions which remain in effect. Copiss of thess notices may be
retained and their contents appiied. A1l other reccinded potices held by
Brapches and Sections should be destroyed. ne copy of each rescinded notico
will be retained far reference in the flles of the Chief, Fipance Division. r

o

25X1A

f:cel, Finanee Lavision i

ILLEGIB

_ | CONFIDENTIAL
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- He7

#173

#179
a8

o182

#197
#198

#199
#200

#204,

| #209
- #210
#218

#220

#222

#226
#227

#231

W‘ ttachment "A"
Approved &gr ReledSe 2001/08/§_(€K\TDP78-0M&Z§&:&§1 Notice f2
CONFIDE |

Revised Opiginal Date
EDN Ko, Subject Matter — —of Notige
A=1 Disbursement Limitation = Disbursements of

over $50,00C must be approved by the Chief

or Deputy Chief, Finence Division 6 April 1951
A=2 Key Money - No certification until Chief,

Accounts Branch has indicated that a memo

account has been established 10 May 1951
A=3 Payment of Transfer Allowance 21 May 1951
Aoty Spot Count of Cash 78 May 1951
A=5 Imprest Funds for Normal Use 28 May 1951
A=6 Recreation Equipment | 19 June 1951 25X1A
A=T Administrative Proced ‘:

Center 19 June 1951
A-8 Accounting Records - 19 June 1951
A-9 Delegations of Authoz

Center 19 June 1951
A-10 Payroll Files - Duty Status Reports (to be

Piled in Payroll by Stations and Pay Periocd) 28 June 1951
A=11 Agent Payrolls : 9 July 1951
A=12 Project Review Committee 11 July 1951
A=13 Renewal or Amendments of Coentracts with Agents

and Covert Specialists 17 July 1951
A-14 » Lega) Interpretation of the Term "Substantial ‘

Compliance” (Memo from OGC dated 13 July 1951) 19 July 1951
A=15 Delegation of Priorities Authority -(General Smith’s

Jetter delegating to Chief Procurement certain

suthorities per Chairman, Monitions Board) 24 July 1951
A-16 Reconciliation of Bank Statements by Audit Office 3 August 1951
A-27 Asaignment of Certain Responsibilities to the

Monetary Branch - Safekeeping 3 August 1951
A-18 Travel Orders and Travel Vouchers (Memo for the

Record with Respesct to Interviewees) 8 August 1951

o (ONFIDENTIAL
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FDN No.
#232
#233
#234

#235

#236

#237
#238
#240

#241
#242

#244,

- 45

#250
#252

Approved ﬁg,p-Relee@Np ; kDP78-05747A000700030001-9
- Attachment "A"

Finance Division Notice #2
19 November 1957

Revised Original Date
FDN Koo Subject Matter —of Notice
A-19 Allowances for mmthod 25X1A
‘ of Determining ement of rost Differential

or Allowances 9 August 1951
A=20 Taxicab Vouchers and Petty Cash Funds in Connec-

tion Therewith 13 August 1951
A=-21 Recording and Control of Key Money and Related

Ageounts 12 August 1951
A=22 Individual Retirement Records and Control Accounts

{To Chief, Payroll attaching Memo from Chief,
Audit describing action which should be taken in
connection therewith) 12 August 1951

A=23 Official Foreign Travel of Deputy Director, Assistant
Director and Designated Subordinates (refers to
actual expenses)

A=24, Official Entertaimment Expenses of Deputy Directors

and their Assistants
A=25 Official Entertainment Expenses of Assistant Direc-

tors and Designated Subordinates 15 August 1951
A=26 Standard Operating Procedure for Processing Pay-

ments on Sensitive Covert Projects 16 August 1951
A-27 Procedure for Handling Bank Statements August 1951
A-28 Procedure for the Handling of Spoiled and Cancelled

Checks August 1951
4-29 Advances - Generasl Information (Specifically infor-

mation needed in Request to Identify Purpose of

Advance) 22 fugust 1951
A=30 Postage Stamps - Acquisition, Custody and Issu- ‘

ance thereof by Fipance Divisien 18 September 1951

1A

A-31 Claims for Loss of Perscnal Property 28 August 13?
A-32 Language Training, Tuition Fees and Related Travel

(A1l expenses, except travel, to Training Allot-
ment; travel expenses to related projest or
office) 28 August 1951

> CONFIDENTIAL
B,
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Former

. #265
| #266
#2717
#283

 fas8
- #299
#n8

#324
#32°
B

4328

#330
#331
#337
#348

#349

#368
#377
#378
#399
#4387

wro A DENTIAL
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Revised
FDN No,

A-33
A-34
A-35
A-36

&=37
A-38
A-39

A=40
A1

A=42

A=43
B4l
A-45
A~

A-47

A-48
A=49
&-50
&=51

A=52
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Pinence Division Notice #2
19 Novembexr 1957

Ordiginal Date
of Noties ...

0pc/050 Bousing, [ NNG0NG

Post Office Boxes

Issuance of Travel Orders - Finance Personnel

Disbursements on Behalf of Senior Agency Repre--

sentatives

Travel Performad by Invitees, Consultanis and
other Specielized Categories of Individuals

Proposed Procedure for Handling and Recording
Reports from Proprietary Projecis

~ Annual end Sick Leave Regulations - Civil

Service Commission
Filing of Agents Receipts (T/N)

Regulations Contrclling the Payment of Post
Differentials to Unvouchersd Funds Emplsyses

FRC Directed that any Project Amendment must
be approved by the FRC

Regsrding Payments to Military Personnol

Retirsment Deductions for Military Staff Agents

Control of Cash Payment Receipts

Request for Funds (via Banking Means) — PD/P
Memo directing 24 hours notice to FD

Carrying of Sefe Combinations on Person For-
bidden

Safehcuses (Leases and Deeds)

Project Review Cormittee”s Action
Preparation of Correspondence and Route Slips
Top Secret Control Procedure

Internal Security

3 GFIDENTIAL

=

5 September PBXHA
2 Netober 1951
19 Octcober 1951

6 Ogctober 1951
8 November 1951
29 November 1951

14 Jamuery 1952
31 Jamuery 1952

7 February 1952

12 February 1952
14 February 1952
18 February 1952
4 March 1952

24, March 1952

Mareh 1952
29 April 1952
7 May 1952
13 May 1952

23 July 1952
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Attacbment '
: #inance Division Notice #2
-’ 19 Hovember 1957

Former Revised Original Date
FDN_Ho, FRN No. ~ubject Matter -.of Notice
«H53 A=53 Porsonnel Qualification Questiomnaire 11 September 195
#484 A=54, Hendling and Filing of Counter Checks 17 November 1952
#4,96 A=55 Use of Liquoer in CTA Buildings 17 December 195%
#501 A-56 Clase "A" Station Accountings - Reconciling

and Recording Authorigetion to Accounis

Branch _ 7 Jdanuary 1953
#513 A-57 A ization for the Senior Remresentatives, :

25X1A

| 5 February 1953 .
]#51& A58 Approval of Langusage Tminﬂ.ng- 10 Febyuary 188514
#516 A-59 Internal Sscurity - Office of the Comptroller 12 February 1953
#51% A=60 Travsl Allowsnces for Individusls Going fyom

Germany t0 the Far East 17 February 1953
#5200 A=61 Languags ‘l)l‘zmining9 Tuition Fees, etc. (Ref. FDN-

Ko, 252

a. Expensss Stateside to Training Allotment
b. Bxpenses Overseas to Station or Project

concarned 16 April 1953
#535 A=62 Compromise of Pseudonym (attaching T/N with
pssudonym yeceipt or vouchers) 22 April 1953
#539 A-63 Security Check in Room 2210, I Building {Vault) 7 May 1953
#545 A-64, Documentation and Follow-up on Proprietary i 25X1A
25X1C : -ijec.ts 15 June 1953
#548 A-65 Transportation Purchased, Cortrol of 1 July 1953
#555 266 Identification and Recording of Allotment
Expenditures 15 July 1953
#560 A=67 Income Tax Retuwrns, Discontimue direct trans-
mittal of Tax Retwrns to Buvean of Internal
Revenue 7 Augnst 1953
#568 A-68 Notification of Leave Balances and Questions
< Pertaining Thereto 4, Septembar 1953
=l

ommma ONFIDENTIAL
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Former

- FDN Ko,
- #569

. #573
#5719
| #582
- #585
| #sas

#591
pana

#601
#6310

#619 &~

#625

#654 -

#658

'lvApproved FQueRelease EQNHSDE “)M.B-om

Revised

4~69

A=T70
A=T3
A-T2
A-T3
A=Th

75
A-76

AT7
A-78

479

A-80

A-81

A-82

4#A000700030001-9
Lttuchinent HANR

Fipance Pivision Rotice #2
12 Novenber 1957

Subject Matter = . . .o

Origincl Date
of Hotice .

Dispatch from WAC " Special Authori-
sation to Senior Representative Lo approve
local purchases up to the amount of $1,000
per live item)

Miscsllaneous Receipts - Toding by Symbol

Reduction in Cable Traffic

Recoxrding of Refunds of Operatioral Advances

Use of Abbrevistions (don't wss ICI or DDSI)

Material Recsived from other Components of the
Government

Tardiness

Cost of Travel, Transportation and Houssbold
Effects (including storage) = Fiscal Year
Chargesbls

Duty Officers

Decentralization of Follow-up Control Systenm

Training Courses - Personnel refrain from
presenting questions, information, or opin-

ions in classes

Terminal Lesve Refunded (Ref. FDN #573, Misc.
Receipta) :

U. S. Dellar Payments Overseas - Applying to

Paymsnts in connection with Sailaries, Allow-

ances and other Personsl Services (Revssed)

Twansfer Authorizations Received from Field

Stations (Refers to FDOP 30-& dated 23 July
1954; however, present FDCP 30-8 is dated
3 June 1955)

> CONFIDENTIAL

= e

25X1A

3 September 1953
14 September 1953
19 October 1953
28 Ostober 1953
16 Novembew 1953

¢, Decembeir 1953

8 Dacember 1953
2 Fsbruary 1954
25 Junuery 1954

1. Marsh 1954

12 February 1954

15 April 1954

27 October 1954

20 Augast 1954
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Pinence Division Notice #2

o | 19 Fovember 1957
. Yormerw Revised Original Date
~ ¥DN RNo, EDN No. e S0bject Matter .. 0f_Botice
#669 A-83 - Per Diem Allousnce During Headquartsrs Debrief-

dng Period for Employees Retwrning fyom Oveg-
sens for Home Leave and FUS Tyansfeyxr to Wash-

ington (31 CG 439 (1952)) 13 Ostober 1954
#671 A-84, Recowrding of fmounts Regoversd by Civil Service ;
) Commission by Offset of Retirement 14 December 1954
#673 A-85" Processing of Claims umier)- (Obligatien 25X1A :
and Expsnditure of Furds 21 October 1954
#6814 A-86 Deductions for Meals Furnished Agency Perscmiel
" in comnsction with Officisl Enter‘tginmem 27 April 1955
#692 A-87 Transfer Authorisation (T/4), Form No. 33-9,
Preparation of (Originsl end one copy to Field
Statdion) 4 January 1955
#698 v 4-88" Travel on an Actusl Expense Basis - Approval by
‘ Db/s 2 February 1955
#15aht” A=-89v Administration of the Clandestins Services & February 1955
#701 v A=90 v Establishment of Office of Deputy Director
: { suppozt) 9 February 1955
#705 A-91%Y Preparation and Signature of Unemployment Com-
: pansation Claims (Forms ES-931) 4 Mareh 1955
e\ A-92 ™ Partial Shipments of Household Goeds and Personsl ;
25X1A |
31 Mapch 1955
#719 v A-93 Designation of Finance Division Authowrimed
Classifiers (Ref. Comp. Inst. #7) 4 Mazrch 19%5
- #r21 V A=Y v Accounting for Funds Furnished Agents Peie-
| trating Denfed Areas 26 April 1955
#7133 U A=95 " Changes in Due Dates {(No chenge for less than
| three munths) 20 May 1955
#7371 g 2-96" Preparation of Posting Vouchers {Complete
detail needed as to Signature; explenation
and certification 30 June 1955
o J Routing of Pertinent Degurentation to Accounts
Branch 3 August 1955
. CONFIDENTIAL
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Formasw
FDN Mo,

#7611
#1763
25X1A

#775 —

#788 —
25X1A
25X1A

25X Agrpan
194, o

#803 «
#8& e

#8085

#806 .

#807 ~—
#810

#e11

- \CONEIDENTIAL
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Revised
FDN Hoo

A-08 "

A-99 \

A=100
A=101

A-202 v

A-103 “

A-3104 v
A-105

A-106

A-107 ¢

4108
A-109 7

A-310,,

Finance Division Netice #2
19 Novembay 1957

Original Date
Suhjeet Matter --of Notdce

Mannor of Desigrating Approving Officexrs

20 September 1955
Definition Vital Document (Ref: FPOP 5-100-10) 28 September 1955
Maximum TDY Per Diem (180 Days) - Tentative

Regulation Per Diem (Chapge 2)({See
cisc R s, 0 o 002
Next 120 days /$3.0 21 October 1955

[

Audit Reports - Class "A" Stations (Ascounte
Branch Responsible) 21 November 1955

Building Evacuation Plan 2). December 1955

Approving Officers - Distinction offered %o
clarify the Difference betwean the Admin-
istration Responsibilities of Designatad
Approving Officers and the Andit and Caerti-

fication of Finance Documents 25X1A,'
(Ref: FDN #763) _ 29 December 1955

Anmal Leave (Policy of Agency that Employee
to be given every opportunity to use their

earned leave) 29 December 1955
Imprest Stamp Account [ Gben 25X1A -

designated custodian changed eccount will

be cleared befors changeover effected) 30 Dacember 1955

Submissions of Approvals by DD/S, BCI, ov DEGI 3 Jamuery 1956

Preparation of Correspondence for DD/S Approval-
Subject: Approval of Lapred Appropriations
Charge 20 Jamuaxy 1956

Waiver of Accounting Regulations by a Contract
“Approved by a Special Contracting Officer -
&S00 Cannot Waive Accounting Requirement in
an Agent's Contract 23 January 1956

- CONFIDENT;AL
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CONFIDENTIAL

) . Approved FaﬂeWwRDP?s-OWMM&PPWM
. Firance Division Notisce #2
[ 19 Hovexber 1957

\ -
Former Revised Original Date
EDN No, FDR Fo, —Subject Matter e —Of Noldce .
#813— A-111 Orgarization of CIA Clandestine Services 6 February 1956
#832 v A112Y7 :
25X1A
19 March 1956
#eag A113"7 Delegation of Authority - SSA-DD/S Authorized
‘ te Approve actual subsistence expences, not
to exceed $25.00 per day 19 March 1956
VI | YAV WSHEADSET ~ Trensfer Authorizations 9 April 1956
- #852 / A«I}SV' Payment of Cash Awards to Agency Personnel 131 May 1956
#854 A-126“ Advance of Funds for Travel - Advances of Funds
Prior to ten (10) Days of an Agents or Employees
Travel Requires Approval of Chief or Deputy
Chief, Finance Division 22 May 1956
o5 < A=117 -« Computation of Deductions from Per Diem for
] Meals and/or Lodging Furnished by the Govern-
S’ ment without charge to a Traveler (Deduction
on total per diem a treveler ertitled for the
day 0001 through 2400) 22 May 1956
- #856" A-118 ¢ Preperation of Dispatches 22 May 1956
#8517 A-119v Receints for Allowable Expspditures 28 Mey 1956
- #867 v A=120v Processing of T/A's - Incoming 27 Jane 1956
#8681 A-1217 Fumbering of Posting Vouchers - Effactive
1 July 1956 beginning with 000001 21 June 1956
#8‘73“\/_ ' kl22 Y Egtablishing Due Dates on Transfer Authorizstions-
Due Dates will be established three (3) months
from date of T/A (Raf: FDN #733) 9 July 1956
#874.v A-123 Collection of Selary, Allowsnce, Differential,
: etc. Overpayments 12 July 1956
#8715 v A=124" Deductions from Final Payments Made on Bebalf
of Deceased Agency Pewsonnal 19 July 1956
-8-

CONFIDFITI31.
il Fnely :
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Former

EDN No,
#885 v

#886 v
i
d892 V
Al

- #89%4, —

#895

#896

25X1A
#srv

f#go8 v

. ) 5 2 é
Approved FowiRelease 203}6 Eb

Revised
FPN Fo.

2125 ¥

£=126

Ay v

4128\

A=129"

4-130

[

A-131

A=-1327

4=133V

A-134

Y ™ TorITE e o m o -
g §§‘.§¢ LE

) (X 'RDP78:057426000700030001-9
Attechment YAN
Pincnce Division Notice #2

19 Howambexr 1957

Sublest Matter

!egar!! !fanspor!a!!on o! !mccom*pm ;

Baggage (Modes of Transportation Used: If
travel by alternate modes, and %trevel is

i)

porformed by air for all o any povtion of

the trip - 100 lbs. may be by air express or

freight)

Ascounting for Confidential Funds - FPhilose-
pby with respesct %0 the use of funds from

psrsons or activities not controled by this

Agency

Por Diem - Travel Bestween U, S. and Forsign
Lpalities

- Mimutes of Deputy Director (Support) Staff
Meeting - 22 August 1956 (DICI furnished
copy of everything going to DCI)

Coordination of Correspondence (Between Class

TAY - coordinate with Acscounts Branch :
Class "B" - Coordinste with O&L)

Reguest for Information Regarding Showtages
in Accounts of Agency Activities (Chief,

Audit Staff be advised immadiately - notice

signed by Chief, Finance Diviaion)

a. Payment of Storage of Perscnal LEffects;
Personnel Assigned to Non-Emexgency
Avess

b. Payment of Dependents Travel Expenses;
Travel to U. S. for Educstion

Anmusl Leave (POA - not te exceed cost by
common caxrier - see Conp. Inst. on this
Subj.)

qsmmge of FHE and Travel for Education
©

ependants

Proprietery Accounts Branch now Section of
' Accounts Branch

-9 CONF IDFRT

Original Date
of Notjce

25X1A

15 August 1956

28 August 1956

13 Saptember 1956

13 September

13 Septembar

18 September

18 September

18 September

25 Septembar
25 Septasmbay

26 Septembar
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1956

1956

1956

1956

1956

1956

1956
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- SininGalagY Attachment "A"
- Pinence Divisior Notice #2
19 Kovember 1957

'Former Revised Originel Date

| EDN No, FDN Ko, — Subject Matter, . ... —0f Notlce |
#e82v A=135 1 Funds - Hold for Separate Release 7 December 1954
#6883~ 4136 Liquidation of Reserve Funds (Treatment of Premiums 7 December 1954
Paid on Securities)

#7312 v A-137 ¢ DD/S Delegatiocns of Authority to SSA/DDS 23 March 1955
#7199V A-138 SOVMAT Procurement 14 December 55

N
=3 WAL
S O FDENT
Y L
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FINANCE DT/ISION NOTICE NO. 1

-t
A

SUBJECT: PFlpance Division Iasuancen “

7. Finance Division Operating Procedure 5-130 (Revised 7 Navambag);sé)

eleme ts of the Division information necessary for the proper discharge of
respcnsibilities and performance of dutles. Information of general interest
but not dirsctly related to the functions of the Divieion will be disseminated

in tha form of unnumbared memorsixla addressed appropriately., Thias is the first
of tie Notices to be issued in ths new serles.

an oA

2. The Zrinc E).a change incorporated ints the revised Finaace Division
Oporating ‘rocedura =130 18 the establishment of a new series of issuances,
tha "Delegnticns of iuthorliy.”™ The purpose of the change was to ramove from
the "Finerce Divisicn Notlcea™ faosa ltems which are not of universsl interest
tiaroughoul. the Divislon and whizh undergo frequent changes, Each component
o' the Finarce Division is respunsible for the malntenance of a curreat record
v.f delegated authorities withls tie Agency componontz belng serviced by them.
‘ndividua) lsmues of "Delegaticnn of Authority" naed be retained in the files
anly 8o ling as they are applicalle, By removing those which are obsolets
it should be possible to considerably reduce the size of the files presently
heing me'ntained in most officss. It is noted; however, that these lssuances
vill nc* be relatsd by refercice to all previcus issuances conceraing the same
Lgency omponent. Reciplent: of "Dulegations of Authority" may, In their
digercdon, retain or destr.y those soncerning Agency compopents with which
they 'ave po relationship. The original delegations of authority and the

signs.ure cards will be {i.ed in the appropriate Certilying Sectlon of ths
Oper:tions and llaison Briach.

3. In the near fut.ire a comprshensive listing of all currently effective
deleations of authorlt will be lswned. This document will automatically
restind all previous Finance Divielor Notices nn this subject, and they may

be rmoved from the files. The listing will not, however. rescind the earlier
Notices by oumber and date.

4o A1l of the oli-issue Finance l'ivision Notices. other than those per-
tal og to delegatirzus of authority, will remein in effect until rescinded
or widified. An e-rly review will be made of those still effective, and one
of ‘as following sourses will be taken with respect to each:

a, -hose wvhich ara still appli-able will be retained in their
present form ard ipcerporated into the new series. Holders

will he edvised by Notice of the numbers which have been
apsignsd to thone so retainud.

b. Those which ere stiil pertinent but which require amendment

or madifiecation wili ba re-written and re-issued in the new
gseries, with the original veing rescinded.
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) ,v‘./v, P {«",A(:j E:(
¢, Those which are obsolete will be rescinded outx‘igbk.’/ -

In order to achieve moderization of the old series as }:aﬁidlg as possible,

1t is requested that the Chief of sach Branch, or hid deaignee, review exist-
ing Notices and submit recommsndations respecting the recision, modification,
or rotention of those in which he has the $r¥ncipl® intarest. Recommendations
should be submitted to the Deputy Chief, Financs Division, and should be routed
through other Branches for comment when sppropriate. The initisl revisw should

be complated by 7 Descember 1956,

5. Chlefs of Branches may request the issuance of Finance Diviaion Notices
concerning matters falling within their jurisdiction. Such requeats should be
accompanied by a draft of the proposed Notice, and should take into ccnsidera=
tion the following pointa:

8. Whers the authority for the action or poiicy under consideration
1s derived from a superior Agency issuance {Regulation, CFR,
Memorandum, ete.), this authority shall be referenced in the
Notice. If in the form of a memorandum which did not receive
general distribution, a copy of the authority should be included
in the proposed Notice as aa mttachment.

b. Coordination or concurrence of other components of the Agency,
both within and without the Finance Division, should be noted
if obtained.

¢, If the proposed Notice represents sn amendment or a revision
to 8 previous Notice, it 1s the reaponsibllity of the originator
to provide for the recision of the earlier issuance. (Sea
Paragraph 6, immediately below.)

6. In issuing Notlces which pertain to matters covered in pravious
lesuances, the new Notice will normally be assigned the same number as was
asslgned In the earlier issuance, and will bear the designation "Revissd",
and the date of revision. This will facilitate the maintenance of an index
in that holders will not be faced with frequent changes and will not have
to make refereance to multiple documents relating to the ssme subject. It
is desirable, therefore, that revisions be in the form of re-issuance of the
entire notice rather than an amendment except in those instances where the
change consists of minor additions or deletions. Inasmuch as most Notices
arse relatively short, this imposes no burden on the originator.

7. If Notices are issued to cover a given situsticn for a limitsd period
of tims, an expiration dsts should be placed below the security classification
or lacluded in the first paragraph of the text. An exanple would be & Notice
covering a subject which is confined to a aingle fiscal year, or the expression
of a pollcy which is intended as an interim guidance perding the publication
of a superior Agency issusace,

25X1A

i
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