ER 37-345-10
1 Mar 69

CHAPTER 3
Forms and Records

3-1 Bureau Voucher (Procurenments). a. Ceneral. Bureau Voucher
(Procurenments), ENG Form 3005, also used in the Corps of Engineers civi
accounting system is prescribed as the posting nmedium for processing al
accounts payabl e transactions from supporting data to cost |edgers,

al l ot ment | edgers) and the Accounts Payable Register. This formis

desi gned for describing the transactions; indicating the financing
appropriation or fund, the general |edger and subsidiary cost accounts
and amounts chargeable, the total credits to accounts payabl e accounts
and adj ustnents; indicating postings to the transaction registers and
allotment | edgers as to anount of undelivered order |iquidated) and
amount actual ly payable; identifying the transaction by bureau voucher
nunber, and the di sbursement or adjustment voucher covering the paynent
therefor; and recording the nanes or initials of the enpl oyees-processing
the voucher. The bl ocks on this and other voucher forms described herein-
after for "Accounting Distribution Made By" with "Date”, and "Posted By"
are for recording the nanmes or initials of the enployees performing the
accounting classification, with the date of such action, and of those
maki ng postings to | edgers, block tickets, or registers.

b. Description of ENG Form 3005. (1) The upper portion of the
formis designed for showi ng the nanes of the installation and the
creditor, brief description of the goods or services received, and
reference data relating the transaction to procurenent records
property records, etc.

(2) Accounting O assification. This section of the formis
provided for listing conplete identification of cost and all ot nent
accounts affected.

(3) Qbj ective Class. Not applicable to military accounting
system Cbjective classification data will be derived from di sbursenent
document s.

(4) General Ledger Account No. These columms are for listing
t he general |edger accounts to be debited or credited with the anpunts
(or summary totals) of Accrued Expenditures.

(5) bl igations Liquidated. Amount of outstanding undelivered

orders represented by the transaction covered by the voucher. |In the
case of a partial shipnment, this amount will be the full anmount of the
transaction; in the case of a "final" shipnment, it will be the full or

remai ni ng portion of the obligation dependi ng upon whet her the order was
filled in a single or several shipnents.
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(6) Accrued Expenditures.

(a) Anpunts applicable to the accounts identified in "Accounting
Classification" are entered in this colum and should be sunmari zed as
appropriate for posting to allotnment and general | edgers.

(b) Adjustnents. |If there are adjustments, plus or mnus, sub-
sequent |y determ ned upon voucher exam nation to be actually payable in
amounts different fromthose originally vouchered, they will be indicated
on the lines for each account affected. These adjustnments will be sum
mari zed periodically through the use of another ENG Form 3005, which
will refer to the ENG Forns 3005 originally processed for the transac-
tions and will indicate the projects, cost accounts, general |edger ac-
counts, etc., with the summarized adjustment anounts involved, plus or
m nus, as shown in the original vouchers exam ned and approved for pay-
ment .

(7) Audited - Anpunt to Pay. This section is for the voucher
exam ner (invoice auditor) to indicate the total amount to be paid, and
his initials.

(8) Bureau Voucher Nunber and Date. The docunments supporting the
bureau voucher, and the ENG Form 3005 will be identified by the prefix
"V'* and a compound number. A new series of numbers will be initiated
for each nonth with necessary fiscal year and nonth identification such
as: VI - 77-8, denoting Cct, FY 1977, voucher No. 8; or V12-77-8, de-
noting Sep, FY 1977, voucher No. 8. The date will be the cal endar date
of the assignment of the numnber.

(9) D. 0. Voucher Nunber and Date. These will be the number and
date of the di sbursenent or adjustnment voucher processed to pay for the
transacti on.

3-2 Bureau Voucher (For Cost Transfers).

a. General . Bureau Vouchers (For Cost Transfers) ENG Forns 3006
and 3006a, also used in the Corps of Engineers Civil accounting system
will be used for transferring costs fromone project to another financed
with the sane or different MIlitary appropriations or funds available to
the installation, and as the accounting nediumfor recording billing to
private parties and to Government activities other than those financed by
Mlitary funds available to the installation. Separate forms will be
prepared for each appropriation or fund involved. ENG Form 3006a is de-
signed for billing (accounts receivable) transactions; and ENG Form 3006,
for accounts payabl e transactions.
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b. Description of ENG Fornms 3006 and 3006a. The formats of the
ENG Form 3006 (payable) and ENG Form 3006a (receivable) are simlar

except for the amount columms. |In practice, these forns are further
di stingui shed, one fromthe other, by the assignment, on the last line,
of a "B" nunber for accounts receivable bill and a "V' nunber for

accounts payabl e voucher.

(1) The upper part of the formis provided for showi ng the nanme of
the installation and a description of the articles or services
transferred. The lines at the top of the form and the blocks at the
bottom of the form for field units, will not be used in the nmlitary
accounting system

(2) The instructions provided in paragraph 3-1, b(2) thru (4) above
are applicable to ENG Forns 3006 and 3006a. The instructions contained
i n paragraph 3-1, b(5) and (6) are applicable to ENG Form 3006. Separate
colums are provided for entry of debit and credit amounts to cost
accounts and for sumary totals to general |edger accounts.

(3) Nunbers and Dates of Bill and Voucher Fornms. ENG Forns 3006 or
3006a will be assigned both a Bill, or Voucher Nunber, and a D. O
Voucher nunber.

(a) Bill. The number of the ENG Form 3006a (accounts receivable)
formw |l consist of the prefix "B" and a conmpound nunber. A new series
of numbers will be initiated for each nonth with necessary fiscal year and

nonth identification such as: B 1-77-8, denoting Oct, FY 1977, bill No. 8;
or B 12-77-8, denoting Sep, FY 1977, bill No. 8. The date will be the
cal endar date of assignnment of the nunber.

(b) Voucher. The nunber of the ENG Form 3006 (accounts payable)
form when it is required to transfer costs from anot her project under
the installation, will consist of the prefix "V' and will be numbered in
the sane series and dated simlarly as ENG Form 3005.

(c) D. 0. Voucher and Date. These will be the nunber and date of
t he di sbursenment, collection, or adjustnment voucher processed to pay for
t he voucher or collect the bill

3-3 Journal Entry.

a. General . Journal Entry, ENG Form 3007, also used in the Corps
of Engineers Civil accounting system wll be used for processing trans-
fers between cost accounts of the same project or between general |edger
accounts, including transfers to effect distributions of |abor, distribu-
tive costs, etc.; to effect corrections of errors in previous postings to
accounts; and to transfer between avail able funds accounts the ful
amount of confirmed deposits recorded for the nonth and the full anount
of checks issued during the nonth. Postings will be made from ENG Form
3007 directly to the | edger accounts affected.

3-3 3-3
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b. Description of ENG Form 3007. This formis simlar to ENG Form
3006. The nunber and date of ENG Form 3007 will be determined simlarly
as for ENG Form 3005 and 3006, except that the nunber will be in a
separate series prefixed with the letter "J".

3-4 Summary Journal Entry. a. General. Summary Journal Entry,
ENG Form 3007a, also used in the Corps of Engineers civil accounting
system will be used for sunmarizing debits and credits to genera

| edger accounts fromnonthly totals of the columms in the Accounts
Recei vabl e, Accrued Expenditure, and Funds Recei pts and Di sbursenents
Regi sters and all ot ment accounting records. Entries will be rmade from
summary journal entries directly to general |edger accounts.

b. Description of ENG Form 3007a. (1) The upper part of
the formis designed for showi ng the name of the District, the period
covered and the nature of the register or record sunmarized.

(2) The body of the formis designed for listing the
general |edger account nunbers, with anpunts to be debited and
credited. Colums for appropriation synbol are not applicable to this
system

(3) At the bottomof the formis a certification for
acconpl i shment by the enpl oyee preparing the entry for attesting to
the correctness thereof, and bl ocks for the enpl oyee posting the entry
to the general |edger to place his initials and the actual date of the
posti ng.

(4) Summary Journal Entry No. and Date. Sunmmary journa
entries will be nunbered and dated in the same manner and included in
the sane series as Journal Entry, ENG Form 3007.

3-5 Continuation Sheet (Bureau Voucher or Journal Entry). Continuation
Sheet (Bureau Voucher or Journal Entry), ENG Form 3008, also used

in the Corps of Engineers civil accounting systemis provided for

use in those cases where the space provided on the prescribed bureau
vouchers or journal entries for recording the transactions is

i nsufficient.

3-6 Voucher and Schedul e of Paynments. The follow ng Standard Formis
will be used in accordance with AR 37-107:

SF 1166 - Voucher and Schedul e of Paynments (Original)

SF 1166a - Voucher and Schedul e of Paynents (Menorandum Copy)

SF 1167 - Voucher and Schedul e of Paynments - Continuation
Sheet (Original)

SF 1167a - Voucher and Schedul e of Paynments - Continuation
Sheet ( Menmorandum Copy)
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The Voucher and Schedul e of Payments will be used to schedule all basic
vouchers (SF 1012, SF 1034, SF 1113, and others, including invoices)
citing the installation*s funds, that are payable by cash, check or
voucher deduction. A separate SF 1166 nay be prepared for payments from
funds of another installation as transactions for others.

3-7 DA Form 3974 (Installation Block Ticket). This formmay be used in
accordance with AR 37-108, if desired, in lieu of individual vouchers, as
the posting nedium to ENG Form 3027 (Funds Receipts and Di sbursenents
Regi ster).

3-8 Funds Receipts and Disbursenents Register. a. Description, This
regi ster, ENG Form 3027, is designed to serve as a book of original entry
for recording all fund receipts and di sbursenments transactions, as they
affect both the cash accounts and other accounts, and for arriving at
nonthly totals for summary posting to the general |edger. Except for
Approved Operating Budgets (AOB) received for O&VA and recordi ng resources
made available by the AOB, entries are made in the register from
di sbursenment vouchers and collection vouchers (or block tickets based
t hereon); advices of allotnment, etc, in the columms as described bel ow

Col umm Description

(a) Dat e of voucher (or other docunent).

(b) Ref erence - Voucher nunber (or description
of docunent)

(c) to (f) Avai l abl e Funds. A debit and credit colum

each for account 1000 Di sbursing Ofi -
cer*s Cash, and account 1020 Funds
with Treasury.

(g) to (j) Qther Accounts to be Debited.

(g) Accounts Payabl e, account 2100

(h) Accrued Payroll, account 2201

(i) and (j) General. Debits to accounts
for which separate colums are not
provided. Colum (i) is for the
general |edger account nunber and
colum (j) is for the anmount.

(k) to (n) Qther Accounts to be Credited.

(k) Accounts Receivable, account 1100

(1) Unapplied Deposits, account 2400 (for
voucher deducti ons)

(m and (n) General. Credits to other
accounts for which separate col ums
are not provided. Colum (in) is for
t he general |edger account number and
colum (n) is for the anmount.
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b. Posting to GCeneral Ledger. (1) The Funds Receipts and Dis-
bursements Register will be totaled at the end of each nonth and an ENG
Form 3007a (Journal Entry (Summary)) prepared and signed by the
appropriate individual executing the form Amounts to be debited and
credited will be devel oped either from columar totals or by selective
addition in those colums containing anpbunts classified to nore than one
account .

(2) Recording of AOB and resources nade avail able thereby will
be made by means of ENG Form 3007 (Journal Entry).

3-9 Accounts Receivable Register. a. This register (ENG Form 3003) is the
book of original entry which provides for recording accounts receivable
transactions from Bureau Vouchers, ENG Form 3006 (yellow), as they are
i ssued.

b. ENG Form 3003 (Accounts Receivable Reqgister) has been designed
for manual posting with colums to be-used as foll ows:

(1) Columms (a) through (d) —Self-explanatory.
(2) Accounts to be debited.

Colums (e) through (i) - These colums are provided for
recordi ng accounts receivable or debits to other accounts.

(3) Accounts to be Credited

Colums (j) through (r) - These columms are provided to
record amounts credited for work in progress, expenses, etc.

(4) Appropriate columm headings will be inserted as required.

c. (Rescinded.)



ER 37-345-10
Change 34
16 Jun 83

d. Mnthly Cosing. These registers will be totaled at the end of
each an a sunmary entry prepared for each register on ENG Form 3007a
(Journal Entry (Sunmmary)) signed by the appropriate responsible individual
executing the fornms. Ampunts to be debited and credited to the genera
| edger accounts will be developed either from colummar totals or by
sel ective addition in those col utms contai ni ng amounts classified to nore
t han one account.

e. Cancellations or Correction of Entries. Wien a bill is cancel ed,
an entry reversing the original entry will be made in the Accounts
Recei vabl e Regi ster, using ENG Form 3006a. A notation will be made in the
colum for “paynent received” data on the line of the original entry for

the canceled bill to the effect that the bill has been cancel ed. The sane
procedure applies when a corrected bill is issued, except that in
addition, the newbill will be entered in the Accounts Receivabl e Register
and the notation opposite the original billing will show a cross-reference
to the corrected bill nunber.

3-10 Accrued Expenditure Register. a. This register (ENG Form 3004) is
the book of original entry for recording all accounts -payable trans-
actions, Including working fund advances, processed on Bureau Vouchers,
ENG Forns 3005 and 3006 for arriving at nmonthly totals for posting to
general |edger accounts; for registering the nunbers of bureau vouchers or
other fornms covering advances, and di sposition of unapplied deposits, and
for optional registering the month and year of paynent nade for all bureau
voucher transactions.

b. ENG Form 3004 has been desi gned for manual posting. The register
colums are described as foll ows:

Col um (a) - Bureau voucher date of each entry

Col um (b) - Bureau voucher number

Col um (c) - Particulars necessary to explain the transaction
Col um (d) - Month and year paynent is nade

Col um (e) - Amount of the liability due creditors

Colums (f) and (g) —Credits to accounts other than Accounts
Payabl e. The code number of the general |edger account affected
will be entered in colum (f) and the anpunt in colum (g).

Colums (h) thru (n) —Anmounts applicable to specific accounts to
be charged for the services or commodities received and
resulting in the liability being recorded. Account designation

will be inserted in blank col unmm headi ngs (overprinting or
rubber stanps may be used) to neet the needs of individua
of fices.

Colums (0) and (p) - These colums on the debit side will be

utilized in the sane manner as colums (f) and (g) on the
credit side.

3-7 3-10
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This procedure requires that the anount of the liability and other credits
be entered on the credit side of the register in Colums (e) and (g) to
record the net liability, and distributed on the debit side in Columms (h)
thru (p) to charge the appropriate accounts for the service or commodity
acquired, thus nmaking the registers self-bal anci ng.

c. (Rescinded.)

d. Mnthly dosing. At the end of each nonth, the registers will be
total ed and posted by ENG Form 3007a (Journal Entry (Summary)) to the
appropriate CGeneral Ledger Accounts. The Accrued Expenditure Register may
be coded so far as object classification is concerned and the
recapitulation thereof made periodically (nonthly, seni-annually or
annual l y).

3-11 Cash Blotter. A cash blotter will be maintained on DA Form 3994 as
prescribed by Chapter 8 of AR 37-103. The total amount of confirnmed
deposits for the nonth will be devel oped fromthis record and entered on
an ENG Form 3007 (Journal Entry) as a debit to General Ledger Account 1020
Funds with Treasury, and a credit to General Ledger Account 1000
Di sbursing O ficer*s Cash.

3-12 Check Register. a. A check register will be maintained to record
daily the inclusive nunbers of checks used and the total anount of checks
i ssued. (Chap 8, AR 37-103).

b. Posting to General Ledger. The nonthly total of checks issued
will be entered on ENG Form 3007 (Journal Entry) as a debit to Cenera
Ledger Account 1000 Disbursing Oficer*s Cash, and a credit to Genera
Ledger Account 1020 Funds with Treasury.

3-10 3-8
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3-13 Ceneral Ledger. The general |edger accounts will be maintained on
ENG Form 453, Standard Form 1014, or Standard Form 1014A.
3-14 Allotnent lLedger, and Transaction Reqgisters will be nmintai ned on

ENG Fornms 2106 and 3036, and ENG Forns , 3030 and 3038, respectively.
Conpl ete description of these forns and procedures for their operation
are contained in Chapter 5. In addition, subsidiary |edgers will be
mai nt ai ned for open allotments, appropriation revenues, mscellaneous
recei pts, and unapplied deposits as prescribed in AR 37-108.

3-15 Cost Ledgers. Cost accounts and controls will be maintained in
accordance with the provisions of Chapters 6 and 7, each separate
construction project and military activity in support of applicable
general |edger accounts.

3-16 Other Subsidiary Records. Ot her subsidiary records as outlined in
AR 37-108 will be maintained as applicable.




