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1. PROBLERD

fo the Fiseal Pivision's methoads of delivering Treasury
chocks to payees coumply with the prineiple that an ifasdividual
who certifies vouchers for paymwest should not have access to
chogks prepared st his direction?

2. FACYS BEARING OF THE PROBLEW

8, Pay checka are received from tho Amsistant Diswrsiog
Officer assigned to the Agency by the Department of the
Treasury, by desipmated eaployees of the Fiseal Division,
Payroll Branch, who are nct certifying officers. Iuch
checks sro distridbuted by such designated omployoes to
sathorizsed representatives of various asgency companents
for dslivery to individual payees. £ recsipt for each
group of checks i3 obtained by the deaignated employecs
of the Payrell Branch from the designated reprasentative
of each office or component to whom checks are delivered,

b, Cheeks paysdle to commercial firms are gensrally aailled
to veaders by the Disbuvasing Officer with meliliag slips
provided by the Filaeal Pivisica., A few checks payable
to contractors for seyvicea or materials provided aander
claasified contracts are sent by the Plabursing OfPficer
to the Fiseal Processing Brasnch (¥/8) for mniling to the
':ﬁ”' Sach checks are not handled by Ageacy certifying
arficers,

¢. Chocks represeanting 1sprest funds or reipbersements there-
to ave sither asiled by the Assistant Disbursiag Offiecer
to the payees or sent by means of the comrier receipt
systes by ¥YPB, but not handled by certifyiung ofiicers.

d. yable to the Trespaurer of the United Itatex or
ta aw r Foderal Agency fregueatly regquire epecial
procesaing proceduras, iacluding preparsiicn of reports
and hand-carrying of reports and cheeks to cleared
personnel of other arganizstions, Checks (n this eategory
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incinde tax withholdings pald to I2tornsl Jevemus Servies
sdeductions for bealihk benefits
patd 1 : feductions for other healtd danefits plans,
W !t!ﬁe 1mnm, and rotirement paid to the Jivil
Serviecs Commiesion) and reinbursements to other govera
sent spencize, ‘uach cheeke are sdwetinmes reoceived znd
pracessed by the isdividusl who certified the Gocmment
roguesting the chock sad who 2lso serves as = lialsos
sfficor with the other organisation,.

25X1C

¢« Choeka for travel advasees end velabursement of travel
exponses are either aailed directly to the traveler by
the Aasistest Disbursing Officer or ars given 2o &
designatad vaployer of the FPB who (3 not 2 certifyisg
aiticar, After being im, suth vhoecks sre released
fo persennel of the Travel PBroneh (vho may loeluvde a
ceritiyiag officer) sad a rocoipt obtained by ¥R
povacupel, Travel Brawmch parsonkel prouptly saotify the
payses who eall for the checks persoaslliy or send their
agenta to piek uwp thelir checks, or, i1f requosted, checks
sre Sont to payecs through Agesey ¢urier asil seyvices,
deeauel of the vory limited staf? asaigaesd to ths Travel

- Branch (four persons) and the occasienal abovnec on lsave

or gvan during » lunch period, ehocks wny be delivered
By a certifyiog officer of the Trivel Broach is arder
to avoid vamecesasry delay in delivery of chacks to payses,

3, BIRCEEZION

8. The mothods for delivering checks desoribed ip parsgraph

3, b, and ¢ above comply with the prisciple stated inm

PEragraph 1. Concerning checks described in paragraph 2d
abowe, payable te tho Treasarer of the Usited itatos, whieh
is sone zases sre handlad by the todividual who certified
She pagsent documont, 4t 48 belioved fanracticabile and

fsaeeedsRry te alter the proecedures currestly bheivg
followed sluce sech chocks ¢sanot be casued the Iindi-
vidual and exprepristion of the funds representsd thereby
%y the eeortifying officer mm be virtusily isposaible,

b. Iz arder to comply with the priscipie stated in paragraph 1
with reapect to choeks issued for travel advances epd roim-
burssment of travel expenses, describad in pavagraph 2«
&miﬁ fallowing posalibls alteraatives bave beoa
eone
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(1} 211 such checke could be mailed Ly the Assistant
Disbursing Officer ta payees' residonces and thus
elimisate all personsl plokup of checks from either
;2:1 ﬁ?ssmt Pisbursiag Ofticer or the Fiseal

BAON 4

(2} All much ¢hecks could be delivered %o the payee or
i his designee by the Asaiztaat Disbursieg ffieor or,

| whea rogques ted by the payer, malled by the Juzistant
| Disbars ngt;?‘:ﬂ%?“i& hi ;My;m?n Yosidence or for-

warded i6 the . px theough the.  CORTAGY
gervice. Recelpts ecomld be obisined {rom the
tray Mf:du 1{r agénis Tor per 1ly delivered

e

B Ihe courier recnipt sywten cvild be uwed / |

¢. YFither omn of the altermete procedures mtlised in parse
graph Ib, abeve, would elieinate the handling of travel
checks by certifyiag efficers in the few cases now
hardled by thean,

d. The altermate procedure described im parvagvaph 2n(1)
ia sot doemed acceptadias, howsver, hecause in 308t cases
the utilisation of overt aslls for delivery of cheoks
would not sstisty the tiuing reguiremests Isr prompt

1 delivery of travel sdvance cheuks, A traveler ussbile

| t¢ loonte a check delayed in the mail eould de foreed

| ‘by euch cirexastasces to request an cmergessy dunlicate
travel advance of cash in order to maks Ris trip. If
81l checks wers to bo malled to the payses’ residences,
it {2 beliovad that travelerz apan Pould be scekiag only
cash mdvances,

e, The alteraste proecedure deseribed in paragraph 3H(2)
wonld provide that sll travel checks would be distributed
by the Zasistant Disborsiag CIficer., 4t the reguest af
thae travelers, all such checks conld Da either plekod np
frow the Assistant Dislursiag Offieer by thoms or their
sgeats,; ment by the Assisitant Disbursiag Officer to thes
thynugh the fgengy courier mail aystewm, or mailed by the
mixmnt Disbareing Officer directly to the travelers®

f. The dolivery of checks by Agsacy sourtior servics should
be utilized as 2 part of any procedurss for ibe delivery
of travel chockz. li is 2 practical method for delivery
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. of the relmbursoment type chack and provides for receipls
: which establish an adeguate irail to trace = check which
' might €fall to reach its deotimatien,

g. Ths relocetion of the majerity of Agency personmel in
the new bulldiag this 31l would meke i1 impractical for
the Disbursiag office io sorve as an exelusive pich up
paint for travel checks bocause such Gffler fa destined
to vemain in the District of Columbia, Tho cost of the
time of payses or thair agents to travel to the District
io ordexr io obiaiu such choeks womlid bo probibiiive. It
will be mecesssry and desirable to plun fwr the future
dg;atﬂhmim not only of travel checis tmi also of payroll
checks,

5. BRCORHENDATIONT

3. “rocedurse€ for the Assimtant Dishuraiag Oificer to distri.
' bute 8}l checks for travel advasces nnd reiambursement of
travel exponses should be adopted ng sel forih in para-
- graph 3b(2) above, pending the relocation of igency personnel
" in the wew bullding. o

b. Procodures for handliang checks other tham for travel advances
and travel expenses should not be changed asines present pro-
esdores conply with the objlective of the sisied policy thatl
certifying officera should not handle cherks drawn as 2
resalt of thoir ceriification excopt for vhechs payalle to
ather mgencles az discuwsed in paragreph 34 abowe, which c¢an
anly be handled sz depoelits with the Depurteent of the ‘
Trensury. :

3 ¢, Ia ansicipetion of the sdve to the new CIZ bullding, progo~-
! dares should he developed at this time for distributiag

: travel and pay checks (o personnsl to be Jocuied in Lhe
now balldiag, 12 as planped, both the DMsburasing 0iflece
and the Fimenl Tivision remain 1g the bhiatrict

25X1A9a

{hief, Technieal Accounting ‘taff
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. | | /3 D tire, s 967
Chief, Fiseal Vivision ' vate

25X1A9a

Azsistant Disbursiasg Officer, Tate

Departnent of the Treasury
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APOROGYERL:

19 JUN 1961
Comptrollisr ‘ Date




