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UNIT COMMANDER'S GUIDE TO PAYING AGENTS

Foreword

The U.S. Army Financial Management School and the Center for Army Lessons
Learned (CALL) have produced an outstanding “how to” guide to assist unit
commanders and their paying agents and field ordering officers (FOOs) in meeting
their responsibilities in regard to paying for support to accomplish their unit’s
missions. While this handbook does not take the place of governing regulations or
higher headquarters’ policies and procedures that apply to paying agents, FOOs,
and their commanders, it is a concise reference book that will greatly assist unit
leaders in understanding and performing their pay duties.

This handbook is the latest in a series of recent CALL products that address
money as a weapons system and the various facets of supporting commander
programs to support the indigenous population in the counterinsurgency
environment. By enabling commanders to provide emergency relief, stimulate the
local economy through purchases of supplies and services, and create jobs—which
gives further expansion to the local economies—commanders can gain the trust
and confidence of the local population and their civilian and military leaders.

Key areas covered within this handbook are paying agent “do’s” and “don’ts,”
safeguarding government funds, types of funds available, and loss of funds.

Whether you are a training developer, trainer, unit commander, FOO, or paying
agent, application of the information contained in this handbook will enhance
accomplishment of money as a weapons system payments.

L AL

ARK A. McALISTER
Brigadier General, USA
Commander, Soldier Support Institute
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Introduction

“Money is my most important ammunition in this war.”
—Major General (MQG) David H. Petreaus, 101st Airborne Division (Air Assault)
“Endless money forms the sinews of war.”

—Marcus Tullius Cicero (106 BC - 43 BC), Philippics

Unit commanders have a valuable “bullet in their ammo pouch” of money as

a weapons system resources to win on the battlefield—the paying agent. This
handbook provides unit commanders, paying agents, and field ordering officers
(FOOs) a reference guide on procedures for funding and clearing funds on the
battlefield. The following individuals work hand-in-hand, but their responsibilities
are separate.

A paying agent is a U.S. military member or Department of Defense civilian
employee appointed by the commander to act as an agent of a disbursing

officer. The purpose of a paying agent is to make specific payments from funds
temporarily advanced to the agent by the disbursing officer for a specific purpose.
Only when specifically authorized in writing are paying agents permitted to

cash checks. Funds advanced to a paying agent are held at personal risk by the
agent and must be accounted for to the disbursing officer immediately upon
completion of the transactions for which advanced. A paying agent cannot serve
simultaneously as a FOO. The paying agent cannot make purchases without
authorization from the FOO.

A financial management company provides financial policies and guidance,
provides cash, receives cash and/or documentation showing expenditure of cash,
and provides paying agent training.

FOOs provide their commanders with the ability to quickly and directly make
local purchases to support their mission—what we know as “cash and carry.”
They do the shopping, deal with vendors, and prepare the Standard Form 44,
Purchase Order-Invoice-Voucher. The local contracting office trains and certifies
FOOs on procedures for ordering and obtaining supplies. A FOO cannot serve
simultaneously as a paying agent. FOOs cannot make purchases with the paying
agent’s money.

The contracting office awards contracts and trains and certifies the FOOs.

The property book officer (PBO) at battalion level determines and posts the
purchased items onto the unit’s property book. The PBO then monitors unit
property, and the unit supply sergeant manages all unit logistics actions and
documentation.

(Note: This handbook is a guide. Some variation in procedures may exist. The
disbursing officer will provide specific guidance to his paying agents.)
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Chapter 1

Paying Agent Appointment Requirements

The following personnel are authorized to act as a paying agent:
e Commissioned or warrant officer

* Noncommissioned officer in the grade of E-7 or above. (Note: Exception
is permitted for the rank of E-6 with a waiver signed by a lieutenant
colonel [O-5] or higher if personnel resources are limited.)

* Department of Defense civilian

» Coalition members (Note: Subject to continued Secretary of Defense
approval and if internal controls are met to ensure the restitution of U.S.
government funds if they are lost.)

The battalion commander will appoint eligible individuals authorized as paying
agents to be placed on written orders (see Appendix A).

An original Department of Defense Form 577, Appointment/Termination Record—
Authorized Signature, appointing the paying agent must be signed by the battalion
commander (see Appendix A).

The individual appointed as a paying agent must attend a paying agent training
class and pass the certification test provided by the supporting financial
management unit.

The signature of a colonel (O-6) is needed to appoint a Commander’s Emergency
Response Program paying agent.
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Chapter 2

Paying Agent Duties and Responsibilities

Paying agents are entrusted with large amounts of money that could be tempting
to steal. Therefore, paying agents must follow specific guidelines such as those
listed below.

Paying agents will:

Only make purchases approved by the field ordering officer.

Only cash checks when authorized in writing.

Receive a copy of the current paying agent instructions.

Receive a copy of Department of the Army Form 3953, Purchase Request
and Commitment, showing how much the paying agent is authorized to
spend.

Sign a memorandum stating they have been briefed and understand their
duties and responsibilities. (Make sure this is always done, and keep a
copy of the statement.)

Use funds for the purpose listed in orders.

Ensure the goods or services are immediately available.

Ensure the total single purchase payment for funds does not exceed
$25,000.00.

Make payment directly to the seller/vendor, and get receipts for expenses.

Maintain a ledger to track each payment made, and balance the ledger
daily (see Appendix A).

Provide safeguard to funds and paid vouchers (see Chapter 3).
Maintain contact with the disbursing officer.

Ensure Standard Form 44, Purchase-Invoice-Voucher, is filled out
properly.

Make every effort to clear funds and documentation with the disbursing
officer immediately after completing the paying agent mission or within
30 days and not later than 90 days (approved extensions may be granted
by the disbursing officer [only] in exceptional circumstances).
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Clear the same financial management office that funded the paying agent,
ensuring the payment documents and/or funds remaining balance with the
total funds received.

Immediately suspend operations and notify the disbursing officer if a loss
of funds occurs.

Complete a serial number account report for all $100 bills.
Balance daily and/or after each transaction.

Review and become familiar with paying agent memorandums of
instruction, standing operating procedures (SOPs), and applicable

regulations.

Contact the disbursing officer every 30 days, either to clear the funds
drawn or to request another 30-day extension:

o Extensions are granted, upon request, up to 90 days.

o A paying agent will be terminated if he exceeds the allotted 90-
day threshold.

o The disbursing officer exclusively has the authority to grant
extensions beyond 90 days; an extension does not ensure the
paying agent will not be terminated.

Paying agents will not:

Loan, use, invest, insure, or gamble public funds.

Conduct business under duress.

Mix government funds with personal funds.

Entrust funds to any other person for any purpose other than what is
specifically stated on the appointment orders (for example, go on leave

and give funds to another person).

Delegate responsibility for government funds to anyone else, including
financial institutions.

Make payments in advance of receiving goods or services.
Make split transactions/payments.

Round up dollar amounts. (Note: This technique will not allow the paying
agent to balance or clear [except with foreign currency]).

Keep funds for more than 90 days without contacting the disbursing
officer to update status.



UNIT COMMANDER'S GUIDE TO PAYING AGENTS

Leave theater without clearing funds drawn from the disbursing officer
(this includes emergency leave).

Attempt to draw funds from another financial management unit without
prior approval.

Make change for anyone. (Note: $100 bills are often counterfeited.)

Exchange U.S. dollars for foreign currency.

If a paying agent is wounded or killed in action:

The paying agent’s unit will take action according to the disbursing
officer’s SOP.

The unit commander will notify the disbursing officer.
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Chapter 3

Safeguarding Government Funds

Once a paying agent signs the receipt for government funds, he has accepted
responsibility for the total amount of those funds. Loss of those funds could cause
the paying agent responsible to repay those funds and possibly other ramifications.
It is therefore necessary for the paying agent to take the following steps to
safeguard the funds:

* All funds must be transported in a government vehicle.

*  When transporting more than $10,000, the paying agent is required to
have an armed escort.

*  When the funds are not physically on the paying agent’s person, they
must be kept in an approved security container (for example, a safe or
vault) in accordance with Department of Defense Financial Management
Regulation, Volume 5, Chapter 3. Each paying agent will have his own
approved security container. Two or more paying agents will not share the
same security container.

» The paying agent must be the only individual with access to the funds.

 Failure to comply with regulations pertaining to the safeguarding of public

funds may result in the paying agent being held pecuniary liable in the
event of a loss of funds. Simply, you lose it—you pay for it.

Security Containers
Government Services Administration (GSA)-approved security containers are
manufactured under the following federal specifications, with the Class 1 and
Class 5 cabinets rated to provide the greatest protection against forced entry.
Approved cabinets include the following:

e Class 1 or Class 2 cabinets: AA-F-357 (GSA-FSS)

e Class 4 or Class 5 cabinets: AA-F-358 (GSA-FSS)

* Class 5 or Class 6 map and plan file cabinets: AA-F-363 (GSA-FSS) or
Class 6 Drawer File - AA-F-358 (GSA-FSS)

Burglary-Resistant Safes
Burglary-resistant safes include the following:
e Tool-Resistant Safe, TL-15

¢ Tool-Resistant Safe, TL-30
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¢ Torch and Tool-Resistant Safe, TRTL-30
¢ Torch and Tool-Resistant Safe, TRTL-60

(Note: The numerical value in the safe classifications represents the time in
minutes the safe will resist forced entry.)

Storage Container Requirements

If the value stored is under $7,500, the commander will establish fund container
requirements. Any of the security containers or burglary-resistant safes listed in
the above sections may be used.

If the value stored is from $7,500-$50,000, a security container that carries
a Class 1 or Class 5 rating or a burglary-resistant safe carrying at least an
Underwriters Laboratories classification of Tool-Resistant Safe, TL-15, and
having a Group 1R combination lock, will be used.

If the value stored is $50,000 or more, a burglary-resistant safe or vault carrying
at least an Underwriters Laboratories classification of Tool-Resistant Safe, TL-30,
and having a Group 1R combination lock will be used.

(Note: Do not store public funds and documents in the same containers as
classified material and documents.)
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Chapter 4

Types of Funds

Commander’s Emergency Response Program

The Commander’s Emergency Response Program (CERP) enables local
commanders in Afghanistan and Iraq to respond with a nonlethal weapon to
urgent, small-scale, humanitarian relief and reconstruction projects and services
that immediately assist the indigenous population and that the local population or
government can sustain. The Department of Defense (DOD) defines urgent as any
chronic or acute inadequacy of an essential good or service that, in the judgment
of the local commander, calls for immediate action. (Reminder: Prior coordination
with the community leaders bodes for good will.)

With most small-scale projects (less than $500,000), CERP is a quick and
effective method that provides an immediate, positive impact to the local
population while other larger reconstruction projects are still getting off the
ground. The keys to project selection are:

* Execute quickly

*  Employ the local population
* Benefit the local population
* Be highly visible

CERP rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Iraqi Commander’s Emergency Response Program

Iraqi CERP (I-CERP) funds are Government of Iraq (GOI) funds for urgent
reconstruction projects to benefit the citizens of Iraq while simultaneously
growing and achieving Iraqi military and civil self-sufficiency. I-CERP uses U.S.
procurement and financial systems. The GOI allocates [-CERP funds by province
based on population density.

I-CERP rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Operations and Maintenance, Army

Operations and maintenance, Army (OMA) funds support preparations for and
the conduct and sustainment of combat operations. Use of this type of fund may
be used for payments for fuel, supplies, repair parts, maintenance, and minor
construction.

11
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Requirements funded by OMA become accountable U.S. government property
unless the requirement is a service contract (e.g., Logistics Civil Augmentation
Program [LOGCAP]).

Requirements that cost $250,000 or more, automation/information technology, and
select special interest items must be approved by a validation board.

OMA rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Other Procurement, Army

Other procurement, Army (OPA) funds support the purchase of single pieces of
equipment that cost in excess of $250,000 or multiple pieces that form a system.

OPA rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Department of Defense Rewards Program

The DOD Rewards Program offers incentives for information and can be a
remarkably effective tool in preempting enemy operations and denying sanctuary
and weapons. It provides monetary, goods, or services rewards for information
and other nonlethal assistance beneficial to force protection or operations against
international terrorism.

The DOD Rewards Program can pay for information leading to the arrest of
wanted persons, locating weapons caches, and for information beneficial to
military operations or activities of the armed forces against international terrorism
or aiding in force protection. It is not an intelligence program and does not replace
existing intelligence programs. The program’s scope is limited to specific pre-
nominations and preapproved categories in which reward payments are restricted
to instances where information leads to the capture of wanted individuals or
weapons.

DOD Rewards Program rules, guidance, uses, non-uses, and responsibilities are
available from the supporting resource management office (G8) and/or financial
management unit.

Field Ordering Officer Funds

Field ordering officer (FOO) funds are primarily used by units to purchase
mission-critical requirements that cannot otherwise be obtained by the unit
through the higher headquarters’ logistical air or ground delivery resupply

plan or through the Regional Contracting Center existing local contracts. FOO
funds augment the existing supply plan and can fund items of less than $25,000
on an as-needed basis. Information technology requirements must have Joint
Communications Utilization Review Board approval prior to FOO execution. To
mitigate unauthorized or improper purchases, FOOs must bring a list of planned
purchases for approval by the resource manager supporting operations prior to
purchasing these items.
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FOO funds rules, guidance, uses, non-uses, and responsibilities are available from
the supporting resource management office (G8) and/or financial management
unit.

Shura (Operation Enduring Freedom Local Leader Engagements)
Funds

Shura (Arabic for consultation) funds are not to extend courtesies to local leaders
but rather to meet with local civic leaders to discuss recent events, diffuse
potential unrest, and foster relations and stability with the local Afghan people.
Provincial reconstruction teams and agribusiness development teams may

meet with local leaders to conduct village reconstruction assessments, identify
reconstruction projects, and coordinate the reconstruction process. Further, these
events should not promote entertainment, mark a holiday, or dedicate a facility.
The purpose is to give commanders the capability and flexibility to respect the
local customs of serving customary refreshments and meals during meetings.

Shura funds rules, guidance, uses, non-uses, and responsibilities are available
from the supporting resource management office (G8) and/or financial
management unit.

Official Representation Funds

Commanders use official representation funds (ORF) to uphold the standing and
prestige of the United States by extending official courtesies to certain officials
and dignitaries of the United States and foreign countries. Typical Operation
Enduring Freedom use includes official military functions, receptions, lunches,
dinners, modest entertainment, and community relations activities. Although
OREF is an extremely small funding line, it receives scrutiny at the highest levels
in DOD. OREF, used correctly, is very helpful in building relationships. A legal
opinion must accompany requests to use ORF.

OREF rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Quick Response Funding

Quick response funding (QRF) is a subset of Iraqi security force funding (ISFF),
which is a U.S. appropriated fund that provides support to all Iraqi Security Forces
(ISF), including the Iraqi Army, Iraqi Police, special task forces, and border
security. It funds construction, force protection, training, equipping, life support,
and sustainment of ISF. The ISFF appropriation ends at the end of Fiscal Year
2010 (30 September 2010).

QREF rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Afghanistan Security Force Funds

Afghanistan security force funds (ASFF) are congressionally limited U.S. Title
10 funds (sometimes erroneously called Title 22) provided to Task Force Phoenix

13
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through Combined Security Transition Command-Afghanistan for building,
equipping, training, and sustaining the Afghanistan National Security Forces,
which includes the Afghan National Army, Afghan National Police, special task
forces, and border security.

ASFF rules, guidance, uses, non-uses, and responsibilities are available from the
supporting resource management office (G8) and/or financial management unit.

Note: For questions regarding these funds, contact the supporting resource
management office or financial management unit.
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Chapter 5

Drawing Funds

The following procedures apply when drawing funds, unless modified by the
disbursing officer.

Unit and Paying Agent

Unit determines equipment or service requirement.

Unit provides the original copy of paying agent appointment orders to the
supporting financial management unit (signed by lieutenant colonel [0-5]
or higher).

Unit provides the paying agent certificate of training (issued by the
financial management unit).

Unit provides the original copy of paying agent Department of Defense
(DD) Form 577, Appointment/Termination Record—Authorized Signature
(signed by O-5 or higher).

Unit requesting goods or services provides a completed Department of the
Army (DA) Form 3953, Purchase Request and Commitment (PR&C).

Paying agent will ensure the following four required signatures are
obtained on DA Form 3953:

o Initiating signature (PR&C, block 27)
o Approving officer signature (PR&C, block 34):
* (-6 (colonel) or above for purchases under $200,000
* -7 (brigadier general) for purchases over $200,000
o Property book officer signature (PR&C, blocks 31, 32, and 33)
and requisition number (PR&C, block 2) (Note: Not applicable
for rewards or Iraqi quick response funding [QRF]; the requisition
number block is completed by the G8 or C8 executing fund

certification.)

o Signature from resource manager (PR&C, blocks 19-22) and
accounting classification data

Paying agent must possess a valid military identification card.

15
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e Drawing from the Commander’s Emergency Response Fund (CERP).
Every time a paying agent draws funds on a CERP contract, the paying
agent provides the following:

o Completed DA Form 3953
o CERP contract and any modifications

o Payment progress report

* Drawing rewards funds. In addition to the above, the following documents
are required to draw small or large rewards funds:

© Reward payment memorandum signed by the unit’s rewards
authorization officer (RAO)

© DA Form 3953 signed by the RAO in block 35
o Staff judge advocate (SJA) legal review
o Mission or story board describing details of operation

* Bulk funding of micro rewards. In addition to the above, the following
documents are required to draw micro reward funds:

o Bulk fund request signed by the unit’s RAO
o DA Form 3953 signed by the RAO in block 35

e Drawing QRF. In addition to the above, the following documents are
required to draw QRF: (Note: No bulk funding allowed.)

o DA Form 3953 signed in block 35 by an O-6

o Letter of justification (LOJ), with endorsement by an O-6 if the
LOJ is signed by a lower-ranking officer

o SJA legal review

© Independent government cost estimate or other documentation to
substantiate the requested amount

Field Ordering Officer

The following documents are required to support the field ordering officer’s
(FOO) actions:

* Copy of FOO appointment orders (signed by contracting command)

* FOO’s Certificate of Training (issued by contracting)
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e FOO DD Form 577 (signed by O-5 or higher)

* FOO prepared spending plan for initial funding.

Financial Management Company
The following actions are required from the financial management company:
» Paying agent attendance class memorandum
* Provide funds and DD Form 1081, Statement of Agent Accountability
Required documents needed to make subsequent funds draw, except CERP
* DA Form 3953 approved and signed by resource manager (blocks 19-22)
e Valid military identification card
Note: Funds issued may be U.S. currency, foreign currency, or a combination
of both. If the paying agent receives foreign currency, the disbursing officer will

provide the exchange rate on DA Form 3953 and guidance on using the foreign
currency.

17
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Chapter 6

Making Payments

The following procedures apply for making payments:
e Complete Standard Form (SF) 44, Purchase Order-Invoice-Voucher.
o No mistakes are allowed on SF 44s:
* Do not use whiteout.
* Do not line through mistakes.
* Must complete a new SF 44 if you make a mistake.
o One delivery and one payment allowed per SF 44.
* Goods/service must be provided upon payment.
* No split payments.

* Get procurement item identification number from the field ordering officer
(FOO).

* Dollar amount is written three times (supplies and service total, seller
payment received by, pay agent paid by).

= Obtain all four signatures (FOO, Received by, Seller, Paying Agent) on
the SF 44. (Note: SF 44s used for rewards payments must have all four
signatures. Doing so renders the document classified Secret. The paying
agent and a witness to the payment shall both print and write their names
on the SF 44.)

* Must have correct and full accounting classification, without a dollar
amount.

» Ensure total payment does not exceed $25,000.00 for operation and
maintenance, Army (OMA) funds.

e Tape small receipts to a regular size sheet of paper, and make sure the
receipts are translated into English.

¢ Total amount of the SF 44s cannot exceed the total amount of the
Department of the Army (DA) Form 3953, Purchase Request and
Commitment.

* Check the cash block under the paying agent’s signature block.

19
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If all funds are spent, the paying agent can clear the financial management
unit electronically.

Remember to get a 10 percent discount from the Army & Air Force
Exchange Service.

Always maintain copies of all documents, vouchers, and receipts for your
personal records. When you redeploy, take your personal copies with you
and retain in the event questsions arise concerning any of your payment
transactions.

If a payment is made in foreign currency (FC) by an SF 44, the amount is
recorded in the currency in which the payment is disbursed. For example,
if a payment was made in Euros for a particular item, the amount column
would state “60.00 Euro” and then totaled at the bottom of the SF 44 in
the amount column as Euros. The same procedures apply if the payment is
made in Afghani, but record Afghani in the amount column.

If the paying agent knows that he will need foreign currency, he will
be funded foreign currency at the rate for that particular day. He will
then make the purchase(s) in foreign currency and record the payment
on the SF 44 in foreign currency. He will record the foreign currency
disbursements in the same manner he tracks U.S. disbursements in his
ledger. If he has both U.S. and foreign currency, he will maintain two
separate ledgers.

Gains or losses due to exchange rate fluxes are reconciled during turn-in
and are done by the disbursing agent or disbursing officer.
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Chapter 7

Loss of Funds Process

If a loss of funds occurs, the paying agent must perform the following steps:

Cease all paying activities.
Count all funds and review documents to confirm a loss has occurred.

Notify the disbursing officer immediately after confirming any
discrepancies.

Notify the chain of command.

Take actions according to the disbursing officer’s standing operating
procedures.

Write a memorandum for record documenting actions taken.

An Army Regulation 15-6, Procedures for Investigating Officers and Boards
of Officers, investigation is required for loss of funds. The investigation will be
initiated by the disbursing officer.

Pecuniary liability:

As defined by the Department of Defense, pecuniary liability is “a
personal, joint, or corporate monetary obligation to make good any lost,
damaged, or destroyed property resulting from fault or neglect. It may also
result under conditions stipulated in a contract or bond.”

In other words, if a paying agent loses the government’s money and it

is discovered that the loss occurred because of either the paying agent’s
own fault or neglect, the paying agent will owe the government whatever
money was lost.

Helpful hint: Paying agents may be held 100 percent pecuniary liable for a
confirmed loss of funds.

21
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Chapter 8

Clearing Accounts

The following guidance is for paying agents to clear their funds. (Note: Field
ordering officers are not authorized to clear funds.) During the clearing process,
the disbursing officer (deputy disbursing officer or disbursing agent) performs the
following functions:

Receives the return from the paying agent.

Verifies the accuracy of paid documents and signatures.

Totals all pay documents.

Determines the cash amount to be turned in.

Prepares and verifies the correct balance for return on Department of
Defense (DD) Form 1081, Statement of Agent Olfficer s Account.

Ensures the paying agent signs DD Form 1081 with the disbursing officer,
returning the paying agent’s account to zero.

Clearing Funds Process for Operation and Maintenance, Army; Other
Procurement Army; Field Ordering Officer Funds; Quick Response
Funding; and Afghanistan Security Force Funds

The process for clearing funds needs to occur in the following order:

e Prior to clearing:

o

Separate classified materials from packet. The paying agent
contacts the unit intelligence officer (S-2) to pull all classified
material.

Obtain a memorandum from the battalion commander stating that
all purchases are verified on Standard Form (SF) 44, Purchase
Order-Invoice-Voucher.

Bring the battalion commander memorandum and original SF
44s with receipts to the property book officer (PBO) to receive

a memorandum of clearance and a PBO stamp on all SF 44s for
operations and maintenance, Army and other procurement, Army
funds (does not apply to quick response funding).

Make copies of SF 44s and receipts.

Verify remaining funds.

23
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e Clearing contracting:
© Bring the memorandum signed by the battalion commander (O-5
or higher), a copy of the installation PBO memorandum, all copies
of SF 44s with PBO stamps, and receipts to receive a contracting
clearance memorandum from Contracting Command.
o The paying agent will receive a clearance memorandum.
e Clearing financial management units:
o Bring the following:
* Qriginal SF 44s with a PBO stamp plus two copies
* Ledger of SF 44s plus two copies

* Qriginal receipts plus two copies

* Qriginal clearance memorandum from Contracting
Command plus two copies

* Copy of the PBO memorandum plus two copies
* Any remaining funds not spent
© The paying agent will receive a copy of DD Form 1081.
* Clearing Resource Management:
o Bring the following:
* Copy of the PBO memorandum
* Copy of SF 44s with a PBO stamp and receipts
* Copy of the Contracting Command memorandum

* Copy of DD Form 1081

Clearing Funds Process for Bulk and Non-Bulk Funded Projects
The clearing process takes place in the following order:
* Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Obtain a memorandum from an O-6 or higher stating that the
paying agent has verified all purchases on the SF 44s.

24
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© Have the following:
* Qriginal invoice

* Copy of Department of the Army (DA) Form 3953,
Purchase Request and Commitment

* Contract if over $200,000
* Memorandum of agreement or contract if under $200,000
* Qriginal SF 44s

* Memorandum for refusal of local national to sign SF 44 (if
needed)

o Verify remaining funds.
» Clearing financial management units:
o Bring all documents listed above plus one copy.
o The paying agent will receive a copy of DD Form 1081.

¢ Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Condolence and Battle Damage Payments
The clearing process occurs in the following order:
 Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* DA Form 3953

* DD Form 1351-6, Multiple Travel Payments List, for
multiple payments or an SF 44 for a single payment

* Qriginal clearance memorandum
* Legal justification memorandum

* Brigade combat team justification memorandum
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* Memorandum for refusal of local national to sign SF 44 (if
needed)

o Verify remaining funds.
» Clearing financial management units:
o Bring all documents listed above.
o The paying agent will receive a copy of DD Form 1081.

* Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Process for Detainee Labor Payments
The following is the clearing process for detainee labor payments:
 Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:

* DA Form 3953

* DD Form 1351-6 for multiple payments with original
signatures (Note: The row below the last payee on DD
Form 1351-6 should state, “nothing follows” and be
initialed by the certifying officer.)

* A detainee labor register signed and dated by the
accountable official that shows the hours worked and the
pay rate for each detainee payment

* An individual detainee pay record showing the amount
due the payee at the time of the disbursement (Note: The
individual detainee pay record must be signed and dated
by the accountable official.)

© Verify remaining funds.
* Clearing financial management units:
o Bring original and one copy of all documents listed above.

o The paying agent will receive a copy of DD Form 1081.

e Clearing Resource Management: Bring a copy of the above listed
documents.
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Clearing Funds Process for Claims
The following is the clearing funds process for claims:
e Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* Original SF 44 or SF 1034, Public Voucher for Purchases
and Services Other Than Personal, prepared by the staff

judge advocate

* Action of Claim Memorandum from judge advocate
general’s office

* Settlement agreement form
* Legal justification memorandum
» Clearing financial management units:
o Bring all documents listed above.
o The paying agent will receive a copy of DD Form 1081.

* Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Detainee Release Payments
The following are the steps in the detainee release payment clearing funds process:
 Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* DA Form 3953
* DD 1351-6 for multiple payments with original signatures
or an SF 44 with a list of payees and their original

signatures

* Memorandum for refusal of local national to sign SF 44 (if
needed)

o Verify remaining funds.
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e Clearing financial management units:
© Bring original and one copy of above listed documents.
o The paying agent will receive a copy of DD Form 1081.

e Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Small and Large Rewards
The following is the clearing funds process for rewards:
e Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:

* DA Form 3953

* Qriginal SF 44 (Note: The payee should never be asked to
sign, nor should the payee’s name ever appear on the SF
44. Doing either makes this a classified document, exactly
what you’re trying to prevent. The paying agent and a
witness print their names and sign the SF 44.)
Legal review/recommendation/justification memorandum
signed by rewards authorization officer (RAO) or major
subordinate command commander.
 Clearing financial management units:

o Bring all documents listed above and a copy.

o The paying agent will receive a copy of DD Form 1081.

* Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Special Forces Operating Funds
The clearing funds process for Special Forces operating funds is as follows:
 Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.
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© Have the following:
* DA Form 3953
* Original SF 44s
* Qriginal receipts
* (Clearance memorandum from the Combined Joint Special
Operations Task Force—Arabian Peninsula (JPSOTF-AP)
contracting office
* Clearance memorandum from JPSOTF-AP PBO office
* Clearing memorandum from O-5 and above
e Clearing financial management units:
© Bring all documents listed above.

© The paying agent will receive a copy of DD Form 1081.

* Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Micro Rewards
The micro rewards clearing funds process must occur in the following order:
 Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* DA Form 3953

* Qriginal SF 44 or DD Form 1351-6 for multiple payments
(Note: The payee should never be asked to sign, nor
should the payee’s name ever appear on the SF 44 or
DD Form 1351-6. Doing either makes this a classified
document, exactly what you’re trying to prevent. The
paying agent and a witness print their names and sign the
SF 44 or DD Form 1351-6.)

o Verify remaining funds.
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e Clearing financial management units:
o Bring all documents listed above.
o The paying agent will receive a copy of DD Form 1081.

e Clearing Resource Management: Bring a copy of the above listed
documents.

Clearing Funds Process for Rewards-in-Kind
The process for clearing funds for rewards-in-kind is as follows:
e Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* DA Form 3953
* Qriginal SF 44
* Qriginal receipts
* Memorandum stating whom the items were given to as a
reward payment; memorandum signed by the paying agent
and rewards point of contact (Note: The payee should
never be asked to sign, nor should the payee’s name ever
appear on the SF 44. Doing either makes this a classified
document, exactly what you’re trying to prevent. The
paying agent and a witness print their names and sign the
o Verify remaining funds.
¢ Clearing financial management units:
o Bring all documents listed above.

o The paying agent will receive a copy of DD Form 1081.

* Clearing Resource Management: Bring a copy of the above listed
documents.
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Clearing Funds Process for Micro Grant Payments
The micro grant payment clearing funds process contains the following steps:
e Prior to clearing:

o Separate classified materials from packet. The paying agent
contacts the unit S-2 to pull all classified material.

o Have the following:
* DA Form 3953
* Original SF 44

» If Option 1 is used, the grantee’s signature is
required on the SF 44.

» If Option 2 is used, the vendor’s signature is
required on the SF 44. Requires original receipt
from vendor; requires memorandum stating whom
the items were given to as a micro grant; requires
memorandum signed by the paying agent and
project purchasing officer.

* Micro grant memorandum authorizing grant signed by
approving authority

© Verify remaining funds.
* Clearing financial management units:
o Bring all documents listed above.
o The paying agent will receive a copy of DD Form 1081.

e Clearing Resource Management: Bring a copy of the above listed
documents.

Note: Army & Air Force Exchange Service “pogs” (lightweight plastic discs in
the value of 5 cents, 10 cents, and 25 cents) will not be accepted.

Helpful Hints
» Ensure signatures are obtained on required documents.
 Verify all remaining funds.
* Always bring in any remaining funds when clearing.

e Treat original documents like cash.
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Appendix

References

Reference Publications
Department of Defense Financial Management Regulation, Volume 5, Disbursing:
e Chapter 2, Disbursing Offices, Officers, and Agents
* Chapter 3, Keeping and Safeguarding Public Funds
e Chapter 11, Disbursements
e Chapter 12, Foreign Disbursing Operations

U.S. Army Field Manual 1-06, Financial Management Operations, Appendix D,
Paying Agents

Center for Army Lessons Learned Handbooks:

e 08-12, Commander s Emergency Response Program

e 08-47, Deployed Contracting Officer Representative

e 09-27, Commander s Guide to Money as a Weapons System
Current theater and operational area policies
Current Financial Management Center policies

Current Financial Management Company policies
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Field Ordering Officer Appointment Orders Example

Unit Letterhead
APO, AE 00000

OFFICE SYMBOL Date
MEMORANDUM FOR Contracting Office, APO, AE 00000
SUBJECT: Request for Appointment of Field Ordering Officer

1. Request that (Name), (SSN), be appointed as a field orderlng officer for
missions in support of

2. The ordering officer will be required to purchase the following supplies and/or
services:

Note: List the categories and/or classes of supplies separately requested to be
purchase here.

3. Period of appointment: __ Jan through _ Jan (Note: Not to exceed
expected redeployment date).

4. Each Standard Form 44 will not exceed $25,000.00. Total amount will not
exceed $0.00 (enter the dollar amount equal to that of the Department of the Army
Form 3953).

5. Point of contact for this action is (name) at (phone number).

SIGNATURE BLOCK
O-5 or above
Commanding
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Department of Defense Form 577, Appointment/Termination Record—
Authorized Signature, Example for Field Ordering Officer

APPOIN TMEN T/TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Priva ¢y Act and ions before ing form.)

PRNVACY ACTSTATEMENT

AUTHORITY: E.0.9397, 31 U.SC. %25, 3528, DoD Financial Management R egulation, \ol. 5, C hapter 33, and Do DD 7000.15, DoD

Adcountable Officials and Ce rifying Officer s

PRIN CIPAL PURPOSK §): To maintain a record of certifying and accountable officers' appointments, and termination of those appointnents. The
ionwillalso be used for ide nfication p urpo ses i with cerification of doauments and/or liability of public recor ds and funds.

ROU TINE USKS): The information on thisformmay bedisclosed as generally permitied under 5USC. 5§22(b)of the Privacy Actof 1974, as

amended. |t may also be disdosed outside of the D epartment of Defe nse (DoD) b thethe Federal Reserve banks toverify authority of the

acoou nfable individual fo issue Treasury checks. In addition, other Feder al, State and local gove rnment age nde s whichhave identifieda needto

know, may obtain this information forthe purpo se(s) identified in he DoD Banlet Routine Uses publishedin the Fe deral Register.

DISCLOSURE Voluntary; howewer, failure o provide the requested infor mafion may predu de a ppointment.

SECTION | - FROM: COMMANDE RAPPONTING AUTHORITY
1. NAME (First Mddle Inttial, L as) 2. MMLE 3. DOD COMPONENT ORGANIZATION

4.DATE (YYYYMMDD) 5. SIGNATURE

SECTIONII- TO: APPOINTEE
6. NAME (First Mddle Initial, L ag) 7. SSN 8. TIMLE

11. TELEPHONE NUMBER (includeArea Code) 12. EFFECTIVE DATE OF APPOIN TMENT (YYYYMVIDD)

13. POSITONTO WHICH APPOINTED (X one)

CERTFYINGOFFICER ACC OUNTABLE OFFICIAL OTHER (S edfy)
14. YOU ARE HEREBY APPOIN TED TOSERVE IN THE CAPACITY SHOWNABOVE. YOUR RESPONSIBILITIES WILL INCLUDE:

15. YOU ARE ADVISED TO REVEWAND ADHERE TO THE FOLLOWING REGULATION(S) N EEDED TO AD EQUATELY PERFORM THE
DUTIES

DoDFMR, Vol. 5, chapter 33;

SECTION lll -ACKNOWLEDGEMENT OF APPONTMENT

l acknowledge and accept the position and responsibilities defined above. |understand that lam strictly liable o the United

Statesforall publicfunds under my control. | hawe been counseled on my pecuniary ligbility and have been given witien operating
instructions. | certify thatmy official signature is shownin the box below.

16. PRINTED NANE (Firg, Middle Inital, Lasf 17. SIGNATURE

SECTIONIV - TERMINATION OF APPONTMENT

18.EFFECTNVE DATE 19.APPOINTEEINITALS
The appointment of the individual named above is hereby revoked. (YYYYMMDD)
20. NAVE OF COMMAN DERAPPOINTING 21.TMLE 22 SIGNATURE
AUTHORITY
DD FORM 577, JAN 2004 PREMOUS EDITIONS ARE OBSOLETE APD V1.00
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36

Commander’s Acknowledgement Statement Example

DEPARTMENT OF THE ARMY
AGENCY'S NAME
AGENCY'S ADDRESS
OFFICE SYMBOL DATE
MEMORANDUM FOR RECORD

SUBJECT: Commander’s Acknowledgement Statement

1. I acknowledge that Paying Agents designated under my command will at no time make
purchases or payments without prior approval from the FOO/PP()/Rewards POC/Certifying
Official appointed over them.

2. T will ensure that Paying Agents under my command will contact their Disbursing Agent
every 30 days and will clear all funds through their assigned Disbursing Agent NLT 90 days
after having drawn the funds.

3. Paying Agents under my command leaving the theater of operations on R&R, emergency
leave, at the end of their deployment or for any reason not listed will ¢lear all funds through their
assigned Disbursing Agent. At the end of their deployment Paying Agents will clear all funds in
their possession 30 days prior to leaving the country.

4. POC for this memorandum is the undersigned at [INSERT CDR'S PHONE AND EMAIL)

CDR’S NAME
RANK, BRANCH
Commanding
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Paying Agent Appointment Orders Example

UNIT LETTERHEAD
Date

MEMORANDUM FOR Finance and Accounting Officer (FM CO Office, APO
AE)

SUBJECT: Paying Agent Appointment Orders

1. Under the provisions of DODFMR, Volume 5, paragraph 020602, RANK,
NAME, and SSN, is appointed as paying agent to NAME, Commanding,
NUMBER FM Company.

2. PURPOSE: To perform duties as paying agent for (i.e., ING, CERP, QREF, etc.)
from  (DATE) to_ (DATE)  (ifto dates are unknown, leave blank)

3. MAXIMUM ADVANCE: $
4. ACCOUNTING CLASSIFICATION: SAME AS PR&C
5. SPECIAL INSTRUCTIONS:

Paying agent will be familiar with the contest of DODFMR Vol. 5, and DFAS-IN
37-1. Paying agent will read the FM CO paying agent MOI and understand these
instructions prior to drawing funds. Funds will not be entrusted or intermingled
to others for any purpose. Paying agent is authorized to make official government
purchases that have been properly prepared and signed by the accompanying field
ordering officer and vendor. Funds and paid vouchers will be secured at all times
as required by DODFMR, Vol. 5, Chapter 3.

(Brigade/Battalion Commander)

(Rank and Branch)

(Title)

I accept my appointment as paying agent to NAME, NUMBER FM CO and agree
to hold myself accountable to the United States for all public funds received.

I have been counseled as to my pecuniary liability, given standing operating
procedures, and had all my questions relating to this appointment answered
satisfactorily.

(Agent’s Printed Name and signed)

(Rank and Branch)

(Title)
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Department of Defense Form 577 for Paying Agent Example

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

(Read Privacy Act Statement and Instructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: E.O. 9397, 31 U.S.C. §§ 3325, 3528, DoD Financial Management Regulation, Vol. 5, Chapter 33, and DoDD 7000."
Officials and Certifying Officers.

PRINCIPAL PURPOSE(S): To maintain a record of certifying and acc officers’ appoi 1ts, and termination of those apg
information will also be used for identification purposes associated with certification of documents and/or liability of public records a
ROUTINE USE(S): The information on this form may be disclosed as ggnerally permitted under 5 U.S.C. § 552a(b) of the Privacy A
amended. it may also be disclosed outside of the Department of Defense (DoD) to the the Federal Reserve banks to verify authorit
individual to issue Treasury checks. In addition, other Federal, State and local government agencies, which have identified a need 1
this information for the purpose(s) identified in the DoD Blanket Routine Uses published in the Federal Register.

DISCLOSURE: Voluntary; however, failure to provide the requested information may preclude appointment.

SECTION | - FROM: COMMANDER/APPOINTING AUTHORITY

1. NAME (First, Middle Initial, Last) 2. TITLE 3. DOD COMPONENT/ORG.
BCT CDR NAME BCT CDR BCT, DIVISION

4. DATE (YYYYMMDD) 5. SIGNATURE

DATE
SECTION Il - TO: APPOINTEE

6. NAME (First, Middle Initial, Last) 7. SSN 8. TITLE

PA'S NAME PA'S SSN PAYING AGENT

9. DOD COMPONENT/ORGANIZATION 10. ADDRESS (Include ZIP Code)

BCT, DIVISION UNIT LOCATION (FOB, PRT)
11. TELEPHONE NUMBER (/nclude Area Code) 12. EFFECTIVE DATE OF APPOINTMENT (YYYYi

PHONE NUMBER TO REACH PA DATE
13. POSITION TO WHICH APPOINTED (X one)
; CERTIFYING OFFICER | | ACCOUNTABLE OFFICIAL M OTHER (Specify) PAYING AGENT

14. YOU ARE HEREBY APPOINTED TO SERVE IN THE CAPACITY SHOWN ABOVE. YOUR RESPONSIBILITIES WILL INCLI
Under the provisions of DODFMR. Volume 5, para 020602, NAME. is appointed as paying Agent to

MAXIMUM ADVANCE: $$$38$$

SPECIAL INSTRUCTIONS: The Paying Agent is authorized to disburse funds for official government purchases in accordan
CERP SOP, dated 26 April 2006. the Paying Agent will make authorized purchascs using the Standard From 44 or the DD 1351
multiple guard forces and detainee payments). The Funds will not be entrusted to others or intermingled with other funds. The
receive a copy of the CERP SOP and will understand all instructions prior to drawing funds. Funds and paid vouchers must be ¢
required by DODFMR, Vol. 5. Chapter 3.

15, YOU ARE ADVISED TO REVIEW AND ADHERE TO THE FOLLOWING REGULATION(S) NEEDED TO ADEQUATELY PERF
TO WHICH YOU HAVE BEEN ASSIGNED:
DoDFMR, Vol. 5, chapter 33;
DFAS-IN Regulations 37-1, chapter 40; MND-B CERP SOP-5 DEC 2006.

SECTION Ili - ACKNOWLEDGEMENT OF APPOINTMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to t
alt public funds under my control. | have been counseled on my pecuniary liability and have been given written operai
certify that my official signature is shown in the box below.
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Department of the Army Form 3953, Purchase Request and Commitment

Example

25, THE FOREGOMG ITEMS ARE REQUIFED NOT LATER THAN AS INDICATED ABOVE FOR THE FOLLOWING PURFOSE.

PURCHASE REQUEST AND COMMITMENT 1. PURCHASE INSTRUMENT NO. 2. REQUISITION NO. 3. DATE PAGE o
Foc ush of Bs oam, see AR 32.1; P proporest sguecy I8 OASATAY BCF3ID53220044 PAGES
6 T 3D COMPTROLLER 6. FRoM: 1BCT 10 MNT
CERP ACCOUNT MANAGER NORTH LIBERTY NORTH LIBERTY
APO AE 03344 APO AE 03376
I is requestad that the supplies 30 services enumerated below of on attached list be
7. PURCHASED FOR §.  CEUVERED TO 9. NOT LATER THAN
" _1ecT Tomnr | oo
The supgiies listed below cannot be secured theough normal supply channels or other Army supply 10, NAME OF PERSON TO CALL FOR ADDITIONAL | 11, TELEPHONE NUMEER
mcuhvwnmw:mrl MMprwmmwlm'tuMuumnwﬁu;s mwlo:lm INFORMATION
(and compete item.] FrankW. Franks, MAJ 242-4573
12. LOCAL PURCHASES AUTHORIZED AS THE NORMAL 13, REQUISTIONING nms NONAVARABUTY FUND CERTFICATION
MEANS OF SUPPLY FOR THE FOREGOING BY OF ITEMS AND LOCAL PURCHASE 15 AUTHORIZED 6Y
X [The supplies and services isted on this request are properly chargeable to
e flloning lotewats, the avadiblebilieces of whch e it ©
the cost thereo, 3nd furds have been commi
USE OF CHANNELS FOR SECURING ITEM
14, IIS. 1. 17, lll. ESTMATED b L U
e | cescamion of suspLY oRseavEs | QuanTiTy Nt 2162020030007€233cf12319820
UNIT PRICE TOTAL COST
. b 26EBB3 63CY APF3ID53220044
1 | Village sewer cleanup 1EA $27,000.00 | 63CY B3 S09076 $27,000.00
4-WAG-1068-S (Include exchange rate if payingin foreign currency)
= TYPED NAME AND TITLE OF (21, SIGNATURE 22. DATE
ProjectManager ECmPING OFER
Dan Spraut
MAJ F_rank Franks a0 hats -
(e-mail) BUDGET ANALYST Sprast
CERP Paying Agent 3% CBOOUNT TERMS
CPTJohn Lions
(e-mail) Grand Total | $27,000.00 [3ocewmeer
L I35 CRUNEAY AEOUWRDANTS

27, TYPED NAME AND GRADE OF INTIATING
**FRequesting Officer)

20, TELEPHONE NUMBER
242-6019

21, TYPED NAME AND GRADE OF SUPPLY
OFACER

(Property Book Officer)

AnM'm?uummtoww‘gvocw & REQUESTED
GOOOS OR SERVICES YES L d“

¥ YES, NUMER OF DAY S REQUIRED

23, SGNATURE 20, DATE 34, TYPED NAME AND GRADE |35, SIGNATURE 3. DATE
[OF APPROVING OFRICER OR
(Requesting Officer Signature) JohnWayne
COL. IN Vo Wagne
32, SGNATURE 2. OATE Commanding
(Property Book Officer Signature) |30 Oct **
EDITION OF AUG 76 IS OBSOLETE e vim
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Department of Defense Form 1081, Statement of Agent Officer s Account,
Example for Advance of Funds

STATEMENT OF AGENT OFFICER' S ACCOUNT

DISBURSING OFRCER SNAME ADORESS DISSURSING STATION SYMBOL NO.

JOHND.DOE,MAIJFC

FMCO

CAMP WEST, IRAQ

APO AE (09344

DSSN: 8888

DISBURSING AGENT:NAME AND
RANK

mms;c'nons

TRAN SACTIONS AFFECTING AGENT OFRCER' S ACOOUNT
Receiagh det

AGENT OFFCERS NAME, GRACE SEN, UNT ADDRESS
(I agk ZIP Cok APO rumde o Te lvore yumde.

SFC PAYAGENT
111-11-1111
UNITADDRESS
EMAIL:

PHONE:

TECNNNG SAANCE | OEOREASE | | SNONGEAANCE
(Iwn;:.km (!Lwdn}r,!grt (Iwm‘gﬂcm

1. BALANCEFORNARD

2.U.S DOUARS

3. FORBGN CURRBNCY

$0.00

4. MILITARY FAYMENT CERTIRCATES

$<U,UUU.UU

5. COLECTIONS $20,000.00

6. DEPCEMS

7. NECOTIABE INSTRIMENTS:

A. TREASURY CHECKS

B. MILTARYFAYMENT CROERS

c o= (i)

8. PAIDVOUCHERS

5. INCORRECT VOUCHERS FETURNED

10.

11.

12. TOTAL FUNDS IN HANDS CF AGENT OFACER

STATEMBITS

DISBURSING OFRCR

DWAWAICE | HAVE INTRUSTED FUNDS ANDYOR
BMS AS INDICATEDIN THIS STATEMENT TOTHE
MBDAS MYAGENT OFFCRR

AGENT
$20,000.00 $20,000.00

DCX\IAINAI(E |, ASAGENT CFACER HAVERECEVED

FUNDS ANDCR OTHERITEMS AS INDICATED ABOVE |

HAVE ASSUMED FECUNARY RESEONSIBILITY THEREFCR
NCTIFY THE DISEURSNG OFRCERIMMEDITEYY

j D  FEB D AND NLEETAND WATTE IETRLCTIONS
DUTIES AND RESFONSEILITIES AS AN
DaTE CaTE SIGNATURE OF AGENT CFRCR
gFEB* /S/Disbursing Agent | sFeB*  /S/Pay Agent

I:I ON REFURN: | HAVERECEVED FUNDS ANDOR CTHER
ITBASAS IhD!CATED ONTHIS STATRMENT FROM THEABOVE

DCNHUN: THE ABOVESTATEMENT OF ACCOUNT IS
CORFECT.

DATE SIGNATURE OF DISBUREING OFFICER
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Standard Form 44, Purchase Order-Invoice-Voucher, Example for
Commander’s Emergency Response Fund

NAME AND
ADDRESS OF
CONTRACTOR

ALL ACCOUNTING

U.S. GOVERNMENT

B O acEiouCeR REQUISITION # FROM
20 CERPVINDC012345 PR&C BLOCK 2
PRINT NAME AND ADDRESS OF SELLER (Num der, Street, ang State)”

2 ABU AMMOSH

FUTIEn SJ0pIEs OTSENVEEE 1 (Name 10 3001

NAME OF PROTECT | Fop piamMer, IRAQ
FROM MOA & RECIEPT APO AE 09308 QTY x UNIT
MUSTMATCH T — S 111 M ERICE=AMOUNT
FINANCE UNIT o
CLEARING THE SF 44 g OF SFT:‘TAL
AND NAME OF
DISBURSING OFFICER
AGENCY NAME AND BLUNG ADDRESS®
= 2eFuco $10,000.00 DATE PAYMENT
4 Camp Liberty, Iraq WAS MADE
©  APOAE 03344 e\, T
R DATE INVOICE RECEVED
1APRIL 20~

ORDERED BY (SQAILIre 3h 10e)
SPT SMITH. JOHN (PPO) e

ADDRESS

i PPO’s SIGNATURE

FURPOSE AND ACCOUNTING DATA

AMOUNT PAID RECEIVED
BOXMUST HAVE “X” WITH
AMOUNT

N $10,000.00

VOICE NEED BE SUBMTTED

DATA ON BLOCK 190F L__ 27§ 2020.0000 84-2084 P136198.0000 26EB 83 =y :
PR&C (DD3953) G4CC CERPMNDC012345 GACC 83 S09076 If paid in foreign currency,
PURCHASER — 70 SO0 5 0 o7 OVS FECoURE 10eIery o [2ns show the amountand
PAY AGENTS FECENTREY type in each block
INFORMATION AND DOE, JOHN #éﬁ%ﬁg show"g the ar“)un‘[; ie.:
SIGNATURE Pavacer TaF $60.00Afghani
LLE L

'/
= ot DATE PAYMENT
SIGNATURE OF O S 1APRIL 20 WAS MADE
CONTRACTOR P T S E—
R B N
Smn i e ot O
AMOUNT PAID OUT St , DATE PAYMENT
LA SRR WAS MADE
SIGNATURE OF S =
PAYING AGENT SRS S = S R
had o) == | 1APRIL 20%* WAS MADE
MaRRCASEWIR | e e
A rep ol
FILLED OUT BY FILLED OUT BY FILLED OUT BY
PPO PAYING AGENT VENDOR
+Failure to this formin d with the above will result in the inability of the FOO/PPO to Clear

Contracting andthe Paying Agent/CPA to clear Finance (possible loss incurred on the Paying Agent).

~The SF 44 will be signed by the vendor along with an Invoice Signed by the vendor

«If the vendor refuses to sign, a memorandum signed by the PA and PPO will be attached.

*No corrective fluid/white-out is authorized. All corrections must be made by lining through the information to be
corrected and initialing by it.

« The_original SF 44 will be submitted to Finance + Invoice for pay d with si
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Standard Form 44 Example for Operations and Maintenance,
Army Fund

Table 9
Standard Form (SF) 44 (OMA {Operations and Maintenance, Army})

DATE PAYMENT U3 GOVERMENT
PURCHASE ORDER HER
‘WAS MADE TEOF ORER ORDER NO.
25 MAY 20~ WEMHK-8--00-M-00001

FRNT NAVE AND ADDRESS OF SELLER (umder Svest 300 S5
NAME AND

AKBAR MUHAMMED, INC.
ADDRESS OF Bagubah, Irag
VENDOR

H

FUTIE SU000%E 07 SENIEE D (\EmE S0 300RER)

1-19” INFANTRY BN, FOB HAMMER, IRAQ

DESCRIPTION OF S PRESORSRVicES Sk it
_BAG OF NAILS (VARIOUS SIZES) X
GOODS/SERVICES mg:sms JARIOUS SIZES) s'?
PURCHASED i

FINANCE CLEARING
THE SF 44 AND
DISBURSING
OFFICER’S NAME

AGENCY NANE AND BLLING ADORESS ™

= 24" FMCO,
¥ CAWP LBERTY
°
H

TOTAL $375.00
AR T—
FOO’S INFORMATION

DATE PAYMENT
APOAE 09244

+SIGNATURE WAS MADE
25 MAY 20**
ALL ACCOUNTING Y SIGNATURE OF
s E =Y
DATA ON BLOCK 190F | -Somsmostoosrasn INDIVIDUAL
PR&C (DD3953) 2142020.0000 80-5063 P1234567.0000 26EB RECEIVING THE
46FB00 W912RK1234567 46FB00 S09076 GOODS (CANN
TITLEOF THE T PURCRASER - Tosgn below broveriecaunE ey oy BED;I(S FOOOT
INDIVIDUAL )

RECEIVING THE

=

GOODS e — T DATE GOODS

SUPPLYNCOIC 25MAY 20 WERE RECEIVED
__\:LLER~F‘eise:eaa\v!icf:‘1§:lgr;
AMOUNT RECEIVED R arate F s
BY VENDOR —— DATE PAYMENT
L == = WAS MADE

S — o

AMOUNT CERTIFIED B
FOR PAYMENT BY e s e = SIGNATURE OF
PAYING AGENT e e 0‘0 ) (ESOE
- If paid in foreign currency,
—— kol il
PAYING AGENT —ttr e L each block showingthe
—__—_—_——ﬁ“a’? e S— S— amount; i.e.: $60.00 Afghani
FOO PAYING AGENT RECEIVING VENDOR
_Actviry
= See rxnctos on Sy —A:A SR)82213(0

«Failure to complete this form in accordance with the above will result in the inability of the FOO/PPO to Clear
Contracting and the Paying Agent/CPA to clear Finance (possible loss incurred on the Paying Agent).

*The SF 44 will be signed by the vendor even if an Invoice is attached (the invoice might be lost)
«If the vendor refuses to sign, a memorandum signed by the PA/CPA and FOO/PPO will be attached.

<No corrective fluid/white-out is authorized. All corrections must be made by lining through the information to be
corrected and initialing by it.

« The original SF 44 will be submitted to Finance.
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Standard Form 44 Continuation Sheet Example

SF44's confinuation sheet

SUPPLIES OR SERVICE S QUANTITY UNIT PRICE

AMOUNT

If paid in foreign currency,

show the amount and

type in each block

showing the amount;i.e..

60.00 Afghani
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Standard Form 44, Example of a Transaction Ledger

Paying Agent Ledger
DATE |TRANSACTIONTYPE| # PIIN COST U.S.BALANCE
May 2, 20* ADVANCE $12.000.00
May 2, 20** Casual Pay 1 $100.00 $11,900.00
May 2, 20 SF44 #1 2 $2,000.00 $9.900.00

If paid in foreign currency,
show the amountand
type in each block
showing the amount;i.e.:
60.00 Afghani
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Department of Defense Form 1081, Example Returned
from Paying Agent

STATBVIENT OF AGENT OFFICER'S ACCOUNT

DISBURSING OFRCER SNAME ADORESS DISSURSING STATION SYME0L NO.
JOHN D. DOE, MAJ, FC

FMCO

CAMP WEST, IRAQ

APO AE 09344

DSSN: 8888

DISBURSING AGENT: NAME AND RANK

NCRERSE
Wag:T)ONS ﬂ&an?z‘lys

TRANSACTIONS AFFECTING AGBNT OFFICER S ACCOUNT

AGENT OFFICERS NAME, GRALE, SSN UNIT ADDRESS
ek ZP Cod/APO novisr o To £peve nomier.)

SFCPAYAGENT
111-11-1111
UNITADDRESS
EMAIL:

PHONE:

ENOINGBALANCE

TEONNING SAANCE | DicreAse |
(Ir.dgrrcsdam (I'medbzaéum (IM,grrgAaa:#

1. BALANCEFORWARD

$20 00000

2. U.S DOUARS

$2,000.00

3. FORBGN CURFENCY

4. MILITARY FEYMENT CERTIRCATES

5. COUECTIONS

6. DERCSITS

7. NEGOTIABE INSTRUMENTS:

A. TREASURY CHECKS

B. MILTARYFAYMENT ORDERS

c om== (P d)

8. FAIDVOUCHERS

$18.000.00

5. INCORRECT VOUCHERS RETURNED

10.

11.

12. TOTAL FUNDS N HANDS OF AGENT OFACER]

$20.000.00 $0.00
S

STATBVBIT

DISBUREING CFFICER

AGENT CFRCER

D(NADIAME | HAVE INTRUSTED FUNDS ANDOR

CIONADVANCE: |, ASAGENT OFICRR_HAVERECEVED
NC/CRCTHERITBUS AS INDICATED ABOVE |

HAVE
CTHERITEMS AS INDICATED IN THIS STATBMENT TOTHE A Ty
ABOVENAMEDAS MY AGENT OFFCER UFON DISOOVERY OF ANYLOSS OR SHORTAGE. AND |

HAVE RECEIVED AND UNDERSTAND WRITTEN |

SCFRING MY DUTES AND REFONSIBILITIES AS AN
DATE SIGIAT URE OF DISEURSING OFIGER DATE SIGUATUFE OF AGENT OFFICER

REURN: | HAVE RECBVED RUNDS ANDOR CTHER
TEMS AS INDICATED ON THIS STATEMENT FROM THEABOVE
NAMED AGENT OFFACER

FOR:JOHND.DOE,

P,
J @Ioma’um THE ABOVEST ATEMENT OF ACCOUNT IS
CORRECT.

CATE MBCFR?
SFEB ** isbursing Agent

SIGNATURE OF AGENT CFFICRR

/S/PAY AGENT

DaTE
SFEB **

DD FORM 1081, MAY 75

REPLACES EDITICN OF DEC 57 WHICH ISOBSOLETE

USRS V.00
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PROVIDE US YOUR INPUT ‘

To help you access information quickly and efficiently, Center for Army Lessons Learned
(CALL) posts all publications, along with numerous other useful products, on the CALL Web
site. The CALL Web site is restricted to U.S. government and allied personnel.

H PROVIDE FEEDBACK OR REQUEST INFORMATION H

<http://call.army.mil>

If you have any comments, suggestions, or requests for information (RFIs), use the following
links on the CALL home page: “Request for Information or a CALL Product” or “Give Us
Your Feedback.”

PROVIDE TACTICS, TECHNIQUES, AND PROCEDURES (TTP) OR
SUBMIT AN AFTER ACTION REVIEW (AAR)

If your unit has identified lessons learned or TTP or would like to submit an AAR, please
contact CALL using the following information:

Telephone: DSN 552-9569/9533; Commercial 913-684-9569/9533
Fax: DSN 552-4387; Commercial 913-684-4387

NIPR e-mail address: call.rfimanager@conus.army.mil

SIPR e-mail address: call.rfiagent@conus.army.smil.mil

Mailing Address: Center for Army Lessons Learned, ATTN: OCC, 10 Meade
Ave., Bldg 50, Fort Leavenworth, KS 66027-1350.

| TO REQUEST COPIES OF THIS PUBLICATION |

If you would like copies of this publication, please submit your request at:
<http://call.army.mil>.

Use the “Request for Information or a CALL Product” link. Please fill in all the information,
including your unit name and official military address. Please include building number and
street for military posts.
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PRODUCTS AVAILABLE “ONLINE” ‘

H CENTER FOR ARMY LESSONS LEARNED H

Access and download information from CALL’s Web site. CALL also offers Web-based access
to the CALL Archives. The CALL home page address is:

<http://call.army.mil>
CALL produces the following publications on a variety of subjects:
. Combat Training Center Bulletins, Newsletters, and Trends
. Special Editions
e News From the Front
. Training Techniques
. Handbooks

. Initial Impressions Reports

You may request these publications by using the “Request for Information or a CALL Product”
link on the CALL home page.

COMBINED ARMS CENTER (CAC)
Additional Publications and Resources

The CAC home page address is:
<http://usacac.army.mil/cac2/index.asp>

Battle Command Knowledge System (BCKS)

BCKS supports the online generation, application, management, and exploitation of Army
knowledge to foster collaboration among Soldiers and units in order to share expertise and
experience, facilitate leader development and intuitive decision making, and support the
development of organizations and teams. Find BCKS at <http://usacac.army.mil/cac2/bcks/
index.asp>.

Center for Army Leadership (CAL)

CAL plans and programs leadership instruction, doctrine, and research. CAL integrates and
synchronizes the Professional Military Education Systems and Civilian Education System.
Find CAL products at <http://usacac.army.mil/cac2/cal/index.asp>.

Combat Studies Institute (CSI)

CSI is a military history think tank that produces timely and relevant military history and
contemporary operational history. Find CSI products at <http://usacac.army.mil/cac2/csi/
csipubs.asp>.
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Combined Arms Doctrine Directorate (CADD)

CADD develops, writes, and updates Army doctrine at the corps and division level. Find the
doctrinal publications at either the Army Publishing Directorate (APD) <http://www.usapa.
army.mil> or the Reimer Digital Library <http://www.adtdl.army.mil>.

Foreign Military Studies Office (FMSO)

FMSO is a research and analysis center on Fort Leavenworth under the TRADOC G2. FMSO
manages and conducts analytical programs focused on emerging and asymmetric threats,
regional military and security developments, and other issues that define evolving operational
environments around the world. Find FMSO products at <http://fmso.leavenworth.army.mil/>.

Military Review (MR)

MR is a revered journal that provides a forum for original thought and debate on the art
and science of land warfare and other issues of current interest to the U.S. Army and the
Department of Defense. Find MR at <http://usacac.army.mil/cac2/militaryreview/index.asp>.

TRADOC Intelligence Support Activity (TRISA)

TRISA is a field agency of the TRADOC G2 and a tenant organization on Fort Leavenworth.
TRISA is responsible for the development of intelligence products to support the policy-
making, training, combat development, models, and simulations arenas. Find TRISA Threats at
<https://dcsint-threats.leavenworth.army.mil/default.aspx> (requires AKO password and ID).

Combined Arms Center-Capability Development Integration Directorate (CAC-
CDID)

CAC-CDIC is responsible for executing the capability development for a number of CAC
proponent areas, such as Information Operations, Electronic Warfare, and Computer Network
Operations, among others. CAC-CDID also teaches the Functional Area 30 (Information
Operations) qualification course. Find CAC-CDID at <http://usacac.army.mil/cac2/cdid/index.
asp>.

U.S. Army and Marine Corps Counterinsurgency (COIN) Center

The U.S. Army and Marine Corps COIN Center acts as an advocate and integrator for COIN
programs throughout the combined, joint, and interagency arena. Find the U.S. Army/U.S.
Marine Corps COIN Center at: <http://usacac.army.mil/cac2/coin/index.asp>.

Joint Center for International Security Force Assistance (JCISFA)

JCISFA’s mission is to capture and analyze security force assistance (SFA) lessons from
contemporary operations to advise combatant commands and military departments on
appropriate doctrine; practices; and proven tactics, techniques, and procedures (TTP) to
prepare for and conduct SFA missions efficiently. JCISFA was created to institutionalize SFA
across DOD and serve as the DOD SFA Center of Excellence. Find JCISFA at <https:/jcisfa.
jes.mil/Public/Index.aspx>.

Support CAC in the exchange of information by telling us about your
successes so they may be shared and become Army successes.
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