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CHAPTER 19

DISBURSING OFFICER ACCOUNTABILITY REPORTS

1901 DO ACCOUNTABILITY
190101. Concept. All DOs are considered to be

agents of the Treasury. Each DO is accountable
to the Treasury for the cash items (including
receivables) in his or her possession. The SF
1219, Statement of Accountability is the DO’s
official monthly recording and reporting of this
accountability. The DO’s daily accountability is
maintained on DD Form 2657, Daily Statement of
Accountability. The DD Form 2657 is similar
and subsidiary to the SF 1219. Disbursement
and collection transactions are reported on both
the DD Form 2657 and the SF 1219. On the SF
1219, collections are netted against disburse-
ments.

190102. Balancing
* A. General. Cash in the possession of

all DOs shall be balanced daily using DD Form
2657 as the permanent written record. Docu-
ments representing cash for which the DO
remains accountable but which are not physically
in the DO’s custody (such as receipts for advanc-
es to agent officers) shall be kept in the DO’s
vault or safe and shall be accounted for daily on
the DD Form 2657 and monthly on the SF 1219.
When accounts are inspected, the DD Form 2657
shall be presented to the inspecting officer(s) for
examination. Most DO cash transactions are per-
formed by deputies, agents, and cashiers. The
DD Form 2665, Daily Agent Accountability Sum-
mary is the prescribed daily accountability
document to the DO for deputies, agents, and
cashiers. All deputies, agents, and cashiers shall
use the DD Form 1081, Statement of Agent Offi-
cer’s Account as a summary of cash transactions
and receipt for cash and vouchers on hand for
submission with the DD Form 2665 to the DO.
Except as provided in paragraph 190102.B below,
the DO or primary deputy shall balance all
deputies, agents, and cashiers daily, using the
DD Forms 2665 and 1081.

* B. Navy Vessels. DOs aboard Navy
vessels shall balance their cash using the DD
Form 2657 and shall balance their deputies,
agents, and cashiers using DD Form 2665 NOT
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less frequently than: once each week; immediate-
ly before and after each payday; the last day of
each month; and, at any other time when the DO
suspects that an irregularity has occurred.
Whenever workload and staffing conditions
permit, DOs aboard Navy vessels are encour-
aged to balance all deputies, agents, and cashiers
daily as prescribed above.

190103. Overview of DD Form 2657, Daily
Statement of Accountability. The DD Form 2657

is very similar to the SF 1219 and is to one day
what the SF 1219 is to one month. The DD Form
2657 summarizes the amounts the Treasury
would look to recover from the DO if the DO
ceased operations on that day. Amounts on the
DD Form 2657 are at summary level only, in-
cluding a summary of all disbursements and
collections made during the business day by the
DO and all deputies, agents, and cashiers.
Detailed transactions are reported in the DO’s
subsidiary records. Section | of the DD Form
2657 computes the total DO accountability to the
Treasury at the end of each business day. Ac-
cumulated DD Form 2657 accountability on the
last day of the accounting period (Month-to-Date
Column) is the accountability reported on the SF
1219. Section Il (for the current DO) and section
Il (for all prior DOs of that DSSN) summarizes
the elements making up total DO accountability.
Sections Il and |1l are totaled in section IV. Sec-
tion | totals (except for line 1.0) start with a zero
balance at the beginning of each new accounting
period (month) and when there is a change of
DOs prior to the end of an accounting period.
The Month-to-Date totals are cumulative for the
entire accounting period. Sections Il, Ill, and IV
Month-to-Date totals are cumulative from
month-to-month. The total of section IV must
agree with the total of section | or the DD Form
2657 is out of balance. Never begin the DD
Form 2657 for a new business day until the DD
Form 2657 for the last business day is in balance.
The properly balanced DD Form 2657 ensures
agreement between the DO’s cash accountability
to the Treasury and disbursement and collection
transactions recorded in the accounting system.
The daily DD Form 2657 shall be signed by the
DO as an official attestation of accountability to
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the Treasury. See section 1902 of this chapter for
detailed preparation instructions.

190104. Overview of DD Form 2665, Daily

Agent Accountability Summary. Each deputy,
agent, and cashier shall prepare a DD Form 2665
daily. The DD Form 2665 summarizes transac-
tions for each business day. In order for the DD
Form 2665 to depict a continuous picture of the
transactions affecting the accountability of a
deputy, agent, or cashier, the first DD Form 2665
prepared after receipt of an advance from the
DO (or other principal authorized to provide
advances) shall show the advance, and the last
DD Form 2665 prepared up to the time of turn-
in (submission of financial reports to the DO or
other principal) shall show the turn-in. In this
manner, the DD Form 2665 is a stand-alone
document that provides a complete picture of the
deputy, agent, or cashier’s accountability transac-
tions from day to day. When possible, a turn-in
should not be accomplished as of the middle of
a business day. However, if a turn-in is made in
the middle of the business day, a DD Form 2665
shall be prepared up to the time of the turn-in
and properly include the turn-in, and another
DD Form 2665 prepared for the portion of the
business day following the turn-in. See section
1903 of this chapter for detailed preparation
instructions.

%190105. Overview of DD Form 1081, Statement

of Agent Officer’s Account. Deputies, agents,
and cashiers shall prepare a DD Form 1081 as a
summary of cash transactions and receipt for
cash and vouchers on hand each time turn-in or
settlement of the account occurs. The DD Form
1081 summarizes cash transactions for the period
of duty covered by the turn-in. The DO or
primary deputy shall: verify the DD Form 1081
when the deputy, agent, or cashier’s account is
settled; sign the original and copy of the form;
retain the original and supporting documents to
support the DD Form 2665; and, return the
signed copy to the deputy, agent or cashier. The
verification includes an actual cash count. The
cashier shall retain the signed copy as a record
of the opening cash balance for the next period
of duty or for record purposes if the account is
balanced to zero. See section 1904 of this chapter
for detailed preparation instructions.

%x190106. Overview of DD Form 2659, Voucher
Control Log. The DD Form 2659 summarizes
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daily disbursement and collection transactions by
voucher number; identifies the mode of payment
(check, cash, travelers check, electronic funds
transfer, or a no-pay adjustment) and the
check/EFT trace number; assures that all vouch-
er numbers are accounted for; assures that all
payment and collection vouchers are entered in
accountability records; functions as a double-
check against the DD Form 2657 and DD Form
2665, which summarize disbursement and collec-
tion transactions; enables comparison of vouch-
ers paid by check to total checks written by
check writers; enables comparison of vouchers
paid by cash or travelers checks to cashier-paid
vouchers; associates returned and undeliverable
checks with applicable vouchers; and, functions
as a transmittal for vouchers showing voucher
numbers used, not used, or voided. The DO
should require DD Form 2659 to be prepared
daily by each functional area and/or branch
disbursing office when these areas or offices are
assigned a separate series of voucher numbers.
An example of DD Form 2659 is provided in
figure 11-1.

190107. Overview of SF 1219, Statement of Ac-
countability. The SF 1219 shows summary totals
of all receipts and expenditures of public funds
occurring during the accounting period and the
status of the DO’s account at the close of that
period. Normally, the accounting period begins
on the first day of each calendar month and ends
on the last day of each calendar month. An
accounting period never extends beyond the last
day of a calendar month. Exceptions to the
calendar month accounting period depend on
situations such as when a DO is relieved from
disbursing duty prior to the last day of a month,
or a DO commences disbursing duty other than
on the first day of a month. See section 1905 of
this chapter for detailed preparation instructions.

1902 PREPARATION OF DD FORM 2657,
DAILY STATEMENT OF ACCOUNTABILITY

190201. General. Every DO shall prepare a DD
Form 2657 for each day business is transacted.
Except as provided in chapter 20 of this Volume,
the DD Form 2657 shall be prepared in an origi-
nal only and shall be a permanent record (typed,
printed in ink, etc.). The DD Form 2657 may be
provided to other functional areas for reconcilia-
tion of cumulative disbursement and collection
totals with the daily accounting records. The DD
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Form 2657 shall be returned for filing. Figure
19-1 is provided as an example of a properly
prepared DD Form 2657.

190202. Item 1. DSSN. Enter the DO’s DSSN.

190203. Item 2: Date. Enter the business-day
date for which the form is being prepared.

190204. Section I: Transactions Affecting Ac-
countability

A. Line 1.0: Accountability - Begin-
ning of Day. Enter the end-of-day accountability
from line 5.0 of the DD Form 2657 for the previ-
ous business day in the Today column. Enter
the Month-to-Date amount from line 5.00 of the
SF 1219 for the previous month. The amount
entered in the Month-to-Date column shall re-
main the same on each DD Form 2657 prepared
during the month.

B. Line 2.1A: Checks Issued in Pay-
ment of Vouchers. In the Today column, enter
the total value of Treasury checks issued during
the business day in payment of vouchers, includ-
ing regular and special payrolls and the value of
any check-issue adjustments. Check-issue adjust-
ments are always supported by FMS Form 5206
or OF 1017-G. If the DD Form 2657 is being
prepared for the first day of the month, extend
the Today column amount to the Month-to-Date
column; otherwise, add the Today column
amount to the Month-to-Date column amount
from the previous day’s DD Form 2657 and enter
the total in the Month-to-Date column.

C. Line 2.1B: Checks lIssued - All

Others. In the Today column, enter the total
value of Treasury checks issued during the
business day for purposes other than voucher
payments, including check-issue adjustments
affecting such checks. Examples are checks
written to obtain operating cash, for purchase of
foreign currency, or for providing funds to
agents. Check-issue adjustments shall be prop-
erly supported by FMS Form 5206 or OF 1017-G.
If the DD Form 2657 is being prepared for the
first day of the month, extend the Today column
amount to the Month-to-Date column; otherwise,
add the Today column amount to the Month-to-
Date column amount from the previous day’s
DD Form 2657 and enter the total in the Month-
to-Date column.
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D. Line 2.3: Other Transactions.
Enter any unexplained overages during the
business day which will be vouchered on the
next business day. Do not enter any overages
occurring on the last day of the month on this
line. Amounts entered on this line cannot be
reported on line 2.3 of the SF 1219. Upon prepa-
ration of the voucher on the next business day,
decrease the amount on this line and increase
line 4.1E (4.1D if collected to a receipt account).
In some instances such as collections from dining
facilities, only one collection voucher number is
assigned for the entire accounting period
(month) and the formal collection voucher is
prepared as of the last business day of the
month. Daily receipts of this nature shall be
recorded on this line and as U.S. Currency/Coin-
age on Hand (Line 6.2A). At the end of the
accounting period when the formal collection
voucher is processed, the accumulated collections
are removed from this line and included as
Reimbursements on Line 4.1E. Also, use this
line to record accumulated small exchange gains
for which a net gain and loss voucher is pre-
pared on the last day of the month (rather than
daily).

E. Line 2.34: Discrepancies in DQO’s
Account - Credit. This is a Treasury suspense
account. Do not use this line.

F. Line 2.36: Payments by Other DOs.
Do not use this line.

* G. Line 237:. Transfer from Other
DOs. Use this line to record the final account-
ability of a deactivated DSSN that is being
assumed by the DO. The same accountability
figure must be reported on line 4.37 of the
deactivated DSSN’s DD Form 2657. Also use
this line to record a transfer of funds from
another DO. The same amount must be record-
ed on line 4.37 of the DD Form 2657 applicable
to the transferring DO. If the DD Form 2657 is
being prepared for the first day of the month,
extend the Today column amount to the Month-
to-Date column; otherwise, add the Today col-
umn amount to the Month-to-Date column
amount from the previous day’s DD Form 2657
and enter the total in the Month-to-Date column.
Both DOs making such a transfer shall record
the transaction on their SF 1219 for the same
accounting period.
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H. Line 2.8 OPAC Payments and

Collections. Designated DOs participating in
Treasury’s On-Line Payment and Collection
System (OPAC) shall use this line as described
herein. Refer to chapters 10, 11, and 24 of this
Volume for detailed information regarding the
use of OPAC. In the Today column, enter the
net daily OPAC interagency payments and
collections for certain supplies and services
rendered, including any adjustments for the
current business day. If the DD Form 2657 is
being prepared for the first day of the month,
extend the Today column amount to the Month-
to-Date column; otherwise, add the Today col-
umn amount to the Month-to-Date column
amount from the previous day’s DD Form 2657
and enter the total in the Month-to-Date column.

I.  Line 2.9: Total Accountability In-
creases. Enter the total of lines 2.1A though 2.8
in both the Today and Month-to-Date columns.
Prove Month-to-Date column by adding the total
in the Today column to the Month-to-Date total
from line 2.9 of the previous day’s DD Form
2657. If preparing the DD Form 2657 on the first
business day of the month, the amounts shall be
the same.

J.  Line 3.0: Gross Accountability.
Enter the total of lines 1.0 and 2.9 in both the
Today and Month-to-Date columns. Prove the
amount in the Month-to-Date column by adding
the amount in the Today column on line 2.9 to
the Month-to-Date amount from line 3.0 of the
previous day’s DD Form 2657. If the DD Form
2657 is being prepared for the first business day
of the month, the amounts shall be the same.

K. Line 4.1A: Gross Disbursements.
Disbursements are payments from (or charged
to) an appropriation or fund and shall be sup-
ported by formal disbursement vouchers. Col-
lection of payments made in error which are
processed as bracketed (negative) amounts on
disbursement vouchers are negative disburse-
ments. Enter total gross disbursements (includ-
ing OPAC payments), before refunds and nega-
tive reimbursements, from the disbursement
vouchers paid on the business day being report-
ed. The amount entered includes negative
disbursements occurring on disbursement vouch-
ers, but does not include refunds occurring on
collection vouchers (which are reported on line
4.1B) and negative reimbursements occurring on
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disbursement or collection vouchers (which are
reported on line 4.1E). If the DD Form 2657 is
being prepared for the first day of the month,
extend the Today column amount to the Month-
to-Date column; otherwise, add the Today col-
umn amount to the Month-to-Date column
amount from the previous day’s DD Form 2657
and enter the total in the Month-to-Date column.

L. Line 4.1B: Less Refunds. Refunds
are a recoupment (collection) of payments made
in error and are usually supported by formal
collection vouchers. On rare occasions, a refund
must be reversed. When this situation occurs,
the transaction is processed on a collection
voucher with the amount bracketed and is
treated as a negative refund. Refunds also occur
on disbursement vouchers and are considered to
be negative disbursements. Negative disburse-
ments are included on Line 4.1A as a reduction
of gross disbursements. Enter the total of re-
funds from collection vouchers. Do not include
refunds from disbursement vouchers (negative
disbursements) on this line. If the DD Form
2657 is being prepared for the first day of the
month, extend the Today column amount to the
Month-to-Date column; otherwise, add the Today
column amount to the Month-to-Date column
amount from the previous day’s DD Form 2657
and enter the total in the Month-to-Date column.

M. Line 4.1C: Net Disbursements.
The term net disbursements as associated with
the DD Form 2657 is defined as gross disburse-
ments less refunds. In both the Today and
Month-to-Date columns, subtract line 4.1B from
line 4.1A and enter the respective differences on
line 4.1C. Prove the Month-to-Date total by
adding the Today column amount to the Month-
to-Date column amount from 4.1C of the previ-
ous day’s DD Form 2657. If the DD Form 2657
is being prepared for the first day of the month,
the amounts shall be the same.

N. Line 4.1D: Less Receipts. Receipts
are collections credited to Treasury miscella-
neous receipt accounts and are supported by
formal collection vouchers. In the Today col-
umn, enter the total of collections credited to
Treasury miscellaneous receipt accounts. If the
DD Form 2657 is being prepared for the first day
of the month, extend the Today column amount
to the Month-to-Date column; otherwise, add the
Today column amount to the Month-to-Date
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column amount from the previous day’s DD
Form 2657 and enter the total in the Month-to-
Date column.

O. Line 4.1E: Less Reimbursements.
Reimbursements are amounts collected for
property sold or services furnished and are
credited to appropriations on formal collection
vouchers. Over-collection of reimbursements
must be returned to the remitter and may be
vouchered as bracketed (negative) amounts on
collection vouchers or positive amounts on
disbursement vouchers. In either event, the
transactions are treated as negative reimburse-
ments and reduce the amount reported as reim-
bursements. In the Today column, enter the
total of collections classified as appropriation
reimbursements (including OPAC collections)
less any negative reimbursements whether from
collection or disbursement vouchers. If the DD
Form 2657 is being prepared for the first day of
the month, extend the Today column amount to
the Month-to-Date column; otherwise, add the
Today column amount to the Month-to-Date
column amount from the previous day’s DD
Form 2657 and enter the total in the Month-to-
Date column.

P. Line 4.1F: Net Expenditures. In
both the Today and Month-to-Date columns,
subtract lines 4.1D and 4.1E from line 4.1C and
enter the respective differences on line 4.1F.
Prove the Month-to-Date total by adding the
Today column total to the Month-to-Date column
total from line 4.1F of the previous day’s DD
Form 2657. If the DD Form 2657 is being pre-
pared for the first day of the month, the amounts
will be the same. Report the Month-to-Date
amount from the final DD Form 2657 for the
accounting period on line 4.1 of the SF 1219.
Note: NET EXPENDITURES as shown on the DD
Form 2657 is the same as NET DISBURSE-
MENTS found on line 4.1 of the SF 1219.

Q. Line 4.2A: Deposits Presented or
Mailed to Bank. In the Today column, enter the
total of all deposits mailed or presented to a
Federal Reserve Bank or general depositary (for
credit to the Treasury General Account) during
the business day. This is a total of all SFs 215
(including deposited canceled checks, mutilated
or decomposed currencies, food stamps, and
credit card collections). DO NOT INCLUDE
DEPOSITS TO LIMITED DEPOSITARY
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CHECKING ACCOUNTS ON THIS LINE. The
total entered shall be reduced by the value of
any SFs 5515 processed during the day, except
for those SFs 5515 for electronic fund transfer
payments to the bank (which are recorded on
line 4.2B). If a deposit is prepared, verified, SF
215 attached, dated, and removed from an
agent’s or cashier’s possession but is still on
hand by close of the business day, it shall be
reported as an undeposited collection on line
6.3A. On the DD Form 2657 for the next busi-
ness day (or the day when the deposit is actually
presented or mailed to the bank), remove the
amount from line 6.3A and include on line 4.2A.
This will be a regular routine if DOs make
deposits of collections received on the business
day being reported during the next business day.
If the DD Form 2657 is being prepared for the
first day of the month, extend the Today column
amount to the Month-to-Date column; otherwise,
add the Today column amount to the Month-to-
Date column amount from the previous day’s
DD Form 2657 and enter the total in the Month-
to-Date column.

R. Line 4.2B: EFT Debit Vouchers.
Use this line to record the SFs 5515 used for EFT
payroll or vendor payments. Enter this debit
voucher amount in brackets to denote a reduc-
tion of total deposits.

S. Line 4.3: Other Transactions. Use
this line to record small exchange losses result-
ing from accommodation exchanges or limited
depositary account transactions for which a net
gain or loss voucher is prepared on the last day
of the accounting period.

T. Line 4.34: Discrepancies in DO’s
Account - Debits. This is a Treasury suspense
account. Do not use this line.

U. Line 4.36: Payments for Other
DOs. Do not use this line.

* V. Line 4.37: Transfer to Other DOs.
Use this line when the DSSN is being deactivat-
ed and final accountability is being transferred to
another DO. The gaining DO shall assume
accountability for this balance by recording an
increase on line 2.37. Also, use this line to
record a transfer of funds to another DO. The
same amount shall be recorded on line 2.37 of
the DD Form 2657 applicable to the gaining DO.
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If the DD Form 2657 is being prepared for the
first day of the month, extend the Today column
amount to the Month-to-Date column; otherwise,
add the Today column amount to the Month-to-
Date column amount from the previous day’s
DD Form 2657 and enter the total in the Month-
to-Date column. Both DOs making such a
transfer shall record the transaction on their SF
1219 for the same accounting period.

W. Line 4.9: Total Accountability De-
creases. In both the Today and Month-to-Date
columns, enter the total of lines 4.1F through
4.37. Do not include amounts from lines 4.1A
through 4.1E. Prove the Month-to-Date column
total by adding the Today column total to the
Month-to-Date total for line 4.9 of the previous
day’s DD Form 2657. If the DD Form 2657 is
being prepared for the first day of the month,
the amounts shall be the same.

X. Line 5.0: Accountability - End of
Day. In both the Today and Month-to-Date
columns, subtract line 4.9 from line 3.0 and enter
the difference on this line. The amounts in both
columns must agree (both columns reflect end-
of-day accountability). This amount represents
the DO’s accountability to the Treasury at the
close of that particular business day. The
amount in the Today column is carried forward
as the beginning accountability (line 1.0) on the
DD Form 2657 for the next business day. As
stated above, the Month-to-Date beginning
accountability amount (line 1.0) remains the
same from the first through the last day of the
month.

190205. Section II: Distribution of Accountabili-
ty - Incumbent DO

A. Line 6.1: Designated Depositary.
Limited depositary accounts are almost always
foreign currency checking accounts held in the
DO’s own name, much the same as an individu-
al’s personal checking account. Unless schedul-
ing on the back or on an attachment, show the
name and location of the LD and the foreign
currency unit (for example, pesos) in the blank
space under the Description column for line 6.1.
All entries in the amount columns shall be in
U.S. dollars. Amounts reported on this line
almost always represent the U.S. dollar equiva-
lent of a particular foreign currency LDA be-
cause the Treasury rarely approves a U.S. dollar
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LDA. If, however, the amount on this line does
include U.S. dollars and U.S. dollar equivalents
of foreign currency, show the U.S. dollar equiva-
lent of foreign currency as a memo entry in the
Description column. If the line amount is totally
made up of U.S. dollar equivalents of foreign
currency, the memo entry in the Description
column is not required. Complete line 6.1 as
explained in the following subparagraphs.

1. Enter the U.S. dollar equiv-
alent amount of all LDA deposits made during
the business day in the Daily Increase column.
Include any earned interest credited by the bank
on that day. Offset interest earnings with an
appropriate Treasury miscellaneous receipt
account collection voucher reported on line 4.1D.
Also include any gain resulting from a begin-
ning-of-day revaluation of the foreign currency
on deposit. Offset such gains with a collection
voucher reported on line 4.1E.

2. Enter the U.S. dollar equiva-
lent total of LDA checks issued during the
business day in the Daily Decrease column.
Include any service charges made by the bank on
that day. Offset the service charges with a
disbursement voucher charging the disbursing
activity’s Operations and Maintenance Fund and
reported on line 4.1A. Also include any loss
resulting from a beginning-of-day revaluation of
the foreign currency on deposit. Offset revalua-
tion losses with a negative collection voucher
reported on line 4.1E.

3. Compute and enter the
Month-to-Date column total by adding the Daily
Increase column amount to, and deducting the
Daily Decrease column amount from, the Month-
to-Date column total from the previous day’s DD
Form 2657. Do this even if the previous day is
the last day of the preceding month since the
Month-to-Date column totals for this line (and all
lines throughout section I1) are cumulative from
month-to-month. The Month-to-Date total shall
agree with the DO’s computed checkbook bal-
ance.

B. Line6.2A:U.S. Currency/Coinage

on Hand. Include only U.S. currency and coins

on hand in the disbursing office safe or vault
and with deputies, agents, and cashiers located
in the main disbursing office. DOs on Navy
vessels with an Automated Teller Machine
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(ATM) System shall include funds in the posses-
sion of ATM custodians on this line. Do not
include currency and coins identified on lines 6.3
through 6.9 below (for example, currency and
coins held by deputies, agents, and cashiers at
other locations other than the main disbursing
office, or cash held for payrolls).

1. Iftheamountof U.S. currency
and coinage on hand at end of day exceeds the
amount of cash on hand from the Month-to-Date
column of the previous day’s DD Form 2657,
enter the amount of the increase in the Daily
Increase column. The Daily Decrease column
will be left blank.

2. Ifthe amount of U.S. currency
and coinage on hand at end of day is less than
the amount of cash on hand from the Month-to-
Date column of the previous day’s DD Form
2657, enter the amount of the decrease in the
Daily Decrease column. The Daily Increase
column will be left blank.

3.  Compute the amount to be
entered in the Month-to-Date column by adding
the Daily Increase column amount to, or deduct-
ing the Daily Decrease column amount from, the
Month-to-Date column total from the previous
business day’s DD Form 2657.

C. Line 6.2B: Foreign Currency and

Coinage on Hand. Include only foreign currency
and coins on hand in the disbursing office safe
or vault and with deputies, agents, and cashiers
located in the main disbursing office. Do not
include foreign currency and coins identified on
lines 6.3A through 6.9 below (for example,
foreign currency and coins held by deputies,
agents, and cashiers at locations other than the
main disbursing office or cash held for payrolls).
If more than one type of foreign currency is
maintained, schedule each type of currency on
the back of the DD Form 2657 (or on a separate
attachment). Add "See Attached" in the Descrip-
tion column. Unless scheduling on the back or
in an attachment, show the foreign currency unit
(for example, pesos) in the blank space in the
Description column. Enter the U.S. dollar equiv-
alent of the particular foreign currency in all
three columns. Complete line 6.2B as explained
in the following subparagraphs.
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- General.

1. If the amount of foreign
currency and coinage on hand at end-of-day
exceeds the amount of foreign cash on hand
from the Month-to-Date column of the previous
day’s DD Form 2657, enter the U.S. dollar equiv-
alent amount of the increase in the Daily In-
crease column. The Daily Decrease column will
be left blank.

2. If the amount of foreign
currency and coinage on hand at end-of-day is
less than the amount of foreign cash on hand
from the Month-to-Date column of the previous
day’s DD Form 2657, enter the U.S. dollar equiv-
alent amount of the decrease in the Daily De-
crease column. The Daily Increase column will
be left blank.

3.  Compute the amount to be
entered in the Month-to-Date column by adding
the Daily Increase column amount to, or deduct-
ing the Daily Decrease column amount from, the
Month-to-Date total from the previous business
day’s DD Form 2657.

D. Line6.3A: Undeposited Collections
Undeposited collections are most
often created when an SF 215 is prepared, dated,
verified to the items to be deposited, and re-
moved from a deputy’s, agent’s or cashier’s
possession, but is still on hand (not yet mailed or
presented to the bank) at the close of the busi-
ness day. These deposits cannot be reported on
line 4.2A. If a deposit is not presented or mailed
to the bank by the close of the business day, it
shall be reported on line 6.3A. Amounts report-
ed on this line are not considered a part of the
DO'’s cash authority. Do not delay preparation
of the DD Form 2657 for the specific purpose of
recording a prepared deposit on line 4.2A in-
stead of line 6.3A.

1. Enter the amount of such a
deposit in the Daily Increase column of line
6.3A.

2. Inthe Daily Decrease column,
enter the amount of deposits presented or mailed
to the bank that were recorded in the Daily
Increase column of the DD Form 2657 for the
previous business day.

3.  Compute the Month-to-Date
column total by adding the Daily Increase col-
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umn amount to, and deducting the Daily De-
crease column amount from, the Month-to-Date
column total from the previous day’s DD Form
2657. The amount entered in the Month-to-Date
column should normally coincide with the
amount shown in the Daily Increase column.

E. Line 6.3B: Other Undeposited
Instruments on Hand. Normally, there would be
no reason for undeposited negotiable instru-
ments to be carried over beyond the current or
next business day. However, exceptions can
occur. For example, a check received by the DO
may not have been signed (or may contain other
errors) and the person presenting (or mailing)
the check is unavailable to correct the document
in the same business day the collection is record-
ed.

1. Enter the amount of negotia-
ble instruments that cannot be deposited in the
Daily Increase column.

2. When finally deposited, enter
the amount of negotiable instruments deposited
in the Daily Decrease column.

3. Compute the amount to be
entered in the Month-to-Date column by adding
the Daily Increase column amount to, and de-
ducting the Daily Decrease column amount from,
the Month-to-Date column total from the previ-
ous business day’s DD Form 2657. The comput-
ed Month-to-Date column total shall agree with
the value of negotiable instruments carried over
to the next business day.

F. Line 6.4: Custody or Contingency

Cash. The amount reported on this line includes
cash held under custody account agreements in
overseas contract MBFs or cash held for ap-
proved contingency requirements (as approved
by Treasury).

1. If the amount of custody or
contingency cash on hand at end of day exceeds
the amount on hand from the Month-to-Date
column total of the previous day’s DD Form
2657, enter the amount of the increase in the
Daily Increase column. The Daily Decrease
column will be left blank.

2. If the amount on hand at end
of day is less than the amount on hand from the
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Month-to-Date column total of the previous
day’s DD Form 2657, enter the amount of the
decrease in the Daily Decrease column. The
Daily Increase column will be left blank.

3.  Compute the amount to be
entered in the Month-to-Date column by adding
the Daily Increase column amount to, or deduct-
ing the Daily Decrease column amount from, the
Month-to-Date column total from the previous
business day’s DD Form 2657.

G. Line 6.5: Funds with Agents.
Enter the total amount of funds in the hands of
deputies, disbursing agents, cashiers, paying
agents, collection agents, imprest fund cashiers,
and change fund custodians at locations other
than the main disbursing office. Do not include
amounts held by deputies, agents, and cashiers
in the main disbursing office or amounts held by
ATM custodians on Navy vessels. Amounts
entered are taken from the latest DD Forms 1081
submitted by the deputies, agents, and cashiers.
Show a detailed schedule on the back of the DD
Form 2657 or on a separate attachment adding
the words "See Attached" in the Description
column on the face of the DD Form 2657. In-
clude the particular foreign currency denomina-
tion (e.g., German Marks), the rate of exchange
at which the currency is valued, the number of
foreign currency units, and the U.S. dollar equiv-
alent on the schedule. Note that if the DO’s rate
of exchange is different from the rate used on
the DD Form 1081 prepared by the deputies,
agents, or cashiers, the DO shall prepare a gain
or loss DD Form 1131 to account for the differ-
ence.

1. If the amount shown on the
latest DD Forms 1081 is greater than the amount
shown in the Month-to-Date column of the DD
Form 2657 for the previous day, enter the
amount of the increase in the Daily Increase
column.

2. If the amount shown on the
latest DD Forms 1081 is less than the amount
shown in the Month-to-Date column of the DD
Form 2657 for the previous day, enter the
amount of the decrease in the Daily Decrease
column.

3.  Compute the amount to be
entered in the Month-to-Date column by adding
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the Daily Increase column amount to, or deduct-
ing the Daily Decrease column amount from, the
Month-to-Date column total of the DD Form
2657 for the previous day. The computed
Month-to-Date column total shall agree with the
combined total of all the individual DD Forms
1081.

H. Line 6.6: Advances to Contractors.
Enter cash advanced to contractors under ad-
vance pool agreements. Compute the amounts
to be entered in the Daily Increase, Daily De-
crease, and Month-to-Date columns in the same
manner as for line 6.5.

I.  Line 6.7: Cash in Transit. Enter
the amount of all cash in transit. Foreign curren-
cy funds in transit may or may not be involved.

1. Inthe Daily Increase column,
enter: cash not yet received for which Treasury
exchange-for-cash checks have already been
drawn; mutilated or decomposed currency
forwarded to the FRB or (in the case of foreign
currencies) to designated DOs, for which reim-
bursement has not yet been received; cash trans-
ferred to other DOs for which a Treasury check
has not yet been received; and, unconfirmed
credit card collection deposits reported to Mellon
Bank and supported by DD Forms 1131.

2. Inthe Daily Decrease column,
enter: the total cash and Treasury checks re-
ceived which were included in the amounts
entered in the Daily Increase column of a previ-
ous DD Form 2657; and the amount of confirmed
bank credit card deposits which were included
in the Daily Increase column of a previous DD
Form 2657 and which are now reported in the
Daily Increase column of line 4.2A (Deposits
Presented or Mailed to Bank). If a charge-back
is received from the bank, the appropriate func-
tional area shall be notified and a negative DD
Form 1131 prepared for the amount of the
charge-back.

3.  Compute the Month-to-Date
column tota