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THIS MANUAL CONSISTS OF TWO PARTS AS FOLLOWS:

PART I - ACCOUNTING STAENDARDS

PART II -~ ACCOUNTING PRCCEDURLS




INTRODOCTION

Under Maritime Administrative Order No. 440-5, the Direc:or,
Office of Financial Approvals is responsible for developing and
raintaining the Financial Management Procedures Manual for the
uriform administration of the internal and external accounting,
auditing, financial analysis and related functions for the U.S.
Merchant Marine Academy (USMMA). This manual is intended to
provide the USHMMA with the appropriate accounting standards and
procedures and financial controls applicable to the
nonzppropriated funds (NAFs).

It shourlé be noted that the manual is not intended to replace
existing policies. Care has been taken to ‘insure that the
cuicdelines contained in tiie manual are not in conflict with any
existing USM!’A pelicies; however, in the event c¢f any conflict,
this manual .:hall govern. ’
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An accounting system is an integral part of a management
control system and contributes significantly to the goals and
objectives of manacement. The following standards are based
on the Account.ng Principles and Standarcs for Federal

Agencies, prepared by the Comptroller Generzl of the United
States.

1,

Policies

Mar agement policies adopted for carrying out non-
aprropriated fund (NAF) functions should be clearly
stated, systematically communicated throughout the
orcanization, conformed to applicable regulations and
po. icies, and desicnel to promote the carrying out of
authorized activities effectively, efficiently, and
economically.

: ; ;

A carefully rplanned crcanizational structure should be
established under which responsibility for the performance
of all duties necesszry to carry out the functions for
which the NAF evists is clearly defined and specifically
assigned, anc¢ zppropriate autheority for such performance
is delegated.

+ 3 = e

Responsibility for assigned duties and functions sh.1ld be
appropriately segregated, as among authorization,
performance, keeping of records, custody of resources, and
revi v, so as - o provide proper internzl checks on
perfcrmance and to minimize cpporturities for carrying out
tnau*horized, fraudulent, or otherwise irregular acts.

plapad

A system of forward planrinc, embracing all significant
parts of the NAF, is neeled for determining and justifying
needs for financial, property, and personnel resources and
for carrying out operations effectively, efficiently, and
economically.

Brocedures

Procedures adopted to carry out NAF operations should be
as simple, efficient, and practicable as circumstances
permit, considering the nature cf the operations and the
applicable legal and regulatory requirements. Such
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factors as feasibility, cost, risk of loss or error, and
availability and suitability of personnel must be
considerec.

Authcorization .and Record. . Proc(gdures

An adequzte system of authorization and record procedures
must be devised to (1) promote compliance with prescribed
requirements and restrictions of applicable laws,
regulations, ané internal management policies, (2) prevent
illegal or unauthorized transactions or acts, and (3)
provide p.oper acccanting records for the assets,
lizbilities and appropriations, obligations, receipts and

revenues, expenc_tures, costs, and disbursements of the
NAF.

Ian:mg:j pn.Svitew

An adeguate and efficiently operated information system
should exist to promptly provide essential and reliable
operating and financiazl data to decision makers or those
reviewing performance.

3 riyieice ne 74

The performance of 21l duties and functions should be
under proper supervision., All performance should be
subject to adeguate review so0 as to provide information

as to whether performance is effective, efficient, and
economical, marnagement policies are ache:ed to, a;plicable
laws and prescribed regulations are complied with, and
unauthorized, fraudulent, or otherwise irrecular
transactions or activities are prevented or discovered.

oualifi : of L E e

The qualifications of officials and other personnel as to

education, training, experience, competence, and integrity
must be appropriate for the responsibilities, duties, and

functions assigned to them.

- - , . . . iy

Each official and employee must be fully aware of his/her
assigr d responsibilities and understand the nature and
consec 2ences of his/her perfermance. Each perscen must be
held fully accountable for the faithful, hcnest, and

effic ent discharce of his/her duties and functions,
including where applicable, the custody and administration
of funds znd property and compliance with reguirements of
law, regulations, and other prescribed policies applicable
to their conduct or performance.
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Adequate control over expenditures requires that effective
procecures be devised to provide assurance that needed
goods anc services are acquired at the lcwest possible
ccst, that goods and services paid for are actually
received, that quality, quantity, and prices are in
accordance with the applicable contracts or other
authcrizations, that such authorizations are consistent
with spplicable statutes, regulations, and policies and
that effective use it made of all acquired resources.

12. Safeguazdinc of Rescurces

R11 fund=z, property, and other resources for which the
zsercy is respcnsible should be appropriately safeguarded
to prevert misuse, misappropriation, or unwarranted
waste, deterioration, or destruction,

v
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The

The
by:

accounting system:
Is a commercial type modified to meet local needs.
Prevides for accounting on an accrual basis.

Provides for closing books for all N/F activities at
end of th: fiscal year. i.e. September 30.

Does not arply to accounts of the Ship's Service
Activity and the Midshipmen Deposit Accounts.

Fis-al Control Office (FCO) serves participating NAFs
Maintzining &nd summariiing all accournting and
payroll recorcs by & double entry bookkeeping system

ex-ert the Chapel Fund.

Cbtaining an IRS Employer Identification Number for
each NAF,

Mzkirnc p=yroll withhecldings for individual NAFs and
subriiting withholding to the proper government
authorities,

Reviewing and verifying indivicual financial
transacticns.

Checking, balancing, and reconcilinc accounts.
Preparing financial reports and financial data.
Issuing all payment checks.

Receiving and depcsiting cacsh receipts for all NAFs

except those KAFs that normally hanéle cash (such
as the clubs).

Head of Department of Budget and Accounts, USMMA, is
respoensible for:

Review ané evaluation of internal accounting
controls.

Adequacy and reliability of financial data.

Advice to Assistant Superintendent for
Administration on significance of financial datz.



d. Establishment of surveillance progranm to assure
accountability and to protect assets.

e. Provision of office space, furniture, fixtures,
supplies, etc.,, for the FCO.

f. Arrangement with advisor/manager (See I.13d) of each
NAF for the advance of funds to provide working
capital for the PFCO,

g. Billing for operating costs of the FCO at end of each
month on & pro rata basis to each NAF benefiting from
the service.

h. Accounting procedures required to establish a new
NAF,

i. Determination of which NAFs are permitted to make
cash depcsits,
4. Audits will be arranged for by the Office of Pina.:.cial
Approvals and conducted by the Inspector Generzl on a
periocdic basis.

5. Responsibilities of all persons involved with NAF
activities will be clearly determined by the Assistant
Superintendent for Administration, USHMA. Perso:s
Gesicrzted for the custody and control feor NAF assets
will be accountable for any loss resulting from

ne :ligence or malfeasance.

6. All :ssets, where feasible, will be adequately
secured agzinst theft or loss.

M g i e i1 d

The NAF zccountants are financially supported by a fund

titled the "USMMA Fiscal Control Fund." This fund is

annually established by estimating expenses and prorating same
to participating NAFs based on anticipated workload. The
advances are recorcded in the general ledger as "Deposits
Payable® and are for services rencdered or to be rendered.

This advance is considered a liability to the fund and an
asset by the participating NAF, Monthly payments by the
rarticipating KAFs replenish the general ledger account which
is being reduced monthly by the fund's expense, Service
charges are billed to participating NAFs on a monthly basis
after determination ¢f an egquitable percentage of the expenses
to be prorated on a time-consumed basis., After determination
that the charge is commensurate with the effort expended, the
billing may be based on a relatively rermanent fixed-dollar
monthly charge.

ngEs



C. Bartici~ating NAEs - A1)l .NAFs Except. the .Ship Serwice Actiuwity

These funds include:

1.

Voo~ eawh

10,

12.
13.

D.

1.

Officers' Club

Petty Officers' Club

Athletic Association

Morale Fund

Junior Officers' Mess
Publications (Midships) Fund
Cultural Events Fund

Chapel Fund*

USMMA Fiscal Control Fund
Melville Hall

USMMA Sail and Power Association
Kings Pcint Music Program NAFI
Any Other NAF Activities
*Currently under consideration to be c:verned by
Navy's NAF requ_.remerts,
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A checking acccunt shall be established for each NAF, as
well as interest bearing accounts as reguired. These
bank accourts shall be maintained oy the FCO,

The FCO will deposit a2ll receipts for NAFs thz: normally
¢o not handle cash, i.e., those determined by the Head of
the Department of Budget and Accounts. All checks or cash
representing cash receipt for these NAFs shall be
delivered directly to the FCO for deposit.

Bacas 3 DeniE

Receipts for NAFs that normally handle cash, such as the
clubs, shall be received and cdeposited by a designated
official for the individual NAFs into an interest bearing
savings account or checking account, The deposit slip
tocether with the supporting listing of receipts shall be
turned over to the FCO for recording. Each NAF should
immediately upon receipt, endorse checks "For deposit only
to the account of (title of NAF)."™ Cash registers with
locked tape compartments shall be used. The advisor/
manager shall have access to the tape compartment and
shall verify the arount collected by the sales check. All
cash and checks should be secured in a locked receptacle

3




until deposit is made, Deposits shall be made daily or
when receipts total more than $250, and in no event less
than once weekly. An original and one copy of the

deposit slip t£hall be prepared; the bank authenticates one
of the slips and returns same for the FCO file. Deposit
slip together with a supporting list:ng of the receipts
shall be turned over to the FCO for recording.

The FCO make deposits for all other funds.

The depositor shall prepare a daily cash report (See

Exhibit 1) t> support each deposit which will be used by
the FCO to record cash receipts.

All cisbursement checks are to be prenumbered and shall be
prepared and signed by the Fiscal Control Oificer and
cosigned by the appropriate.l.AF advisor/manager or the
Bead or Assistant Head of thé Department of Budget and
Accounts so there is no conflict of interest or diminution
of interrzl controls. The Fis. al Control Officer shall
not prepere a disbursement check until he/she has received
a receiving report (or other evidence cf receipt) and a
vendor's invoice which has be n approved for payment by
the appropriate advisor/manacer. Checks are not to be

made payable to "Cash" or "Bearer"™ and are not to be
signed in advance.

As excecs cash accurnulates in the checking accounts, the
adviso: nanager ané the FCC shzll jointly determine the
amount ¢£f excess ccsh to be trensferred to an interest-
bearing account, considering past experience, cash
projecticns, etc.

Beconziliation

The FCO shall r.concile the NAF bank acccounis on a
periodic basis.

For personal property (i.e., cameras, furniture, etc.) the

FCO shall maintain a perpetual inventory record. A physical
inventory shall be tazken, listing all property items owned

by each KAF by serial number, mocdel number, etc. Where the
purchase price cannot be determined, a2 fair market value shall
be assigned. This listing shall comprise the beginning
property balance. Items such as cameras which have been
purchased with trade-ins shall be recorded at cost (total




cash expended) plus any trade-in value allowed., Annual
physical inventories shall be taken of all personal
property by an independent team designated by Assistant
Superintendent for Administration. A physical count 1nventory
shall also be conducted each time the NAF has a change in
either the advisor/manager or the midshipman ia charge of the
NAF. These inventories shall be taken by the new
advisor/manager or midshipman in charge, and approved by the
Head, Department of Budget and Accounts.

Saleable Properiy

Perpetual inventory records must be kept by the Athletic
Association and by those NAFs maintaining stock for sale
(liguor, candy, etc.). Physical inventories of sellable
merchandise will be taken at the end of each quarter under
the éirect supervision of the advisor/manager. This

mer ~handise must also be inventoried semiannually by an
iréesrendent team designatecd by Assistant Superintendent for
Administration,. The sign-out system used by the
Athletic Asscciation for charging items to the midshipmen
srall be retained.

vrell. Regorgs

Payrcll records, including all withholdings, shall be
maintained by the FCO for all paid employees of the FCO and
the other NAFs. The FCO should obtain the IRS Employer
Icentification Numbers and file the necessary tax returns
Trhe FCO shall maintain all Federal (Forms W-4) and -state
withholéing tax allowance certificates.

c 1InLs ceivahb?

Accounts receiveble shall be repcrted to the FCO as they are
estabtlished. E-amples of receivables that may arise are
advertising receivables for the various publications,
guarantees frcm away games, any credit extended beverages,
etc. 211 billings shall be prepared and mailed by the FCO.
The billing should request that the payment be mailed
directly to the FCO.

Spinictratiy LLES

1, The PCO shall be staffed by non-Civil Service personnel
and the cecst of its operation shzll be borne by the NAF
activities.

2. Each NAF shall have a responsible person assigned to

monitor the NAF's activities to insure that good
business practices are being observed. This person can

5
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be an employee of the USMMA or the NAF, Chaplain,

Athletic Director, etc., but his/her appointment to act in
this capacity must be effected by the Superintendent,
USMMA, or the Superintendent's designee, For purposes

of these procecdures, persons approved for these

positions will “e designated as advisor/managers. It

will be the recsponsibility of the FCO to maintain a

record of all NAFs advisor/managers, and midshipmen in
charge of funds, with signature cards of advisor/

managers and ot..ers responsible for approving payments.

If the velume cf small purchases is sufficient, cae

NAF may be authorized by the Head, Department of Budget
and Accounts to establish a gene:al imprest fund. When
specifically authcrized, other NAFs may use this general
imprest fund to meet their needs for the services
prcvicz=d by the fund.

Each NAF is authorized a cash change fund for making
change as reguested. ’

All employees hznéling cash or removabtle assets will be
bonded with a position schedule surety bcnd procured at
the NAF's expernse, The amount of the bonds shall be
deterrined by the Eead, Department of Budget and
Accounts.

Where tickets are used fcr admicssion to events, they
ehall be prenumbered, Tr2 advisor/manager shall be
accountable for all ticket numbers.

The chart of Gene 2l Ledger Accou.its is shcwn on
Attachrent I and described in Attachment II. New
accounts will be added as necessary.

The FCO mzy approve any functionally acdeguate form to
replace any of the forms prescribed by the manual.

3 prenumbered purchase order/receiving report (See
exhibit 2) will be utilized by all funds where practical
angd efficient.

Asset record carés (convert to M2a forms such as MA=-278)
will be maintazined for each NAF asset to reflect receipt,
transfer, cost, and balance on hand.

All purchase orders (exhibit 2) shall be forwarded by the
NAFs to the FCO. As invoices are received by the FCO,
they should be forwarded for approval to the NAF that made
the purchase. The NAFs advisor/manager (or other
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authorized person) shall approve the invoice for payment,
attach receiving report, and return the approved invoice
to the FCO for payment. & copy of the invoice and
receiving report must be filed with the completed voucher.

If the FCO determines that the goods purchased should be
recorded as per:tonal property, an appropriate notation
-shall be made on the invoice. The FCO shall book the item
as personal property, and the notation on the voucher

copy (which will be return<d to the NAF) shall inform the
NAF's advisor/manager that the item has been recorded as
personal property.

All sales will be controlled by a cacsh register receipt
(where feasizle). If not feasible the NAF shall use
prenumbered tickets, receipts, or other adeguate
prccedures approved in advance by the Head Department

of Budget and Accounts.
Each KAF shall have an advisor/-anager, appcinted by the
Superinterdent or the Superintendent's designee, who
shall:
a. Maintain a system of operatinc controls to:
l. Protect assets of the fund
2, Provicde an effective organization,
3. Enscre an efficient operation.
e Azintrin reccrds aré reports to meet the needs
of ma:agement other than the accounting records
mzintained by the FCO.

Cu Provide elements of internal control to:

1., Separzte custodial respeonsibility from
accounting responsibility.

2., Provide effective orcanizaticn, operation,
and protection against fraud, waste, and
abucse,

3., Allccate responsibility so that no single
individual has exclusive conrntrol over all
phases of a transaction.

4, Provide continuous managerial review of
all echelons of responsibility.
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5. Clearly define job descriptions for all
employees., As the advisor, he/she will be
the responsible government official while
as the manager, he/she will be the elected
or appointed individual responsible for
managing the NAF,

The PCO will conduct vnannounced cash counts of the
imprest and chance furds no less frecuently than
quarterly and will date and sican a certification of
the count and the results thereof in accordance with
Chapter 7 of DOT Order 2770.7.

To transfer accountability when an advisor/manager
is relieved and a successor desigrated, the FCO shall:

a.
1, Statement of financiel condition including
each balznce on the date of transfer,
2. Statement of inccme and e..pense up to the
date of transfer,
3., Reconciliation of bank statement,
b. v y + 5 3 =

The fcllowing certificate shall be signed by the
FCO and the departing advisor/manager:

*I certify that to the best of my knowledge and
belief this statement is a complete and true record
of (name of NAF) revealing a2ll cutstanding
liabilities and outstanding purchase order
conmitments and that all receivables and other
property owned by the (name of NAF) are accounted
for in this statement.®

¢, Bersipt.fon.NAT
The successor advisor/manzczer shall sicn a receipt
for the NAF property. In the event of discrepancies,

report results to Department of Budget and Accounts
and the Office of Financial Approvals,

///7/Z5 |
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The frecguency of preparation financial reports shall be
determinec by the Superirtendent fcr individual NAFs.
In no instznce shall the freguenc: be less tkan annually.

A copy of these reports chall be forwarded to the Office
of Financial Approvals in Washinctcn,

Assicnment .of Bf-m asibilities
Shall be issued in writing by the appropriate officials.

D Ay <3 - | 2= P -
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Purchase Orders shall be dated, sequentially numbered,
descriptive of reguest validated as to availability of funds
and signed by a responsible official.

Receiving reports should be signed and dzted by individuals
acceptin< receipt ané shall be matched to the purchase order
for fulfillinc reguest.

Cepi s of purchzze orcders and receiving reports shall be
prov.ded for financial and accountability proceseing.

Qz' =zt 4ns Isoress EI.EG.

1, 1Iro-est funds sh:uld be secured and controlled by only
th cesignated cashier.

2. Tt: c:s8h anc documents on hard shzll be accounted for
daily.

3, Reimbursemer:s shall be based on paid receipts for all
authorized purchases.

4. Periodically the FCD shall conduct unannounced audits
of the Fund.




Account
Sinbe

102
102
103
104
105
105
107
120
150

2ol
202
203
204
205
20¢
2 7
2uU8

4C1
4C2
4C3
404
4C>
&C5
407
4C8
409
410
411

BC s F":l:s

Cash in Bank = Checking
Change Fund
Imprest Fund

Interest Bearing Demand Deposits

Accounts Receivable
Prepazid Expenses
Merchandise Inventory
Investment Accounts

1

m

Furniture, Fixtures ané Nonexpendable Egquiprent

v

LIABILITIES

Accounts Payable

Federal Withhelding Tax Payable

Stazte ¥Withholding Tax Payable

New York City Withholcing Tax Payzble

New York State Disabil’ty Insurance Payaltle

Social Security Tax Payable

Advance D=pcsits Payeable

2dvarce Depesits - Specizl Functions

- - T
ks 1

Furd Equity
Ket Income

REVENUE

Dues and Ascsessments
Rar Sales

Fackage Store Szles
Special Functicns
Ticket Sales

Program Advertising
Donations and Dividends
Interest Income
Food Sales

Other Sales ,
Miscellaneous Income

10
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Account

Number

5C1
562
503
504
505
506
5C7
508
509
510

m 2 R

Payroll

Fiscal Control Office Accounting Services

Supplies and Expendable Equipment

Maint»nance and Repair

Insurance

Utilities

Telephone

Social Security Tex Expenses(Employer's Share of FICA)
Laundry and Linens

Miscellaneous Expense

11



Account
buzser.

101

102

103

1C=

—r
L]
w

1c6

ck 3 - } -

Represents the balance of general funds deposited in a
banking institution. Debit this account with amounts of
cash deposits and credit with distursements by check.
Reconcile monthly with bank statements which the Fiscal
Control Office receives directly from the bank.

Chance .Fungd

Represents amcunt of cash on hand for use by cashiers for
making change, Expenditures.from this fund are prohibited
and the amount of the chance fund remains constant.

™ - 1
L=

Useé tc record the amount of cash authorized for small
cash disbursements., The vouchers representing payments,
2.y interim receipts, and the balance on rand must egual
the amount of the fund. Do not commingle these monies
with other cash funés. At the time of reimbursement, the
Fig .2l Control Office will prepare and issue a check
against each KAF for the appropriate amcunt as suppcrted
by the ‘mprest Fund vouchers and receipts,

Represents the balance of cash depo. .ted on a sghort-term
or temporary basis with maturity dates of twelve months
or less and which earns interest. Debit this account and
crecit #408, Interest Income, for amount of interest
received, Record transaction on a Daily Cash Report.

dcconnts Receivakle

Fepreserts the amount to be received from members,
customers or donors. Keep subsidiary records for each
member, customers, firm, club, donor, etc., Each charge or
other receivable is individually recorded to each account.

Used to record expenses paid but chargeable to a future

month(s). The expense paid (insurance, supplies, etc.)
is amortized for the life of the prepaid item.

12




Account

o

107

120

(]
wn
(e |

2C1

N
>
L8]

2C3

Merchandise Inveniorny
Represenis value of inventory on hand in the storeroom
and/or sales outlet.
inyesimens. ACCOUDLS

Represents investments in approved sources considered
long-term where the intent for conversion to cash
exceeds twelve months from date cf issue or

agreement. Debit this account ar.d credit #408, Interest

Income, for amount of interest earned but not yet

received. Credit this account with proceeds from sale of

investments and with the interest income received.

Represents the original or adjusted acquisition value
of NAF owned property purchased by, cr donated to, the
NAF, These are individual items which cost $1,000 or
more, have a life expectancy of at least one year and
do not lose identity in use, This account should agree
with the property control records,

dccount- P~vable

Represents the sum total of the amounts due creditors
and is tlie contrel account over the subsidiary accounts
payable system.

Eederal Withholdinc.Tax.Payable

Reflects the amcunt withheld from employees' pay for
Federal income texes, but not yet paid to Internal
Revenue Service. Deposits of both withheld taxes
(202) and social security deductions (206) (employer
and employee contributions) will be made in a
depository as per IRS Regulations Sec. 31,6302 and
Circular E.

Stat r-lsz:]:i[; Tax Ea:.azqﬁ

Shows the same information as #202 above except it
applies to individual States.

13



Account

Nunber,
204

205

207

208

3C1

302

S -

This account shows the same information as State
Withholding Tax Payable except it is for employees
who reside in Jew York City.

lew Vel

This account reflects the amount withheléd from
employees' pay for disability insurance. An amount
ect 1 to one-half of one percent on the first $60
of pay may be withheld from each employee.

Soc’al.Security Tax Baxa};lf

Reprece .ts the amount of FICA deductions withheld
(Employee's share) and accrued (Employer's share) but
not yet paid to IRS, Refer to #202 for distursement.
Quarterly, adjust variances between the end of quarter
balances and IRS form S41.

ce., i+ - 3

Represents money received from customers or members
thet will be ei.r r refunded or transferred to incorme
at some future dzze.

Used to record amourts collected from mermbers or
customers in acvance of furction. Upon the event
held, transfer these funds to #404, Specizl Functions,
income account.

Eund EQuity

Represents the excess of assets over lizbilities and
represents the cumulative balance of fund equity (net
worth) as of the last day of the prior year. Limit the
entries in this account to the annual closing of income
and expense surrary ($#302, Net Income) and to prior year
adjustments unknown.

Nef. .Incoze

Represents the cumulative amount of net income (net
profit) for the current year to date.
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401

402

404

405

406

47"

409

410

Ty 7

Dues .and. Assessnenis

Record cdues from membership and/or any ascessments made.
Bar..Sales

Represents sales made at the bar.

Backage Store Sales

Fzpresents sales made by package store.

S {al F b aes

Represents sales macde for specizl functions.
micker Sai 4

Represents income from sale of tick:ats.

Brograr Advertising

Reprecents revenue frem sale of advertising space,
Lnaticns ;nﬂ;?iyiﬁgnﬁs

Pepresents donations received by a particular NAF
and dividends earned.

JDLf ceS5.ApngQRe
Use to record the income earned on bank de-osits and
interest bearing instruments. When interest earnings

are sig: ificant in amount, record them monthly,
otherwise record them upon receipt.

Enod Sales

Use to record income from sale of prepared food,
luncheons, etc.

Qther.Sales

Used to record income from other miscellaneocus sales
sources not covered above,
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411

501

wn
o
o

503

n
[}
da

= J 3

Used to record income not otherwise covered in #401
through #410.

fayroll

Use to record the cost of wages, salaries, and employer's
share of unemployment co: .ributions.

T T————— o

Use to record the participating NAFs' pro rata share
for operations of the Fiscal Control Office.

Suppld s 3r ._.Expendable Fguipment

Used to rescord the crst of all supplies consured and
expencdable equipment costing less than §1,000. 1Includes
value of supplies purchased for immediate concsumption

as well &s charges from acccunt #1126, Prepaidé Expense.

Use to record the cost of maincenance and repair of

N2 -c:ned prepsrty. ZTos'. of respeiring NAF-owned

prcperty ‘recc-cded in $#150, Furni:ure, Fixtures

and Nonexpenczble Eguipment) can be capitalized (added to
$150) in lieu of expensing to #504 if it meets the
following criteria: :

(1) Cost is $1,000 or mcre.
(2) Repzir prolongs the life of the property item.
(3) Cost of repair is at least 20 percent of

origcinal or adjusted acquisiticn value.
IDSUISNCE
Used to record monthly cost of all insurance premiums.
UEiliti

Used to recerd@ cost of utilities furnished.
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507

508

508

- q 1 3 ] b |

delephone

Used to record cost of monthly telephone fees, tolls,
etc.

EiCS

Use to record the cost of the employer's ghare of FICA
(debit this account and credit $#206).

Used to recordé cost of cleaning or renting all laundry
and linens. Includes tablecloths, napkins, towels,
uniforms, carpets, etc. Excludes purchase of linens,
etc., which is recorded in %150 or $#503, as azplicable.
Miscellangpus, EXpense

Use to record all other expenses for which an account
has not been specifi-:d.
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UNITED STATES MERCHANT MARINE ACADEMY
KINGS POINT, NEW YORK

AAASAES A2l i b s ay

(honapproprlated Fund)

RAILX CASH REPQRT . (DCR)

DATE i i b ssancanis.
PERIOD COVEREDuwiued iy vumaus,

(Attach cash register tape, receipt, etc.)

Voo BV 444 MO

Food Szles (409) !
Package Stcre Sales (403)

Bar Sales (4C2)

Spgecial Functions (404)
Miscellaneous Inccme (411)

Explanation o g Amount L i
v Lol [ E ST T T TIeTTI.
L A s e
Ll A P, IS FETS N - Aaddodddi b iald ot b 22 oo

Dues and Assescsments (401)

Ticke: Sales (405)

Trogram Advertising (406)
onations and Dividenés (407)

interest Zncome (4CE)

Cther Sales (410)

Totzl Revenue

Ceposit covering above MacCe O s i g et s st

(Signature)
Advisor/Manager or Fiscal Control
Officer

Perarks:




| | Y EXHIBIT.2

UNITED STATES MERCEANT MARINE ACADEMY
KINGS POINT, NEW YORK

DATE: pcisisisansania:

RUMBER: icsssmaianiinn
TO:

(Name and Address)

Gentlemen:

Please enter our order for the follewing:

By. niﬁw
(Slgnature)

i o
(Tit> e)
(Lorapproprlated Fund)
Send Invoice To:

(Fiscal Contrcl Officer)

Feceived By (signature) Approved By (:ignature)
tade |""=.l'=.||| TSN ISV E N li.l:l‘l.l ‘I'.'I}nllk.l"lli Al I‘Il'. ..III.' [T N AT l'llll' &
Date Adviscr/Manager Date



