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CHAPTER v
FIELD COSTEKEEEPING
STANDARD METHODS FOR CONTROL OF FIELD ACCOUNTS BY

THE PROJECT OFFICE

ls A control of the acoounts of each field camp will
be maintained in the projeet books, by which it will ve
ghown whether ell charges againgt the work or sccounts of a
camp have been scecounted for in its cost book.

Field Cost Adjuctment Accounts.

2« The bookkeeper will keep a field cost ad justment

agoount (G.L.85) with each field camp. All items affecting
the sccounts of a camp will be ocharged to its adjustment ac-
eount, which will be eoredited at the end of the month with
amounte taken up in the cost book, ag shown by the genersl
summary, which is, in reality, a balance sheet of the cost
boolk., Theee genersl summsries will be entered direct in

the general ledger, or in the projeet office classification
book, if one is used for ascembling the general ledger entries.
But in either case, the adjuctment accounts (G.L.58) in the

gencral ledger will show detalls as illustreted in parsgrsph

4 below,
’ O¢ The field cost adjustment accounts (G.L.85) will

be arrenged with three columns for each month-dehit, credit
and balence. The different classes of charges will be listed

et the left of the page, s0 that the amounts entered from the

general books will appesr opposite the emounte taken up by




the camp for each clees of chargee, Differences will thus

be located sutomaticelly, and a permanent record of them will

be kept. Intries for suceeeding months will show whether or

not the differences have been af justed in the fleld accounts,
4, Vollowing show ¢ the form of the ¢ost 2djustment

account, which will be kept on cost ledger sheets until

grecial forms have been profided:
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Field Cost Adjustment Account
Camp 2
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Cash collections
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S8torehouse A
» B
" C
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Following is & brief stetement of the method of
handling each ¢l s of charges in the project offiecws
B« Lobors After the timebook of s camp hes been
checked and all corrections made by the voucher e¢le rk, enter
in the generel ledger (or ¢lassification book), direct from
the timebook as followoi-
Dre G.Le 85, Field coet adjustment a/o (item 1)
Crs Gels 122, Unpaid laborx
with the amount earned,
and
Gsle 122, Unpuid labos
Crs Cole 85, Field cost sdjustment a/e (item 2)
with thé total of timebook deduections
From the general summary for the camp, cwedit C.lL. 85, (item 1)
with the total labor eecynings, and debit G.L. 85 (item B) with
the total deductions taken wyp in the cost bookes If there are
differences they should be for corrections mede by the voush-
er clexk or discrepencies in the field sceountes

6+ The amount of invoices, freight and express,

pasgenger transportation, contreet earnings, and all other

items from the lisbility register, will be debited to G.,L. 85
(1tem 3) in one amount for each camp, Field camps are required
to teke ur in abstract No, 2 ell charges from invoices, notices
of bille of lading and transportation requests, and other items
thet come thru the liebility register of the project office.
The total of abstract No. 2 is shovwn under item 2 of the gen-

eral summary from which the bookkeeper will eredit G.L.8H

(item 3), If the amount debited to & camp from the liability




regigter differs from the amount taken up in the field sum=
mery, the items meking up the differences will be located
by checking abgtract Hos 2 againgt the liability registers A
check merk will be placed opposite eaech item on which these
two records sgree s0 thst the difference may be analyzed
from the unchecked items,

7« Cash Collectiong, ~ A column will be added %o the

cagh book for entering cssh reporte from Tield campss From

this column the bookkeeper will debit accounte with the

different employees recponsible (G.lLes 2) and credits the

field cost adjustment secount (G.L.85,It%em 4) with the total
eash ecollections reported., <+rom the general summary (item 5)
Gels BB (item 4) for each ecamp will be debited with the

total eash collegtions taken up in the cost ok during the
month,

8+ BReguisitions from storehougege~ Debits to the ag-

gounte under G.Ls 85 for requisitions (item B) will come from
sbetraets of requisitions (form 21) of the éifferent store~
housess (See Chapter 11, paragraph 10. From the gens ral
gumary (item 6) of ecch cemp, GeLs8B (item 5) will de
credited with the total of storehouse requisitions teken

up that ronth, If the €ebit and credit for reguisitions
@ifrer in smount, the difference will be analyzed by checking
the field camp'e sbstrset No. 4 asgainst the abstracts of

requisitions iessued b, the storehouses,




9« Transfers«~ The debits for trensfers i1ssued

will be posted to the ad justment accounts (G.L. 86, item 6)
of the camps charged from the genewsl gwmeries @f the camps

issuing the transfers and from the wucher register or other

source from which direct chergee sre mede in the pro ject of- ‘
fice to the wvarious campss (See Chapter IV, paregrsph 50),
Thus, for example, there will be a debit entry under item 6,
GeLs BB, for camp 2, from the general summary of each camp
by which & transfer wee issued to camp 2, during the month.
The debite under item 6 will be totaled, and opposite this
total will be entered the credit for transfers received ani
Taken up by that camp during the ronth, Thise entxy will come
from item 8 of the genersl summury. Items of difference may
be leocated by checking the abstracte of trausfers issued by
esch comp against the abstraets of transfers received by other
CRNpPE »

10+ Cogt Agcomntgs G.L. 85, item 10, for each camp

will be debited with the total of its coest sccounts from the
general summary (item 20), After the costkeeper in the pro-
jeet office has distributed the overhead clearing sccounts
and mude other neceseary adjusiments between the coet age
counts, he will furnich the bookkeeper with a journsl vouche

ér erediting the various adjustment sccounts (C.L. 85) and

debiting the proper accounts of the ¢oet group (Gels 60,61,

64,65,90,93,94, etcs) with the coste for the month.




11, Other items of the general sumearies will be poeted

therefrom direct to the peneral ledger sccounts affected;
Items 4 and B (coupons and meal tickets redeemed), will be
debited 0 C.le 127 snd 128 respectively; item 9 (uncollected
aocounts eand deductions from conmtrsetors) will be dehited %o
the eppropriste sccounts inm group ILE (accounts receivable)
or Group VII (sccounte peyable); tiem 10 (wor tax on reilread
fares) will be eredited %o the spesial revenue account undex
Geles 76 @w 106: item 11 (rent of permanent buildings) will be
eredited to G.L. 70 or 100; items 12 and 18 (coupons and meal
tickets issued) will be credited to G.Ls 127 and 128 respect-
ively: the debit and ecredit of item 16 (stores issued and not
used) will be posted to G L, 10; and the deblts and credite
of items 19 to 26 (field inventory sccounte) will be posted
%0 the corresponding accounts under group II{inventories of
gtock on hand).

12+ After the books have been clogsed and the reports
forwarded, the bookkeeper should enalyze all differences in
the field copt sd justment mccounts, sending eorrection notices
to the field camye, snd maxing inquiries concerning any in-
voilces, requigitions, or trangfers which spparently should
have been taken up in the previous month's businesss It will

be sdvisebhle to note in the Fidjuigtm@nt aoconnte (G‘L. 85)

wnder esach month's bhusiness t+he numbers cf correction notices

i geued 0 elimin te differences for that month, aleo to 1ist

there other items of difference, gich ag the number and amount




of each involce or ofther paper charged to the gamp but no$
taken up during thst months
For example, 2 stotement of thie sort for the illus-
tration given in paragraph 4 might bhe as followsse-
Correction Notice lNo. 32
(Iteme 1 and 2)
det oredit $1.60
June invoices not taken up by Camp:=-
Nos 3465 $100,00 :
Hos 3617 51,00 %151.00
June requisitions not teken wp by Camp:
876 B 95«00
1391 ¢ 85.26 $214.85°

Totel difference account for « - « = @366.357

15« All entries and adjustments made in field cost booke
after they are received in the projeet office should be 20 ppox
ed by properly approved Journal voucherss Journsl vouchers
meking odjustments in the asccounts asg .submitted by field of-
fices should be approved by the field officere, and they
should be furnished a copy of each,

Supervigion by the Chief Clerk

ds It will be necessery for the trojeot chief olerk
%0 constently supefvise and cheak the work of sssembling field
¢oets end The handling of all field mosounts, egpeclally plang
e¢learing, reimbursable and field iaventory sccountse

15« Each field camp should be inspected by him once
@ month, or oftener, Before vielting a camp, he should look

over its luaventory and elearing scconnts, aleo ite cost ande-

Justment sgcount, making note of eny it%em apparently needing




gttentions A 1ligt of the balances in the field inventorxy
accounte should he taken %o the cemp and compared with the
totale of ptock eord balances, Or, if there is no adding
maahine &% the oamp, the cerds should be bhrought %o the Proe
Jeet office at leant once every three months and ehecked with
ledger hlenages,

164 ield elerite sghould be required %o cheek the cards
by setual count or medsure of the mmtericls on hand: This
ghould be done from Time %0 time during the month, taking a
gertoin number of csxds ench weeks The chief dlerk should
gee that thie is done, end ghould roguire & written report of
each check t0 be sent to the projeect office on form 13 (repon
of inventory check). The monthly reports of field inven-

tory accountg reguired by varagraph &0 of Chapter IV shounld
be checked with the corresponding inventory accounts of the
general ledger and all diserepsncicg found should be brought
%0 the attentlon of the field offices vhere appropriate
corrections ghall be made,

17« VWhen so directed vy the project mensger, the
chief clerk will supervise mess, hospital and mercantill
gtore operations and wvhen such opersations are under active

charge of the field forces close cooperation of the chief

clerk and clerical foroe is expected, 1t will be desirable




for cemp inventories %0 be taken occapionslly by & repres=

>

entative of the chief elerk, The handling of cash and

coupons, and the methods of timekeceping sud all other clere

ieal work should be examined frequently by the chief elexk
upon whoge suggestion they should be modified or reformed s0

a8 %0 comply fully with all general and project regulatidns,




